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HKCSS/SQS/C.3.01

THE HONG KONG COUNCIL OF SOCIAL SERVICE
Evaluation Report on Function

This written report should be completed within one month after each function (eg project/ activity/ event /
program etc)..Responsible work unit(s) is required to have the activities documented and filed.

Core Business / Central Administration:

Work Unit:

Name of Function:

(File no )

Objectives :

Details of the Function :

aoSharing session

Date, Time & Venue | Nature Participant No.
o Conference o Event No.of
0 Workshop O Seminar participants :
o Forum 0 Report back No. of participated
oSharing session  OOthers(Please agencies:
specify):
o Conference o Event No.of
o Workshop o Seminar participants :
O Forum O Report back No. Of. participated
oSharing session  OOthers(Please agencies:
specify):
o Conference o Event No.of
0 Workshop O Seminar participants :
O Forum 0 Report back No. of participated
oSharing session  OOthers(Please agencies:
specify):
o Conference o Event No.of
o Workshop O Seminar participants :
o Forum 0 Report back No. of participated
agencies:

oOthers(Please
specify):

Publicity :
O Press release
O Press Announcement

o Advertisement/ Advertorial/ Supplement
O Others (Please specify):

Media Coverage:

0 Printed Media

O Electronic Media

0 Social Media

0 Others (Please specify):
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Evaluation on achievement

Programme Objectives | Performance Indicator Achieved Partly Not
achieved achieved
i i i
i i i
| O i
i i i
| O i

Evaluation on difficulties and improvement (e.g. feedback from participants etc.)

Supervisor’s comments:

Enclosures:

0O Programme rundown O Attendance 0 Speech(es) 0O Press release

O Feedback form o Financial report o Others(Please specify):
Responsible Staff : Date :
Supervisor: Date :

Remarks: Please scan and email a signed copy to Miranda.yeung@hkcss.org.hk of administration department
for documentation.

Endorsed in Senior Management Meeting on 4.5.2015 (Version 1.0)
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