e-MEMO

From Government Records Service Director To Permanent Secretaries and Heads of
Department

Ref. ( ) in GRS 003-065-004-SF02-P001 (Attn:

Tel. No. 2460 3760 Email

Fax. No. YourRef.  ()in

Email ADMIN RCINFO/GRS/HKSARG Fax No.

Date 18 March 2021 Dated

Supply of Carton Boxes for Inactive Records
to be Transferred to the Records Centres

Further to our e-memo ref GRS 003-065-004-SF02-P001 dated 20 March 2019,
please be informed that the supply of carton box contract stated in the aforesaid memo will
expire on 24 March 2021. With effect from 25 March 2021, you can order carton boxes for
transferring inactive records to our records centres direct under a new contract with the
supplier, Chan Cheung Hing Paper Products Factory Limited, upon our confirmation of your
storage reservation. The new contract price of a standard carton box is $8.28. Details of the
ordering procedures are attached herewith for your reference. The information is also
available on our webpage at http://grs.host.ccgo.hksarg/service storage.html

i

PDF

Ordering Procedures 2021.pdf

2. If you have any enquiry or need any assistance, please feel free to contact Miss Chloe
SIU, EO(Records Management)3 at 2460 3762 or Ms Ada MOK, SCO(Records
Management) at 2460 3766.

Ms Kate TONG
for Government Records Service Director
Distribution To :

Departmental Records Managers
Email : David PK CHENG/AFCD/HKSARG@AFCD, Winnie Yuk Fong
CHONG/ARCHSD/HKSARG@ARCHSD, Zoe Yin Ping WONG/ARCHSD/HKSARG@ARCHSD, Candy YY
CHUIVAUD/HKSARG@AUD, Terrence FAN/AMS/HKSARG@AMS, Patrick TH WU/BD/HKSARG@BD,
MAN WAI YIU/CENSTATD/HKSARG@CENSTATD, Steve SK CHOW/CEO/HKSARG@CEO, Kenneth
CM WOO/CSO/HKSARG@CSO, Raymond KL HO/CAS/HKSARG@CAS, Ivan CS
Cheung/CAD/HKSARG@CAD, FLORENCE KA LAI WAI/CEDD/HKSARG@CEDD, AMY YUK YING
CHIU/CEDD/HKSARG@CEDD, Bertille WY LI/CSB/HKSARG@CSB, Jenny
WONG/CITB/HKSARG@CITB, sunny chan@cedb.gov.hk, Deanie KY YIP/CCIB/HKSARG@CCIB, Wendy
SW Ma/CRT/HKSARG@CRT, Sherry CHOW/CMAB/HKSARG@CMAB, Agnes WY
YUEN/CMAB/HKSARG@CMAB, Eric FK KAN/CSD/HKSARG@CSD, Alison YM



LAM/CSD/HKSARG@CSD, Karen CM CHOI/CSD/HKSARG@CSD, Emily AS
TSE/CUSTOMS/HKSARG@CUSTOMS, John CY CHAN/CUSTOMS/HKSARG@CUSTOMS, Simon
KWONG/DH/HKSARG@DH, Liz MY WONG/DOJ/HKSARG@DOJ, CH CHAN/DEVB/HKSARG@DEVB,
Cindy SY CHUEN/DEVB/HKSARG@DEVB, Chris CK LI/HQS/DSD/HKSARG@DSD, ceosrs@edb.gov.hk,
csychan@effo.gov.hk , Catherine SW CHIU/EFFO/HKSARG@EFFO, Anna SM
YUEN/EMSD/HKSARG@EMSD, kathylyng@epd.gov.hk, Raymond CS CHAN/FSB/HKSARG@FSB, Christy
HP LIU/TSYB/HKSARG@TSYB, shirley pui_yi ho@hkfsd.gov.hk, &FSD/DDS[G&SR]@FSD, AS
GR/FSD/HKSARG@FSD, Connie SF KWOK/FEHD/HKSARG@FEHD, Herman SM
HUEN/FHB/HKSARG@FHB, Jack WK LAI/GFS/HKSARG@GFS, Samson HW
TAM/GOVTLAB/HKSARG@GOVTLAB, Andy CK NG/GLD/HKSARG@GLD, Leonie PY
WONG/GPA/HKSARG@GPA, Vicky SL FOK/HYD/HKSARG@HYD, ddsgnp.adm@hyd.gov.hk, Vicky WC
CHEUNG/HAB/HKSARG@HAB, Benedict WH WONG/HAD/HKSARG@HAD, ellen_ys chan@had.gov.hk,
mina_mn_siu@hkma.gov.hk, Jerry TC SIU/CM/HKO/HKSARG@HKO, Kitty CY HO/CM/HKO/HKSARG ,
ceo-p-g@police.gov.hk, seo-g-d@police.gov.hk, janicewm.tsang@housingauthority.gov.hk, William SC
POON/IMMD/HKSARG@IMMD, &ICAC/P1_J@ICACOPS-GOA, &ICAC/C_MA@ICAC, Agnes PC
CHEE/ISD/HKSARG@ISD, Grace WM MAN/IRD/HKSARG@IRD, lorettawong@itb.gov.hk , Fiona MW LI
<fmwli@ogcio.gov.hk>, terence.lee@itc.gov.hk, Emily YP TSANG/IPD/HKSARG@IPD, Pansy PC
Li/INVESTHK/HKSARG@INVESTHK, Katy HN IP/JSSCS/HKSARG@JSSCS, Jock WY
Tam/JUD/HKSARG@JUDICIARY, Kelvin YP Siw/JUD/HKSARG@JUDICIARY, Ann CM
Fok/JUD/HKSARG@JUDICIARY, Alan SL Lam/JUD/HKSARG@JUDICIARY, Alison SF
CHAN/LWB/HKSARG@LWB, Liyen LY CHEN/LABOUR/HKSARG@LABOUR, Tina MK
YAM/LANDREG/HKSARG@LANDREG, Fancy SF LAU/LANDREG/HKSARG@LANDREG,
ddsg@landsd.gov.hk, PH WONG/LAD/HKSARG , KIMBERLY KM YU/LAD/HKSARG@LAD, Teresa
SOH/LCSD/HKSARG@LCSD, nmllee@mardep.gov.hk, Fanny YW YIU/OFCA/HKSARG@OFCA,
curtis_lam@fso.gov.hk , ekllam@oro.gov.hk, Alan Ho Yin CHOI/PLAND/HKSARG@PLAND, Ellen PL
CHAN/PICO/HKSARG@PICO, Vincent KC CHIU/HKPO/HKSARG@HKPO, Milly PY
NG/PSC/HKSARG@PSC, changwy@rthk.hk, Mandy Man-wah LIU/RVD/HKSARG@RVD, Bertha WF
LEE/REO/HKSARG@REO, Vivian MS TANG/SCIOCS/HKSARG@SCIOCS, Caroline KP
NG/SB/HKSARG@SB, Caleb MK YEUNG/SWDNET/SWD/HKSARG@SWD, Aubrey YH
WONG/SWDNET/SWD/HKSARG@SWD, Lowell SH CHO LAI/TID/HKSARG@TID, Francis HM
TANG/THB/HKSARG@THB, &THB/PEO[T]@THB, &THB/DS@THB, Sandra Wai Ting
MAK/TD/HKSARG@TD, tryds@try.gov.hk, Lily CY LAU/UGC/HKSARG@UGC, Sally SY
LO/WSD/HKSARG@WSD, Lucia SL LAU/SFO/WFSFAA/HKSARG@SFO, Carol L
TING/SFO/WFSFAA/HKSARG@SFO, Annie OK LAM/WFSFAA/HKSARG@WFAO, Martin Yik Lam
CHOW/ARCHSD/HKSARG@ARCHSD, Yuk King YEUNG/ARCHSD/HKSARG@ARCHSD, Trevor ML
HO/BD/HKSARG@BD, Melody HW YU/CMAB/HKSARG@CMAB, DOJ General
Registry/DOJ/HKSARG@DOJ, Sano KL YIU/CM/HKO/HKSARG , &IMMD/RMS@IMMD

cc:
CEO(RMA), EO(RM)2
Email : Eddie KY CHAN/GRS/HKSARG@GRS, Kay HK CHAN/GRS/HKSARG@GRS



1)

2)

3)

4)

5)

Ordering Details of Standard Carton Boxes for
Transferring Inactive Records to the Records Centres of
Government Records Service

Box dimensions
Q) Inside dimensions: Each box is 370 — 380mm in Length, 240 — 245mm in
Height and 295 — 305mm in Width

(i) Outside dimensions: Each box is 380 — 390mm in Length, 250 — 255mm in
Height and 305 — 310mm in Width

Maximum loading capacity of each box
10 kg

Contracted Supplier

Chan Cheung Hing Paper Products Factory Limited (hereafter the contractor)

Contract Duration

Two years from 25" March 2021 to 24™ March 2023

Placement of Order

(@). (i) Purchasing Card System

Bureaux/departments (B/Ds) can place orders and settle payment through
Purchasing Card (P-Card) System.

(ii) Issue of Purchase Order

Departmental direct purchase orders (GF219) should be placed against the
contract by the ordering B/Ds on a need basis.  B/Ds should complete the
purchase orders and fax it to the contractor at 2795 6521.

(b). The contract number: DAU/15/2020G should be quoted as an authority at
each purchase order.

(©). Enquiries relating to ordering should be made direct to Ms SIU or Ms LAM
of the contractor on 2755 3153.



6)

7)

8)

Payment

Payments should be settled within 30 clear working days by the B/Ds concerned
against invoices in accordance with the relevant rules and regulations such as SAl and
other departmental rules and procedures.

Delivery

Q) For an order of 50 boxes or more, delivery would be made to a location
within the territory (excluding outlying islands without road access and
areas requiring closed road permit or closed area permit to entre) within 14

calendar days from the date of order free of charge.

(i) For an order of less than 50 boxes, B/Ds should collect the boxes at their

own cost at the following location at the time agreed with the contractor:

Chan Cheung Hing Paper Products Factory Limited
Rm 632, Block 2, Yip On Factory Building

Wang Hoi Road, Kowloon Bay

Kowloon

BB TR 5 7]
TR
7 TR K 632

Contract Monitoring

For dissatisfaction of services and goods provided by the contractor, B/Ds shall
report the details in writing to Government Records Service Director (Attn:
EO(RM)3) (Lotus Notes account at ADMIN_ RCINFO/GRS/HKSARG or Internet
account at ADMIN RCINFO@grs.hksarg) or contact Miss Chloe SIU on 2460
3762 or Ms Ada MOK on 2460 3766.
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