
網上申請程序
Application procedure



1.1
請按「機構登入」進入系統

Please click “NGO login” to
enter system

登入 Login

滙豐香港社區夥伴計劃網站

CPP Website



1.2
請輸入電郵以獲得一次性登入連結；所有申請將關聯至此電郵。

Enter your email to receive a one-time login link; all
applications associate with this email.

登入 Login



011.3
開啟一次性登入連結電郵並按「登入」進入系統，如未收到電郵，請檢查垃圾郵件或

於1分鐘後重試 
Open the email and press “Login” button to enter the system. If the email is
not received, please check spam or retry after 1 minute.

登入 Login
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2.1

以英文或中文欄搜尋及選擇所屬機構之獲豁免繳稅之登記機構名稱，並仔細核對機構

名稱與生效日期，確定後將無法更改。

Search and select your organisation's tax-exempt registered name either in
English or Chinese. Please carefully verify the organization name and
effective date, as changes cannot be made after confirmation.

選擇組織 Select Organisation



2.2

總部資料 Headquarters Information
如您是總部申請人或已獲授權的單位代表，可按「編輯組織」代表總部及其轄下所有單位提交資料。請於截止日期前完成提交所需資料，若機

構資料未於申請截止日期前提交，所有相關單位的申請將均被視為無效。

請注意：每間機構僅允許一位授權用戶管理「機構資料」的內容。

選擇編輯「機構資料」即同意承擔編輯及維護資料準確性的全部責任，請確保能完成所有所需資料及上載證明文件。

如您未能提供所有證明文件，亦可選擇填寫「計劃書」部分，並交由機構其他授權人員註冊填寫。

If you are a headquarters applicant or an authorised unit centre representative, click "Edit Organisation" to submit information for the
headquarters and all service units. Please complete all required submissions before the deadline. Any incompleted organisation
information submission by the application deadline will result in all related unit applications being considered invalid.

Please note: Only one authorised user per organisation is permitted to manage the "Organisation Information" section. If you
choose to edit "Organization Information," you agree to assume full responsibility for editing and maintaining the accuracy of the
information. Please ensure you are able to complete all required fields and upload the necessary supporting documents. You may also
choose to complete the "Project Proposal" and arrange for another staff member to fill in the "Organisation Information
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2.3

按照表格指示逐步填寫所需資料。每個步驟需先完成所有填寫欄位，才能繼續到下一

步。您可按「儲存草稿」保存並於稍後繼續填寫。

Follow the instructions in the form to fill in the required information step by
step. All fields in each step must be completed before proceeding to the
next step.to save your progress and continue editing at a later time.

總部資料 Headquarters Information



2.4
於第二步填寫完整機構董事會名單，包括填報人資料、董事會任期，及每位董事會成員的詳細資料。

*所有資料需以英⽂填寫
如成員現擔任任何公共職位，請於「公共職位」欄目選擇相應類別。

Complete the full list of the board of directors in Step 2, including the organisation contact
person’s information, Effective period of the Board, and details of each board member. 
*All information must be provided in English.
 If any member currently holds a public role, please select the appropriate category in the
"Public Role" field.

董事會委員會資料 Board of Directors Information
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文件上載
Documents Submission
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2.5

於第三步上載及提交申請所需文件，包括：

獲稅務局批准為豁免繳稅慈善機構之信函副本

機構最近兩年經審計的帳目或經核証的管理帳目(即2024/25及2023/24)
機構組織章程的詳細資料

機構管理架構圖

執行委員會成員名單 (英及中)
聲明書

Upload and submit required documents in Step 3, including:
Certified true copy of the approval letter by IRD under Section 88
Latest 2 years audited accounts or certified management accounts (FY2024/25 &
2023/24)
Organisation constitution or memorandum and articles of association
Organisation structure
List of members in Executive Committee
Declaration form

文件上載 Documents Submission



其他機構申請人Other Organisation applicants:
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2.6

完成申請所需的機構資料提交後將會收到確定電郵，並於系統主頁的「狀態」

一欄顯示為「已提交」，並可按檢視再次查閱。

其他申請人則可於主頁查看提交代表的電郵及提交狀態

Upon completing the submission of the required organisational
information, a confirmation email will be sent, and the status will be
updated to "Submitted" on the system homepage. The submission
can be reviewed again by clicking "View."
Other applicants may check the email contact of submitting
representative and submission status on the homepage.

提交確認 Submission Confirmation

機構資料提交代表Submission representative: 提交確定電郵Confirmation Email:
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3.1

填寫計劃書 Proposal Writing
按新的計劃申請進入計劃書表格，其後亦可於操作欄按檢視或編輯繼續填寫之前儲存的草稿。

Click on "New Project Application" to enter the proposal form. You can also click
"View" or "Edit" in the "Action" column to continue filling in your previously saved
draft.



01033.2
填寫計劃書 Proposal Writing
整個計劃申請共有六個步驟，第一步為填寫申請單位及項目聯絡資料。

The entire application process consists of six steps. Step 1 is to provide the
information for the applicant organisation and project contact.
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3.3

填寫計劃書 Proposal Writing
第二步為填寫申請項目基本資料，如服務區域、項⽬簡介、受惠者人數等

＊請留意表內的字數限制

Step 2 is to fill in the basic information for the application project,
including Service District, Project Summary, Number of
Beneficiaries, etc.
＊Please take note of the word limit specified in the form



3.4

填寫計劃書 Proposal Writing
第三步為填寫申請項目活動內容，請按照性質分別填寫單一類別活動的內容及受惠人數，並利用+/- 按鈕新增/
刪除欄目

＊請留意表內的字數限制

＊最多可以填寫20個活動
Step 3 is to fill in the content of the project activities. Please separate each activity by its nature
and provide the details and number of beneficiaries. Please use the +/− buttons to add or delete
fields.
＊Please take note of the word limit specified in the form
＊Applicant can fill in up to 20 activities in total including the Festival



3.5

填寫計劃書 Proposal Writing
第四步為填寫項目執行與影響，於每個直接受惠者組別選擇對應的預計社會效益及填寫預計受惠者的轉

變、項目的可持續發展等，並可利用+/- 按鈕新增/刪除欄⽬
＊請留意表內的字數限制 
 Step 4 is to fill in Project Implementation and Impact. Choose the corresponding Expected
Outcomes and provide details on Changes for each Targeted Direct Beneficiaries Type,
Project Sustainability, etc. Please use the +/− buttons to add or delete fields.
＊Please take note of the word limit specified in the form
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3.６

填寫計劃書 Proposal Writing
第五步為填寫財政預算，包括活動支出及收入、購置設備 / 器材、⼈⼒資源預算及中央⾏政費預算。系統將⾃動同步於步驟三所填寫之活動
名稱，於每個活動中此服務 / 活動有費⽤選擇「是」即可填寫個別活動的預算。選擇相應⽀出類別，並可利⽤+/- 按鈕新增/刪除欄⽬
＊若項目存在「中央行政成本」，留意應以「總項目金額」的 10% 為上限（不含中央⾏政成本）。
＊注意每項紀錄上限：

購置設備 / 器材 - 20項
人力資源預算 - 5項
中央行政費預算 - 5項

Step 5 is to fill in Programme Budget, including project cost and income of Key Services / Activities, Purchase of Facilities /
Equipment, Manpower and Central Administrative Cost. System will synchronize the service/activity
name with the information in Step 3. For each activity, select "Yes" if this service/activity incurs expenses. Select the
corresponding expenditure category.Please use the +/− buttons to add or delete fields.
＊If project consist a "Central Administrative Cost", it should be capped at 10% of the "Total Project Sum" (excluding the
Central Administrative Cost).
＊Record limits：

Purchase of Facilities / Equipment - 20 items
Manpower - 5 items
Central Administrative Cost - 5 items
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3.７

填寫計劃書 Proposal Writing
第六步為計劃書總結，即系統自動運算版面，如有任何修改，請返回之前的步驟進行修改。 
＊提交前請小心仔細檢查所有數字是否正確，尤其“申請總⾦額”，提交後將無法修改計劃書的內容。
Step 6 is the automatic calculation generated by the system. If you have any amendment,
please go back to the previous pages.
＊Please check carefully if all numbers are correct especially the “Total Requested Funding
from CPP”. The proposal will not be able to edit after submission.
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3.８

填寫計劃書 Proposal Writing
於步驟六按「提交」後，您的計劃書便隨即提交至後台，並可於主頁查看計劃書狀態更新為「已提交」及其相關申

請編號，亦可按「檢視」查閱已提交的計劃書內容。同時系統將發送提交確認電郵至郵箱，可於郵件查看已提交的

計劃書PDF
After clicking "Submit" in Step 6, your proposal will be immediately submitted to the system. You
may view the updated proposal status as "Submitted" along with its corresponding application
number on the homepage. You may also click "View" to review the submitted proposal. Meanwhile,
a submission confirmation email will be sent to your mailbox, which will include a PDF copy of the
submitted proposal.


