AIDS Trust Fund
Medical and Support Services and Publicity and Public Education
Application Guidelines

Table of Content
BacK@roUnd..........cooiiiiiiiieee e e e -3-
Categories Of APPIICALIONS .......eeevuiiririiiieiriiee ettt ettt e e e e e e e e e -3-
Types of fuNding SUPPOTT.....ccueiiiriiieiiiee ettt e e e e -4 -
Programme fund ..........cooouiiiiiiiiii e -4 -
General requirements Of PrOZIAMIMES ..........eeeriveeeeriieerriiieenieeeeeieeeeseeeeeseeeeeeees -5-
Priority areas fOr aCtiON ..........c.cieviiieiiiiiieiiiieeeece et -6-
SUDMISSION AALE .....eoouiiiiiiiiiieiiieeecee et -7 -
Duration of Programime ............ccoocueeiriiiieiniiieeeiee ettt e e e -7 -
Project fund.........eoiiiieee e e -7 -
SUDMISSION AALE .....coouviiiiiiiiiiiiieeee et -8 -
DUuration Of PIrOJECT.......ceeiiiiiiiiiieiiie ettt ettt e e e e -8 -
Renewal of programme/Project ..........ocueevruieeeniieeriiee ettt -8 -
Who can apply for funding? .........cceeeiiiiniiiii e -9-
APPlICAION TESITICTIONS. .. .veeeeiieieeriieeeeiteeertteeesieteeetteeesbeeeeabeeessbeeesseeeesaneeesnnnes -9-
Processing of appliCations .........ccoouueeiriiiiiniieeeiie ettt - 11 -
Processing of MISS appliCations ..........c.coeeeuieiiiiiieiiiieenie et - 14 -
Processing of PPE applications ...........cccceeeuiieeiiiiiniiiieeniiee et -15-
Acceptance and ReSUDMISSION ........eeevuiiiiriiiieiiieeeiiee ettt - 16 -
Criteria fOr aPPIOVAL .....cc.uiiiiiiiiieiie ettt e e eaee e -17 -
BUAZEE TEEMIS ettt ettt et e et e e et e e e e - 20 -
Financial arrangements...........c.eeeeiiieiriiieiniiee ettt ettt -22 -
Financial arrangements specific to project grant..........occeeeveveeeeniieennieeenieeenns -24 -
Financial arrangements specific to programme grant .............ccceeceeeeevieeenineenns -25 -
ACCOUNTING TEQUITEIMENTS....ceeuutieeeiieeeeiieeerieeeeitteeeiteeestteessebeeessuseeesssseesssseeanns -27 -
Performance monitoring and evaluation .............ccceccueeeriiieiniiieeiniie e -28 -
Progress and Final REPOTLS ........ccoouiiiiiiiiiiiiiiieie ettt -29 -
Modification of programme/project content or approved items ...........c..cc.eeen.. -32-
DISCIAIMET ...ttt ettt et ettt et esaeeenaeees -33 -



Acknowledgement and information sharing .............cccceeeeiieeeeiiiiiieeenniiieee e, -33 -

TEIMINATION ....eeiiiiieeeiit ettt ettt e et e e et e e st eesbbeeesbbeeesaneeeens -34 -
Application and ENQUITIES .......eccuvvieeeeriiiieeeeriiteeeeerireeeeesireeeeesnrreeessseraeeeeennnns -35 -
Annex Pricing Standards for Applications to ATF (2010/11) .......cceeuveeeennn.ee. - 36 -

* In case of any inconsistencies or contradictions between the English and Chinese versions of

the Guidelines, the English version shall prevail.

Last updated: 12 July 2011



Background

The AIDS Trust Fund (ATF) was established on 30 April 1993 with an initial sum of
$350 million to provide assistance to HIV-infected haemophiliacs and generally to

strengthen medical and support services and public education on AIDS.

2.  The Trustee is the Financial Secretary Incorporated, a corporation sole incorporated
under and by virtue of the Financial Secretary Incorporation Ordinance, Cap 1015. The
Fund is administered on the advice of the Council for the AIDS Trust Fund (the Council),
which is appointed by the Chief Executive. Three sub-committees are set up under the
Council to look at the proposals applying for funding. They are the Ex-gratia Payments
(EGP) Sub-Committee, Medical and Support Services (MSS) Sub-Committee and the

Publicity and Public Education (PPE) Sub-Committee.

3. The EGP Sub-committee considers claims for ex-gratia payment. The MSS
Sub-Committee considers grant applications for the provision of additional medical and/or
support services for those with HIV/AIDS. The PPE Sub-Committee considers grant
applications for Publicity and Public Education on AIDS. Sub-Committees make

recommendations to the Council.

4.  This document sets out the guidelines for MSS and PPE applications only.

Categories of applications

5.  There are two categories of applications — MSS and PPE. MSS applications should
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directly benefit people living with HIV/AIDS and their families. PPE applications should
contribute to public understanding of HIV/AIDS, foster a sympathetic attitude towards
those who suffer from HIV/AIDS, instil a positive approach on prevention of HIV/AIDS,
as well as a sense of responsibility and mutual support among target groups with regard to
AIDS/HIV prevention. Applicants should indicate clearly which category the application

belongs to.

Types of funding support

6. There are two types of funding support depending on the scale and duration of

activities:
- Programme fund (please refer to paragraphs 7-14); and

- Project fund (please refer to paragraphs 15-19).

Programme fund

7.  There is no pre-set ceiling for programme fund.

8. Programmes are designed to be run for long term, or to be repeated in cycles. The
aim is to sustain the effects of HIV prevention and/or care. Programme also covers large

scale projects exceeding HK$0.5 million.

9.  Based on the Recommended HIV/AIDS Strategies for Hong Kong 2007-2011", higher

funding priorities will be accorded to applications for programme targeted at the five high

' Hong Kong Advisory Council on AIDS, May 2007.



risk groups,:-

(a)
(b)
(c)
(d)
(e)

men who have sex with men (MSM);
injecting drug users (IDU);

commercial sex workers (CSWs) and clients;
cross-border travellers (CBT); and

people living with HIV/AIDS (PLHA);

General requirements of programmes

10.

In order to target efforts and resources more efficiently and effectively, programme

funded by the ATF should be:-

(a)

(b)

(©)

(d)

Targeting high risk groups where most of the infections occur, with MSM? being
the most pressing priority so as to maximise the impact from limited resources. A
relatively greater proportion of funds should be channelled to areas where most

infections occur.

Having clear monitoring and evaluation mechanisms that will be used at different
stages of the programme to ensure that the objectives are reached. This is to ensure
the accountability of the grantee and quality of the programme. Monitoring and
evaluation should be an integral component of local AIDS programmes and be

conducted at various levels during the different phases of planning and implementation

Mobilizing an effective community-based response, encouraging community
partnership, support to serve hard-to-reach and vulnerable populations, and greater

collaborations between organisations.

Adopting an evidence-based approach to address the prevention and care needs,

2 In 2007/08 and 2008/09, applications targeting at MSM will be considered under Special Project Fund application
with duration of one year. SPF will be subsumed under MSS and PPE after these two financial years and hence
programmes for MSM will be accepted.
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making reference to the latest situations on epidemiology, strategic research findings

and programme response.

(e) Addressing risk behaviours and vulnerability. Interventions for behavioural
change should be relevant and acceptable to the target population. Programmes and
projects should encourage active participation, dialogue and empowerment so as to

achieve a greater coverage.

Priority areas for action

11. The following priority areas for action, as identified by the in the Report issued by the

Hong Kong Advisory Council on May 2007 should be emphasized:

(a)  Surveillance: Assessment and monitoring of HIV prevalence, risk behaviours and
prevention needs of ethnic minorities, new immigrants and cross-border travellers.

(b) HIV testing: HIV testing among risk populations to improve testing coverage.
The means of improving access to HIV testing, including integration into non-HIV
related health care services or expansion of voluntary HIV counseling and testing
services in different settings and referrals to government clinics/hospitals should be
explored.

(c) Treatment and care for PLHA: Continual access to quality treatment and care for
PLHA. Health and community services organizations for PLHA should
incorporate preventive interventions in their care provision. Given the changed
and changing outlook of PLHA, locally feasible augmentation of rehabilitation
services for PLHA shall be explored.

(d)  Cross-border and regional collaboration: Collaboration with Mainland China and
nearby regions for an effective response. Various forms of regional collaboration
that enhances effectiveness in HIV/ AIDS prevention could be explored. Care
should however be taken to ensure that such programmes are in compliance with the
laws in the concerned jurisdictions.



Submission date

12. All application for programme fund should be submitted on or before the last working

day of August.

Duration of programme

13. A programme can comprise of multi-projects. Applicants can submit multi-projects

programme with duration of up to three years.
14. Successful applicant (“Grantee”) of programme fund should complete the programme

within three years of programme commencement. Extension of programme duration will

only be considered with justifications and prior approval is required for such request.

Project fund

15. Projects are one-off activities and are designed to be implemented on a short term

basis, i.e., for completion within one year.

16. Ceiling for project fund is HK $0.5 Million per project.

17. Applications for project fund are not limited to the high risk groups as mentioned in

paragraph 9. Meaningful and well-planned proposals that are not under the high risks

groups will also be considered under the project fund.



Submission date

18. There are two cycles for project submissions per year, the deadline of which are the

last working day of February and the last working day of August.

Duration of project

19. Grantee of project fund shall complete the project within one year of project
commencement. Extension of project duration will only be considered with justifications

and prior approval is required for such request.

Renewal of programme/project

20. For renewal of programme/project after the programme/project period, applicants
need to submit fresh applications again and be subjected to the same approval process
(please see paragraph 33 for details). The applicant also has to justify the continued
public health need of the programme/project and demonstrate that the funded

programme/project has good performance and track record.

21. In order to facilitate timely processing, existing programme organisers can submit
applications for renewal in the second year of the programme. However, the application
for renewal should only be processed after the submission of the progress report, and the
Council will consider the renewal application in the light of the progress report. The
Council will inform the applicant of the result before the end of the existing programme so

that applicants have sufficient time to make necessary preparatory work.



Who can apply for funding?

22. ATF funding is open to applications from organisations. Organisations may include
academic institutes, Government Departments, service providers in the public sector,

non-governmental organisations (NGOs), and professional organisations.

23. The officer in-charge (i.e. Chief Executive, Director, Chairman, etc.) or the Principal
Investigator will be required to apply for the grant on behalf of the organisation. An
organisation or society must be registered under the Societies Ordinance (Cap 151). A
school must be registered under the Education Ordinance (Cap 279). A company must be

incorporated in Hong Kong.

24. Applications from individuals would not be considered.

25. Where an organisation/institute wishes to participate in a programme or project
organised, led or driven by another organisation / institute, it may do so but the latter
organisation / institute should submit an application in its own name and shall be solely

responsible for complying with the conditions of grant.

Application restrictions

26. Applications for both programme and project grant must be non-profit making in
nature. Any income derived from a programme/project must be used to further the

objectives of the programme/project. Please refer to paragraph 58 for details.



27. The programme/project grant is given on a one-off basis. The ATF has no obligation
to provide additional funding for completion or renewal of the programme/project or any

recurrent consequences/expenses arising from the programme/project in future.

28. In order to avoid duplication of funding and ensure effective use of funding,
successful programme organisers will not be considered for project funding and vice versa
unless special circumstances as stipulated by the Council, exist or where the application is

submitted upon invitation by the Council.

29. If the programme/project proposal under application is the subject of a separate
application for other public or private funding, details such as the names of other funding
sources and amounts of grant already awarded or sought from other sources must be
indicated. Applicants must avoid double-funding’ and ensure funding support from other
public or private funding bodies does not cover the activities of the programme/project
proposal under application. If double-funding occurs, Grantees will be required to return
the whole amount of the grant to the Trustee. Co-financing’ without duplication of
funding is allowed. Applicant must state clearly on the application form whether the
application involves co-financing. Applicants must also inform the Council in writing as
soon as possible if the project/programme granted involves co-financing after the approval

by the Council.

30. Applicants must fill in an application form available at ATF website: www.atf.gov.hk.

Nineteen copies of the application form in 2-sided A4 paper must be submitted with the

original application form. One soft copy (1.44MB 3.5” floppy disk or CD-ROM in MS

* Each item can only be funded by one source.
* The applicant can receive funding from more than one source. However, the items funded by ATF could not be
double funded by other sources.
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Word (PC) format) must also be submitted. The format of the application form must be
closely adhered to. Applicant must also submit Sections A & B of the application form,
objectives and indicators of the programme/project in both Chinese and English.
Supplementary information may be submitted but the ATF Secretariat has no obligations to
consider the extra information. The applicant must ensure that the information required is
fully provided to facilitate timely processing. The ATF Secretariat may, if time allows,
request for missing essential information from the applicant, which must be submitted
before the deadline. The ATF Secretariat has no duty to remind any applicant of missing
information and shall in no circumstances be responsible for any delays in processing and

missing of deadlines if the applicant fails to submit all required information.

31. Programmes or projects which aim to provide services, including prevention activities
to at-risk populations, and treatment, care and support to people living with HIV/AIDS,
should complete the “Application Form A”. Other applications, e.g., research projects
primarily aiming at a studious inquiry for discovery and interpretation of facts, or practical

application of new theories should fill in the “Application Form B”.

32. Application forms should be properly completed with the required information set out
in the form before the application will be considered by the Council or its Sub-committees.
If the applicant fails to provide the required information before the deadline, the

application is considered incomplete and would not be processed further.

Processing of applications

33. Applications must reach the ATF Secretariat before the deadline. Submission after

the deadline will only be considered for the next round. The ATF Secretariat will issue an
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acknowledgement of receipt (by letter or email) to applicants within 10 days from the
deadline. Provided that all essential information has been provided, the ATF Secretariat
would normally advise applicants of the outcome of their applications within six months.
To facilitate timely disbursement of fund, successful applicants will be notified first.

Please refer to the following flowchart 1 for details:
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Flowchart 1: AIDS Trust Fund Assessment Procedures
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34. Upon receiving an application, the ATF Secretariat will conduct an initial screening to
ensure that application forms are properly filled in and the proposal is in line with the

essential funding criteria.

Processing of MSS applications

35. MSS applications will be passed to the two independent technical reviewers
(overseas or local) in the relevant field for vetting. Each technical reviewer will prepare a
technical review report of each application for submission to the ATF Secretariat. The
technical review takes into consideration the following: —

(a) objectives;

(b) methodology;

(c) the incorporation of evaluation.

(d) general requirements;

(e) risk groups targeted; and

(f) priority areas for action.

36. A score will be given by each reviewer. The ATF Secretariat will then submit the
reports to the MSS Sub-Committee for consideration. MSS Sub-Committee will make
recommendations to the Council for its decision and approval. The Council will take into
account the technical review report, MSS Sub-Committee’s recommendations and other

factors as determined by the Trustee in making the decision.
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Processing of PPE applications

37.

PPE applications will be passed to the PPE Technical Review Panel for vetting.

The PPE Technical Review Panel will meet to discuss applications. One technical review

report for each application will be prepared and submitted to the PPE Sub-Committee.

The technical review takes into consideration the following: —

(a)
(b)
(c)
(d)
(e)
()

38.

objectives;

methodology;

the incorporation of evaluation;
general requirements;

risk groups targeted; and

priority areas for action.

A score will be given by the PPE Technical Review Panel. The PPE Sub-Committee

will make recommendations to the Council for its decision and approval. The Council will

take into account the technical review report, PPE Sub-Committee’s recommendations and

other factors as determined by the Trustee in making the decision.

39.

To allow the Sub-Committees/the Council to better understand the details of an

application, an applicant may be invited to provide supplementary information or to

present their proposals to the ATF Secretariat, the PPE or MSS Sub-committee or the

Council. Arrangements would be made to ensure that all applicants are offered equal

opportunity to present their programme/project proposals.
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Acceptance and Resubmission

40. Proposals are either “accepted”, “rejected” or “advised for resubmission”
Comments from technical reviewers (MSS applications)/PPE Technical Review Panel
(PPE applications)/relevant Sub-Committees/the Council will be conveyed to both
successful and unsuccessful applicants.  Rejected applications can only be resubmitted in
subsequent rounds with major revision in accordance with comments from technical
reviewers (MSS applications)/PPE Technical Review Panel (PPE applications)/relevant
Sub-Committees/the Council. = Proposals that has technical deficiencies but are
worthwhile for support would be advised for revision and resubmission. If revision or
additional information is required, the Secretariat would, on behalf of the Council/its
Sub-Committees, approach the applicant for follow-up. Re-submitted application shall be

subject to the same assessment procedures.

41. A successful applicant will be required to sign the “Confirmation of Acceptance of the
grant approved by the AIDS Trust Fund” annexed to an Approval Letter. The Approval
Letter, Confirmation of Acceptance, these Application Guidelines, the proposal and budget
as submitted by the successful applicant (subject to such modifications as the Government
may stipulate), and all requirements, directions and orders relating to the
programme/project as may from time to time be prescribed or made by the Government in
writing, shall constitute the complete terms and conditions of an agreement between
Trustee of the ATF and successful applicant in respect of the grant (“the Grant

Agreement”).

42. The Grant Agreement will cover matters including, but not limited to obligations of

the grantee, payment of the grant, provision of an audited account and an early termination

-16 -



clause. Notwithstanding anything herein to the contrary, no grant shall be made under the

ATF to a successful applicant, until and unless the Grant Agreement is entered into

between the Trustee of ATF and the successful applicant. If the successful applicant does

not sign the written “confirmation of acceptance” and return it to the ATF Secretariat

within 14 calendar days of the date of the Approval Letter from the ATF Council, the ATF

Council will treat this as refusal of the applicant to accept the grant and the application will

be deemed withdrawn.

Criteria for approval

43.

(a)
(b)
(c)
(d)
(e)

()

44.

(a)

Support will be given to MSS applications which:-

directly benefit the patients and their families in a significant way;
have a clearly defined scope and are self contained;

are accompanied by an impact analysis and implementation plan;
have ready detailed planning and cost estimates;

are to be implemented by persons or organisations which have a good track record of

completing projects without unnecessary delay or cost overruns; and

are not duplicating services / activities normally provided by the Hospital Authority
and Department of Health, other NGOs, academic institutions, professional
organisations and /or other ATF funded programmes to the best knowledge of the ATF

Secretariat.

Support will be given to PPE applications which:-

contribute significantly to HIV prevention;
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(b)
(c)
(d)
(e)
()

(@)

45.

(a)
(b)

(c)

(d)

(e)
()

foster a empathetic attitude and instil a positive approach on prevention of AIDS;
have a clearly defined scope and are self-contained;

are accompanied by an impact analysis and implementation programme;

have ready detailed planning and cost estimates;

are to be implemented by persons or organisations which have a good track record of

completing projects without unnecessary delay or cost overruns; and

are not duplicating services / activities normally provided by the Hospital Authority,
Department of Health, other NGOs, academic institutions, professional organisations

and /or other ATF funded programmes to the best knowledge of the ATF Secretariat.

In considering a programme/project proposal, due consideration will be given to:-

whether there is a demonstrated need for the proposed programme/project;

whether the nature and scope of the programme/project are consistent with the aim of
the ATF;

for programme fund application, whether the proposed programme meets the general
requirements, and emphasises on priority areas for action as stipulated in paragraphs
10-11.

for programme fund applications, higher funding priorities will be accorded to the
following five high risk groups as stipulated in paragraph 9:-

1. men who have sex with men (MSM);

ii. injecting drug users (IDU);

1i. commercial sex workers (CSW) and clients;

iv. cross-border travellers (CBT); and

v. people living with HIV/AIDS (PLHA);

clarity and relevance in objectives;

appropriateness of non-research activities;
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(2)
(h)
(1)
),

(k)

@

appropriateness of evaluating and monitoring plan;

effective use of resources;

scientific basis of interventions;

whether the programme/project is likely to have an impact on the community
awareness on HIV/AIDS;

the coverage of the programme/project and number of people directly benefited in the
programme/project;

whether the proposed programme/project’s schedule of implementation is well planned,

practicable, and whether the duration is reasonable;

(m) whether the proposed budget is reasonable and cost effective in general terms with full

(n)
(0)

(p)

@

46.

(a)
(b)
(c)
(d)

justification for all expenditure item;

the applicant’s technical and management capability;

the track record and past experience of the applicant in related programmes or projects
or studies and in organising activities of comparable scale;

whether the proposed programme/project would be more appropriately funded by
other sources; and

whether there is likely to be duplication of work between the proposed

programme/project and other community projects.

In considering research proposal, due consideration will also be given to:

qualification/relevant experience of researcher(s);

public health significance of research question;

methods and analysis appropriate to address the research questions; and

effective use of resources.
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47. Basic science research such as molecular / genetic studies on HIV/AIDS will not be

considered.

48. Prior permission from the Council has to be sought for release of any information
arising from the funded studies. The Council reserves the right to obtain all information of

the studies, including the raw data, findings, results and recommendations.

Budget items

49. Applicants will be required to provide a full and itemised budget for their proposed
programmes/projects in the format specified in the “Budget of Individual Project” /
“Budget” section (Section D of Application Forms). Applicants will have to provide
appropriate justification. The budget may include, staff costs, costs of furniture and
equipment, training costs, and administrative costs. The grant shall include all expenses
to carry out the approved programme/project, except audit fee. However, the following
budget items will not normally be considered:

(a) Miscellaneous expenses or sundry expenses

(b) Refreshment

(c) Severance pay

50. Pricing standards setting out limits for the budget cost of certain items of equipment
and furniture, and the appropriate salaries for programme/project staff are at Annex for
reference. Applicants must ensure that the budget cost for these items are at reasonable
market price. Purchase of equipments and furniture belong to administrative cost. If the
total administrative cost is over 5% of the total budget, applicants will have to provide
appropriate justification.
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51. Applicants must ensure that the proposed budget on salary of staff must be sufficient
to cover all costs (such as Mandatory Provident Fund, employee compensation) of

employment.

52. An application that includes training, study or capacity building for staff in relevant
fields must show clearly how such work could benefit the programme/project proposed, for
example, in terms of the applicant’s ability to use the knowledge acquired to participate in
work relating to HIV. If funds are granted for the proposed study course, the applicant
may be required to share his or her acquired expertise by participating in the work of

NGOs or capacity building in the community.

53. Grants cannot be used to create any permanent staff posts or recurrent financial
commitments. Any staff engaged in approved programmes/projects must be recruited

through an open and fair procedure.

54. Grantee must ensure that the purchase of goods and services in relation to their
programmes/projects be made on a competitive basis by obtaining quotations from more
than one supplier (see paragraph 55) and make assessment based on pre-determined

criteria, to ensure openness and value for money.

55. For the purchase of goods and services with a value:

(a) not exceeding HK$50,000, more than one quotation must be obtained and the lowest
conforming offer should be accepted; and
(b) over HK$50,000 but not exceeding HK$1.3M, at least five written quotations must be

obtained and the lowest conforming offer should be accepted.
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(c) exceeding HK$1.3M, prior written approval from the Council should be sought.

56. Please also refer paragraph 76 for the costs of furniture and equipments.

Financial arrangements

57. The Grantee shall not use the grant for any purpose other than the performance of the
programme/project and in accordance with the approved budget. Should the applicant
expect any income to be generated by the programme/project, this must be stated in the

application.

58. Grantee must keep a separate interest-bearing Hong Kong Dollar account with a bank
licensed in Hong Kong and use it exclusively for the ATF grant. The Grantee shall pay
and keep unspent proportion of the grant in the designated project account forthwith upon
receipt thereof. The Grantee shall not withdraw any interest accruing to the grant for
whatever purpose. The bank interest income earned during the duration of the
programme/project has to be returned to ATF and cannot be used for the purposes of the
programme/project. Paragraph 26 does not apply to such interest income and cannot be
used to offset any deficits exceeding the approved grant. The gross expenditure will be
offset by anticipated income derived from the programme/project to arrive at the net grant
amount.  The Grantee shall deposit receipts of all income derived from the
programme/project into the designated bank account. Payments from that account must
be made by the authorised representative(s) of the organisation that receives the approved
funding. Subject to paragraph 61 below, the unspent amount of the grant must be kept at

all times in that account.
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59. The requirement to keep a separate bank account does not apply to government
departments which may deposit the grant into the government’s general bank account. In
such case, income and expenditure recorded in respect of the programme/project shall be

identified and kept separately in a sub-ledger account established for that purpose.

60. Expenses incurred before the commencement date of the programme/project will not
be reimbursable from the ATF. For avoidance of doubt, no fees, costs, charges or
disbursements whatsoever in addition to the grant shall be payable from the ATF in respect
of the programme/project. Re-allocation of funds among the approved items of
expenditure and any modifications of the contents of the approved items (not involving
additional funding) of an approved programme/project are not allowed without the prior
written approval of the Council. (Please refer to paragraphs 87 to 89 for further
information.) The Council reserves the right to modify the amount of the grant in the light
of developments or further information, or suspend or terminate funding support at any
time if irregularities or contraventions of the terms of the Application Guidelines are

detected.

61. All unspent funds, including all interest accruing from the date of receiving the grant
to the closure of the bank account as well as other income where applicable, and
irrespective of whether they are remaining in the bank account referred to in paragraph S8,
must be returned to ATF Secretariat (payable to “HKSARG-AIDS Trust Fund”) within 2
months from date of completion or earlier termination of the programme/project. Any

deficits exceeding the approved grant will be borne by the Grantee.

62. Where circumstances justify, the ATF Secretariat may withhold or reclaim any

payment from Grantee in accordance with the Grant Agreement.
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63. Grantee must agree to comply with the Grant Agreement and undertake to return to
the Trustee the full amount of the grant received by the Grantee if in the reasonable opinion
of the Trustee or the Council, the Grantee is in breach of any one of the terms and

conditions of the Grant Agreement.

64. Grantees must agree that the bank’s acknowledgement of receipt of the grant to the
Trustee will be sufficient discharge in lieu of acknowledgement by them, and that the
Trustee is not bound to accept any payment request or instructions from the Grantees that

are inconsistent with this paragraph.

Financial arrangements specific to project grant

65. 90% of approved grant will be released after the “confirmation of acceptance of the
grant approved by the AIDS Trust Fund” is received by the Secretariat. The Grantee must
submit an audited account and auditor’s report as referred to in paragraphs 73 to 75, an
activity report and the final report to the satisfaction of the Council within 2 months from
the date of completion or earlier termination of project. Afterwards, the remaining 10% of
the grant will be released after approval by the Council. Depending on nature of the
Grantee, the required account must either be certified by the officer(s)-in-charge (the
person referred to in Section B of the Application Form A) or principal investigator (person
referred to in Section B of the Application Form B) of the project and audited by an
independent auditor who must be a professional accountant registered under Section 22 of
the Professional Accountants Ordinance (Cap.50) or be audited by their internal auditors.

(Please refer to paragraphs 73 to 75 for details.)
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Financial arrangements specific to programme grant

66. 100% of the first year’s grant will be released after the “confirmation of acceptance

of the grant approved by the AIDS Trust Fund” is received by the Secretariat.

67. The first 50% of the second year’s grant will be released at the beginning of the

second year.

68. The Grantee must submit an audited account and auditor’s report as detailed in
paragraphs 73 to 75, an activity report and the progress report of the first programme
year to the satisfaction of the Council within 2 months of the commencement of the
second programme year. If the Council is satisfied with the documents, the second 50 %
of the second year’s grant and the first 50% of the third year’s grant will be released

in the middle of the second programme year.

69. The Grantee must submit an audited account and auditor’s report as detailed in
paragraphs 73 to 75, an activity report and the progress report of the second programme
year to the satisfaction of the Council within 2 months of the commencement of the third
programme year. If the Council is satisfied with the documents, the 40% of the third

year’s grant will be released in the middle of the third programme year.

70. The Grantee must submit an audited account and auditor’s report as detailed in
paragraphs 73 to 75, an activity report and the final report of the third programme year
to the satisfaction of the Council within 2 months of the completion of the programme. If
the Council is satisfied with the documents, the remaining 10% of the third year’s grant

will be released.
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71. Please refer to the following flowchart 2 for details:

Flowchart 2: Financial arrangements specific to programme grant

Confirmation of acceptance of grant
signed by Grantee and received by
the Secretariat.

A 4

The Secretariat releases the 100% of
the first year’s grant.

Oth programme month

A 4

The Secretariat releases the first 50%
of the second year’s grant

13th programme month

A 4

Grantee submits an audited account
and auditor’s report, an activity report
and the progress report of the first
programme year

14th programme month

A 4
If the Council is satisfied with the
documents, The Secretariat will
release the second 50% of the
second year’s grant and the first
50% of the third year’s grant

18th programme month

A 4

Grantee submits an audited account
and auditor’s report, an activity report
and the progress report of the
second programme year

26th programme month

y

If the Council is satisfied with the
documents, The Secretariat will

release the second 40% of the third
year’s grant

30th programme month

y

Grantee submits an audited account
and auditor’s report, an activity report
and the final report of the third
programime year

38th programme month

y

If the Council is satisfied with the

40th-42nd programme month documents, The Secretariat will

release the 10% of the third year’s
grant
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Accounting requirements

72. Grantees must maintain proper books, accounts, relevant records and information
related to the approved programmes/projects. These records must be kept for three years
after completion of the programme/project, and be available for inspection by authorized

staff of the ATF Secretariat and the Audit Commission at all reasonable times.

73.  Grantees will be required to submit an audited account within two months from date
of completion or earlier termination of the programme/project. The audited account shall
comprise an Income and Expenditure Account and an Auditors’ Report. The period to be
covered by the account is from commencement date to completion or earlier termination

date of the programme/project.

74.  Subject to paragraph 75, the audited account shall be certified by the officer(s)
in-charge (the person referred to in Section B of the Application Form A) or the principal
investigator (the person referred to in Section B of the Application Form B) of the
programme/project and audited by an independent auditor who must be professional
accountant registered under Section 22 of the Professional Accountants Ordinance
(Cap.50). The auditor must express an opinion as to whether the Grantee has complied
with, in all material respects, the requirements set by the Government (including the
requirements to keep proper books and records and to prepare proper income and
expenditure account), and all the terms and conditions as specified in the Grant Agreement,
the Application Guidelines and the Government’s requirements, directions and orders
relating to the programme/project prescribed or made in writing during the duration of the

programme/project.
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75.  For universities, Government Departments, and service providers in public sector
which have internal auditors, the audited account can be audited, and the required auditor

report signed, by their internal auditors.

76. The costs of furniture and equipments shall be charged to the income and expenditure
account. The title to furniture and equipments shall be vested in Grantee but the
Government reserves the right to require the Grantee to transfer the title and/or hand over
the furniture and equipments to the Government at their own cost within three years from

completion or earlier termination of the programme/project.

77. Grantees must indemnify and pay their own auditors. Should the auditing of a ATF
grant incur extra cost (in terms of auditors’ remuneration), the extra cost may be claimed
on a reimbursement basis from the ATF (not as part of the grant for the programme/project)
with a ceiling of $3,000 for project, and $10,000 for programme, subject to approval by the

Council.

Performance monitoring and evaluation

78. An applicant must not accept the approved grant if it considers itself incapable of

achieving the objectives and indicators.

79. Grantees must ensure that programme/project objectives and indicators are achieved,
their obligations are fulfilled and that the grants are used according to the terms and

conditions of the Grant Agreement.

80. An applicant must set out in the application form the monitoring and evaluation plan
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for achieving the specific targets of the programme/project. He or she must also specify the
method used to evaluate the effectiveness of the programme/project. The focus must be on
the process, outcome and impact of the programme/project, and these must be measured
quantifiably as far as possible. The applicant could consider conducting surveys of the

target audience to substantiate the effectiveness of the programme/project.

81. Surprise visits to programmes/projects may be arranged for members of the Council
or staff of the ATF Secretariat. Members of the Council and/or staff of the ATF Secretariat
may attend or join any activities and events funded by the Council with or without prior

notice. Grantees will be required to assist in arranging such visits.

Progress and Final Reports

82. The progress and final reports must include an activity report, an audited account and
an auditor’s report as referred to in paragraphs 73 to 75 and a comparison of actual
expenditure with the budget at item level. The activities report should describe the course
of events, progress of activities, accomplishments and constraints, and plans on the ensuing
phases, if such information is not included in the final/progress report. Failure to submit
a satisfactory final report containing sufficient, complete information may result in deferral
or termination of programme/project funding. The ATF Secretariat has no obligation to
remind or advise Grantees about their obligations under the Grant Agreement and will not
be held responsible for deferrals or termination of funding resulting from provision of
inadequate information or other breaches of the Grant Agreement. In addition, receipt of

the audit fees, if applicable, must be submitted with the reports for reimbursement.

83. The format of progress and final reports must be closely adhered to. Additional
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information can be attached which must not exceed three A4 pages. Apart from the final
report and activity report, additional information submitted would not be considered as part
of the final report. The ATF Secretariat is not obliged to consider extra information
submitted by the Grantee. The Secretariat will contact the Grantee separately should the

Council requests additional information.

84. The progress and final report forms are available from the ATF website:

http://www.atf.gov.hk.

For project grants

85. Project Grantee will be required to submit the following reports (to be submitted

within two months following the agreed project completion date):

(a) Nineteen copies of a satisfactory final report with the original must be submitted

within 2 months following the agreed project completion date;

(b) Nineteen copies of a statement of accounts audited by Certified Public Accountants,
covering the project period with the original must be submitted within 2 months
following the agreed project completion date. For universities, Government
Departments or Public Services with in-house Audit Department, a statement of

accounts audited by their auditors will be accepted.

(c) One soft copy of the Final Report (1.44MB 3.5” floppy disk or CD-ROM in MS Word
(PC) format) must be submitted.

For programme grants
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86.

(a)

(b)

(c)

(d)

(e)

()

Programme Grantee will be required to submit the following reports:

For the first programme year:

Nineteen copies of a satisfactory progress report of the first programme year with
the original must be submitted within 2 months after the commencement of the

second programme year;

Nineteen copies of a statement of accounts audited by Certified Public Accountants,
covering the period of the first programme year with the original must be submitted
within 2 months after the commencement of the second programme year. For
universities, Government Departments or Public Services with in-house Audit

Department, a statement of accounts audited by their auditors will be accepted.

One soft copy of progress report of the first programme year (1.44MB 3.5” floppy disk
or CD-ROM in MS Word (PC) format) must be submitted.

For the second programme year:

Nineteen copies of a satisfactory progress report of the second programme year
with the original must be submitted within 2 months after the commencement of the

third programme year;

Nineteen copies of a statement of accounts audited by Certified Public Accountants,
covering the period of the second programme year with the original must be
submitted within 2 months after the commencement of the third programme year.
For universities, Government Departments or Public Services with in-house Audit

Department, a statement of accounts audited by their auditors will be accepted.

One soft copy of progress report of the second programme year (1.44MB 3.5” floppy
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disk or CD-ROM in MS Word (PC) format) must be submitted.

For the third programme year:

(g) Nineteen copies of a satisfactory progress report of the third programme year with
the original must be submitted within two months of the completion of the

programme;

(h) Nineteen copies of a statement of accounts audited by Certified Public Accountants
covering the period of the third programme year with the original must be submitted
within two months of the completion of the programme. For universities,
Government Departments or Public Services with in-house Audit Department, a

statement of accounts audited by their auditors will be accepted.

(i) One soft copy of progress report of the third programme year (1.44MB 3.5 floppy
disk or CD-ROM in MS Word (PC) format) must be submitted.

Modification of programme/project content or approved items

87. Requests for changes in programme/project must be made in writing and submitted to
the ATF Secretariat. Such requests for changes may cause delay in grant for which the
Secretariat shall not be held responsible. Re-allocation of funds among the approved
items of expenditure and any modifications of the contents of the approved items (not
involving additional funding) of an approved programme/project are not allowed without
the prior written approval of the Council. Unauthorized changes in the

programme/project will lead to forfeiture or termination of grants.

88. Applicants should not apply for supplementary grants or additional funding for a
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programme/project after the programme/project has been approved by the Council. Any

such applications will not be considered.

89. The Council reserves the right to modify the amount of the grant in the light of new
developments or suspend or terminate funding support at any time if irregularities are

detected.

Disclaimer

90. All supported programme/projects are required to make the following disclaimer on
the articles (including webpage content, audio-visual materials, sound recordings, pictures
and written materials) funded by AIDS Trust Fund: “This HIV/AIDS prevention part of
project / programme is sponsored by the AIDS Trust Fund. The content of this
article represents the opinion of our organization only. It does not represent the
position of the AIDS Trust Fund. AIDS Trust Fund is not responsible for any claims,
demands or liabilities whatsoever arising from or in connection with the use of any
information contained in this article or the participation of the sponsored project /

programme.”

Acknowledgement and information sharing

91. Grantee must acknowledge the contribution of the ATF in all publicity or published

materials associated with the funded programme/project.

92. Grantee will be taken as having given consent to the Council and the Government to

use, reproduce or publish the results, findings and any other information in relation to the
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funded programme/project.

93. The name, address, telephone number and fax number of the contact person of the
approved programme/project and details of the approved programme/project will be made
available to the public at the Red Ribbon Centre and through the homepage of the AIDS

Trust Fund.

94. The ATF Secretariat may hold public forums from time to time to review progress of
the ATF, and to allow Grantee to share their experience of implementing successful
programmes/projects and encouraging best practices. Grantee may be required to attend

and participate in these forums.

Termination

95. Where:

(a) the Council is reasonably satisfied that any of the terms and conditions of the

Grant Agreement has not been complied with by or on behalf of the Grantee;

(b) the Council, by written notice, has requested the Grantee to take action to
achieve the outcomes and outputs specified in the terms and conditions of the
Grant Agreement and the Grantee has failed to take that action within 30 days

of receipt of the written notice;

(c) the Council is reasonably satisfied that any statement made in the application

form 1is incorrect or incomplete in a way which would have affected the
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original decision to approve the Grant;

(d) the Council is not reasonably satisfied that the purposes and activities of the

Grantee remain compatible with the objectives of the programme/project;
the Council may, in its absolute discretion and without prejudice to its accrued

rights and actions against the Grantee, by giving 30 days’ written notice to the

Grantee terminate the programme/project.

Application and enquiries

96. For application or general enquiries, you may contact the Secretariat, Council for the

AIDS Trust Fund as follows:

Address: The ATF Secretariat
c/o Programme Management and Professional Development Branch
Centre for Health Protection

Department of Health
4/F, 147C Argyle Street
Kowloon

Contact Tel: 2125 2099

Fax No.: 2760 0563

Email Address: |atf@dh.gov.hk

Web-site: http://www.atf.gov.hk
Secretariat

Council for the AIDS Trust Fund

12 July 2011
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Annex Pricing Standards for Applications to ATF (2011/12)

(for reference only)

Personnel
Job Title  |Rate HK$ (depending on job nature) Remarks
1. |Assistant |23,360 ~ 39,220/month Degree in Social Work
Social Work
Officer
2. |Social Work {15,900 ~ 23,360/month Diploma in Social Work
Assistant
3. |Project 17,000 ~ 20,000/month University graduate with at least
officer 3 years’ relevant experience
4. |Project 9,600 ~ 15,800/month University graduate
assistant 19,030 ~ 11,585/month Non-university graduate
5. |Research 11,400 ~ 17,335/month University graduate
assistant
Junior 9,030 ~ 11,585/month Non-university graduate
research
assistant
6. |Professional|Not higher than the median point of Government’s Master Pay  |Professional qualification
officer Scale
7. |Assistant  |Not higher than the median point of Government’s Master Pay  |Assistant professional
professional |Scale qualification
officer
8. |Technician {9,600 ~ 13,985/month Certificate level* + Diploma in
IT or related subjects
9. |Clerk 9,600 ~ 11,585/month Certificate level*
10.|Staff trainer [500 ~ 700/hour Renowned academics or
professionals in the relevant
field
300 ~ 400/hour Lecturer or equivalent in the
relevant field
11.|Instructor/ {160 ~ 190/hour Instructor certificate issued by
Tutor the relevant authorities or
equivalent
12.|Casual/ 30 ~ 40/hour Both should be at tertiary level
Student
helper
13.|Others At minimum market rate As required

*Certificate level with 5 subjects passed including English (Syllabus B) and Chinese Language

Applicant must ensure that the proposed budget on salary of staff must be sufficient upon the statutory
minimum wage.
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Equipment**

Description Price HK$
1. |Desktop computer set with monitor 6,500
2. |Notebook computer 9,000
3. |Office software package (Educational version) 1,200
Office software package (Full version) 4,000
4. |Laser printer 1,600
5. |Inkjet color printer 1,000
6. |Digital camera 3,000
7. |Digital video camera 6,000
8. |Others At minimum market
price

Furniture**

Description Price HK$
1. |Cabinet 1,000
2. |Bookshelf 1,000
3. |Others At minimum market price

** The item of equipment and furniture belong to administrative cost. If the total administrative cost is over 5%

of the total budget, applicants will have to provide appropriate justification.
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