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Online Briefing cum Sharing Sessions
Introduction of Application Procedure
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Application can be submitted via the "IT-Lab" Portal 
starting from Sep 2021

www.it-lab.gov.hk



Open for Application in Sep 2021

Application Timeline

2022/23
School

Year

2023/24
School

Year

2021/22
School

Year

Accept
applications
throughout

the year

• Subject to completeness of the 
application, volume of applications 
received and the meeting frequency of 
vetting committee

• Normally takes one month or more to 
process

Approving applications and 
starting funding disbursement
• Subject to volume of applications 

received
• After the application is approved, 

funding will be made direct to the 
school’s designated bank 
account within one to two weeks
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Application Flow

Step(1)
Filling out the online 

application form

Step(2)
Awaiting application 

approval

Step(3)
Result announcement & 

funding disbursement

Step(5)
Submission of Annual 

Report

At Programme End
Submission of Audited 

Accounts

Step(4)

Organising ECAs

Start

Submission of applications
(Annual Plan)

Processing of applications
(Vetting by Vetting Committee)

Funding disbursement
to schools

Organising IT-related ECAs

End

Submission of 
Annual / Final Report & 

Annual / Final Financial Report

Submission of next year 
Annual Plan

Submission of 
Audited Accounts

Refund of 
Unspent Balance

Proposed IT-related extra-curricular 
activities (ECAs) begins

ECAs completed

Responsible party:

Primary Schools

OGCIO or Vetting Committee

Approved?

Yes

No

Modify for re-
submission

3rd Year /
end of 

programme?

Yes

No

Remarks: For government schools, the funding 
will be allocated in the form of budget allocations
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Tips (1) – Funding Scope

Sustainability
• Avoid high initial investment (e.g. $400,000 in the first year) without justifications
• Plans on how to utilise the procured IT equipment for more IT-related activities in the 
three school years under the scope of Know-IT Programme.
• Sharing of equipment among activities instead of procuring similar equipment in each
activity
• Maintain effective control over the cost-effectiveness of the implementation of 
proposed activities (e.g. costs per students)

Spending on Equipment
• Hardware and software to be purchased must be the IT equipment that are necessary 
for organising the related activities
• The majority of the funding should be deployed on development of the content of 
activities. Funding for the procurement of IT equipment and related services should not 
be more than $200,000 during the entire programme period.
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Tips (2) – Cost Items

Cloud Services vs Hardware Equipment :
• Making good use of existing cloud services:

• Get rid of technical maintenance and support on on-going basis
• Get rid of frequent hardware upgrade on on-going basis
• Get rid of on-premises hosting
• On-demand and elastic

Details of cost items to be included in the application:
• High-level specification (e.g. specification of the items, reference model with price, 
etc.)
• Estimated quantity (align with the estimated number of students participants)
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Tips (3) – Cost Items

Audit & Accounting Services :
• Audit services – Please reserve max $5,000 for the programme and is mandatory in 
the last year of the programme.
• Accounting services – max $15,000 for the programme

Procurement :
• Follow proper procurement, accounting and financial control procedures
• Not vendors specific
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Step(1) : Online Application Form

Part A：
Particulars of 
Applicant School

Part B：
Annual Plan

Part C：
Declaration and 
Commitment

Can fill in the form in either
English or Chinese

Save the draft form with password 
for further updating before 
submission
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Part A : Particulars of Applicant School

• School Name
• School Code
• School Address
• School Website, etc.

(Information will be 
retrieved after “School 
Name” or “School Code” 
is entered)

Applicant 
School

• Name
• Telephone & Fax 

No.
• Email Address

Principal

• Name
• Post
• Telephone & Fax No.
• Email Address
• Correspondence Email

Teacher-in-
charge

2 3

Basic particulars of the applicant school, including information of :

1
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Demo: Information will be retrieved after “School Name” or
“School Code” is entered
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Part B : Annual Plan

I.  IT-related activities 
(extra-curricular activities or co-curricular activities)

II. Cost of IT-related activities
(a) IT Equipment and Related Service Charges
(b) Operating Expenses and Administrative Cost

III. Budget

IV. Additional Information 
(e.g. relevant school background, vision)
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Part B : Annual Plan (I)
I.  IT-related activities

 Title
 Description
 Technology
 Objective / Outcome
 Estimated Number of 

Participating Students
 Estimated Activity Period
 Estimated Activity Hours
 Mode of Delivery
 Activity Type
 Deliverables that can be 

shared with other schools

Fill in the form

Provide information 
of the proposed
activities

Validation to check if
the mandatory fields
have been completed

Add New 
Activity

More than one
activity with
different
technologies,
activity types, etc.
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Demo: Enter information of the proposed activities
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Part B : Annual Plan (IIa)
II. Cost of IT-related activities

(a) IT Equipment and Related Service Charges

• Cost information of the following expenditure items :
(Provide description and justification to show how the procured IT equipment
and professional services will be utilised to organise suitable IT-related activities)
Hardware (e.g. programmable drone, robotic arm, VR headset)
 Software (e.g. toolkits for drones programming, AR / VR development tools)
 Infrastructure (e.g. cloud storage, cloud server, cloud DB)
Others (e.g. authorised online resources, reference books)

• Estimated amount of related professional and maintenance services
• Activity item number (Item number in Part B(I) indicating which activity the 

expenditure item will be used for)
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Demo: Enter information of IT Equipment and 
Related Service Charges

indicating which activity the 
expenditure item will be 
used for
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Part B : Annual Plan (IIb)
II. Cost of IT-related activities

(b) Operating Expenses and Administrative Cost

• Cost information of the following items :
(Provide description and justification to show how the expenses are related in
and necessary for organising suitable IT-related activities)
Professional services for supporting the organisation of activities
Transportation fees
 Supply Teacher
Consumables (e.g. cards / paper for discussion)
Accounting services / Audit services
Promotion (e.g. printing poster)
Others

• Activity item number (Item number in Part B(I) indicating which activity the 
expenditure item will be used for)
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Part B : Annual Plan (III)
III. Budget

• Estimated budget in 2021/22 school year
• Estimated cashflow in 2022/23 and 2023/24 school years

2021/22 School Year
(Estimated Budget)

2022/23 School Year
(For reference only)

2023/24 School Year
(For reference only) Total

(Auto-calculate
Item costs of (II) a & 

b)
Please input Please input (Auto-calculate)



18

Part B : Annual Plan (IV)
IV. Additional Information

• Relevant school background, Vision, etc.
• File of not more than 10MB
 Document file of not more than 4 pages with font size of at least 12pt.
 Zip format for multiple files
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Sample IT Activities & 
Reference List of IT Equipment

OGCIO will provide the reference lists for schools’ reference
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Part C : Declaration and Commitment

Print

1

Principal
Signature

2

School
Chop

3

Submit
True
Copy

4
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Step(2) : Awaiting Application Approval

We may contact applicant schools for 
clarification(s) or provide suggestion(s) & 
advice

Applications will be submitted
to Vetting Committee for
endorsement
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Step(3) : Result Announcement & Funding 
Disbursement

4. Organise IT activities (e.g. start
procurement of equipment and
services, etc.)
Note：procurement must follow
applicable EDB guidelines

3. Receive Funding

2. Sign the undertaking slip and 
provide bank account 
information

1. Receive Acceptance Letter 
with documents

Successful applicant
schools will be
informed of the result 
in writing

Note :
• Applicant schools shall open a 

designated bank account for the sole 
purpose of keeping and transacting 
all monies of the programme (except 
government schools)

• Namely: 
「學校名稱–IT實驗室」

School Name – IT Lab
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Step(4) : Organising ECAs

After completion of ECAs, please keep the all deliverables to be submitted with the Annual 
Report :

• Teaching materials, photos, videos
• Work sheets
• Questionnaires
• Custom programs and their source codes

Record the list of 
participants

1 2

Fill out the online 
questionnaire

3Before Conducting 
ECAs

After OGCIO will provide a 
questionnaire URL generator 
to facilitate students to fill in
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Step(5) : Submission of Annual Report

• Annual Report
details of the proposed IT activities conducted
 class levels and number of students participating in the activities, activity venues, 

etc.
• Annual Financial Report
 details of the expenditure of the procured equipment and services

• Assets register
• Bank statement
• Certified true copies of invoices for large expenses (i.e. $20,000 or above per invoice)
• Annual Plan
 proposed IT-related activities to be organised, equipment and services to be 

acquired next year and the revised estimated cashflow required for future years.

Report Submission by August annually:
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At Programme End

• Participating school is required to submit a final report.

• All payment for goods supplied or services provided for the project should be made 
within three months after the programme end, including the audit fee which has 
been incurred within the programme period.

• The school should submit a final financial report with audited accounts within three 
months after completion of the school project.
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One-stop Support Centre

One-stop Support 
Centre
(Hotline: 2231 5977)
know-it@ogcio.gov.hk
https://www.it-lab.gov.hk
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Thank You


