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fEHE : 28654916

BEHS : council @hkcss.org.hk

EEE GRS

To: Mr. /Ms xx
From: The Hong Kong Council of Social Service

Thank you for your verbal consent given on [date], on the Council’s use of your personal data
in future (name, telephone number, fax number, email, mailing addresses,
organization/company/school) for the purposes of providing you with information of the
Council, handling application, issuing receipt, research, fundraising appeal, feedback
collecting, activities invitation/relates promotion as well as the Council feedback collection
purposes.

If you object the Council to use your personal data for the purposes as stated above, or access
or correct your personal data, please make a written request to the following:

Name : The Hong Kong Council of Social Service

Address : 13/F., Duke of Windsor Social Service Bldg., 15 Hennessy Rd., Wanchai, Hong Kong
Tel : 2864 2929

Fax : 2865 4916

Email : council@hkcss.org.hk
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HKCSS/SQS/C.14.04

BEEP $ 366 (84r) - BFv Bl

Length of Retention Permanent! 7 5 3 iDiscard Other
Master File years |yearsiyearsafter
use

1. Structure/Budget
(1.1) Terms of Reference X
(1.2) Budgeting Finance, Accounting X
(1.3) Organizational Data X
(1.4) Membership & Representation X

2. Communication

Internal

(2.1) Memorandum X
(2.2) General Notice X

External
(2.3) Memorandum to Agency Members X

(2.4) Government X
(2.5) Non-Government X

3. Council’s Internal Meeting
(3.1) Council Executive Committee
(3.2) Standing Committee
(3.3) Specialized Committee
(3.4) Steering Committee
(3.5) Advisory Committee
(3.6) Advisory Committee on P Fund
(3.7) Service Network Meeting X
(3.8) Ad Hoc Working Party/Group X
(3.9) HKCSS Development Fund X
(3.10) Business Director Meeting X
(3.11)Senior Management Meeting X
(3.12)AGM / EGM X
(3.13)Building Management Committee X
(3.14)Staff Meeting X

X X X X X X

4. Representation on Other Committees
(4.1) Council X
(4.2) Outside X

5. Projects
(5.1) Proposals / Reports X

(5.2) Finance / Accounting X
(5.3) Other X
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Length of Retention

Master File

Permanent 7 5 3
years |years|years

Discard
after
use

Other

6.

Seminar / Conference / Workshop
(6.1) Report

(6.2) Speech

(6.3) Other

Planning

Internal

(7.1) Council
(7.2) Departmental / CB / Committee

External
(7.3) Five Year Plan
(7.4) Programme Plan

Evaluation

(8.1)Council
(8.2)Core Business

Publicity

10.

Research / Data Processing

(10.1) Report
(10.2) Raw Data

11.

Membership

(11.1) Application
(11.2) Membership
(11.3) Membership File

12.

Reference Material

Depending on nature of th

e material with review

13.

Staffing

(13.1) Personal File
(13.2) Ex-staff Personal File
(13.3) Application

Six months

14.

Staff Development
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HKCSS/SQS/C.14.05
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HKCSS/SQS/C.14.07
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