Ref. 3F01E(R.7.2008)


	To:
The Steering Committee on Promotion of Volunteer Service

	    c/o Secretariat of Steering Committee on Promotion of Volunteer Service

	    Room 2205, 22/F Southorn Centre,130 Hennessy Road, Wanchai, H.K.

	    Tel : 2234 0100 /2116 3417  Fax : 2572 5060  Email : covs2@swd.gov.hk

	


Request Form for Family Volunteer/Volunteer Service Record Book

We understand the procedure as below mentioned and would like to request :
	
	Quantity of booklet

	Volunteer Service Record Book  (Chinese Version) : 
	

	Volunteer Service Record Book  (English Version) :
	

	Family Volunteer Service Record Book  (Chinese Version) : 
	

	Suggesting date for collection(No implication as collection date) : 
	


	Name of Organization
	：
	
	Name of Headquarter of Organization
	:
	(If appropriate)

	Assigned Code
	：
	
	Permit from
	：
	Yes / No

	Contact Person
	：
	
	Headquarter
	
	(Please circle the correct one)

	Tel.
	：
	
	
	
	

	Fax.
	：
	
	
	
	

	Date
	：
	
	
	
	


Guide
1. Organizations base on the real situation to request adequate quantity of booklets. The Secretariat should
   adjust the quantity in regard to the reports submitted by organization previously. 

2. The row “ Assigned code” must be filled in.   

3. Sub-ordinate organizations are not eligible to submit Request Form unless permission from their Headquarter is granted.
4. All issued booklets should be recorded down as requested. The Secretariat would stop the support if organization fails to submit annual service record or stock record of booklets.
5. Organization should handle issuing of booklets in accordance with 〈義工服務紀錄冊〉使用指引.
Collection 

1. Please contact us at 2234 0100 when no response from the Secretariat 10 days after submission.

2. We will fax the notification of collection of booklets to you and you need to send your staff to our office for collection within 3 weeks after notice made. If organization fails to collect booklets over twice, we would terminate the supply of record books without prior notice. 
