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Security Company Licence (Type Ill Work) List and Guideline of Documents Required[Annual Inspection & Relocation]

1. Up-to-date flow chart of management team and detailed list of directors / senior management

i. Up-to-date chart of the company
ii. Proof of personnel changes already reported to the SGSIA (if any)

ii. All existing shareholders and directors% including following information and preferably with a "Personal Data" sign)

OO

iv. Senior management gk including following information and preferably with a "Personal Data" sign, only applicable to personnel

personnel involved in security work)

[ ] % Name [ ] % Business Registration / HKID no.
[ ] % Post [ ] % Date of appointment
2. Valid Business Reqgistration Certificate

[ ] Business Registration showing accurate business address of the company

3. Auditor's report

i. Up-to-date auditor's report (written explanation and original gk bank reference letter are required if failing to submit)

O

ii. For a negative balance, other documents are requiredk e.g. original of bank reference letter, balance sheet,

profit & loss account and financial guarantee given by the mother company) to prove a sound financial status

[]

% Bank reference letter should include the commencing date of account, account status and latest balance

4. Up-to-date list of employees % including following information and preferably with a "Personal Data" sign)
% Serial no. * Name
* HKID no. % Date of birth

* Date joined company * Post

OO

% SPP technician no. % SPP technician (Type D) expiry date

OO0 dn

% Total no. of SPP technician (Types D)

5. Up-to-date list of clients (including following information)

* Serial no. [ ] % Name of client
% Address of security system devices/ repair and maintenance

% Name, phone no. and post of contact person of the Licensee's company

% Security services provided (such as design, installation, repair and maintenance)
% Security devices provided (such as CCTV or alarm systems)

*

Total no. of client

oo

6. Copy of valid employees' compensation insurance policy

(x_including following information, written explanation is required if failing to submit)

* The licensee's company must be the insured
* Employees' compensation insurance for all employees

% Insurance should cover any places in Hong Kong

OO

% Nature of business (the company is appropriately insured for the extent of its business subject)

7. Copy of valid public liability insurance policy

(x_including following information, written explanation is required if failing to submit)

% The licensee's company must be the insured

The compensation should be at least HK$10,000,000 per incident

OO

*
% Insurance should cover any places in Hong Kong
*

Nature of business (the company is appropriately insured for the extent of its business subject)

Version Date : 2008-08-18 Page 1 of 2 pages




Security Company Licence (Type Ill Work) List and Guideline of Documents Required[Annual Inspection & Relocation]

8. Three personnel files of security staff recently employed
(Xincluding following information and preferably with a "Personal Data" sign)

[ ] i. Job application form

[ ] ii. Official employment contract

[ ] iii. Statement in relation to Personal Data (Privacy) Ordinance

[ ] iv. Copy of security personnel permit

[ ] v. Notice of Commencement of employment of security personnel

[ ] vi. Certificate of any approved technical qualifications

[ ] vii. Company vetting records ¢ including following information)

[ ] % Confirmation of employment history: the company must check whether the employment history provided by
job applicant is true and correct (all employment records for the past 3 years)

[ ] % Conducting reference or character checks — requiring each applicant to provide two non-relative referees with full names,
addresses, relationship and telephone numbers, so that the company may enquire about the applicant's past performance,
integrity and suitability of doing security work

[ ] % Verification of address (any notes or leases issued by public entities)

[ ] * Date, method of vetting and name / post of vetting person

9. [ ] Up-to-date list of electronic equipment, including names of devices, manufacturers and quantity
10. Contingency plans (can be submitted on disc)
[ ] Submission of up-to-date copies of contingency plan (required for any fire, electrical or any other hazards)
11. Standard specifications of security devices
[ ] According to the guidelines of the SGSIA : [ All Security Devices designed, installed, maintained and repaired should be done
according to the relevant British Standards (B.S.) or Underwriters Laboratories Inc. (U.L.) Standard or equival@nt
12. Instructions on the procedures of disposal of confidential documents
[ ] According to the guidelines of the SGSIA : [ Confidential documents no longer required must be shredded before being discardgd
13. Commencement/ termination of employment of security personnel (since previous annual inspection)
[ ] Evidence already submitted to the Police Licensing Office to prove any commencement / termination of employment of security
personnel
14. Floor plan of premises with brief notes % including following information)

[ ] * Premises layout and size description [ ] * Location of fire safety facilities

[ ] % Fire escape exits / routes with bilingual notes (displaying rear stairs)

[ ] % Fire escape routes with bilingual notes for Electronic Technical Workshop should be submitted separately

15. Colour photos of premises with brief notess including following information)

[ ] % Directory at lobby [ ] * Main entrance of company

[ ] % Interior of company [ ] % Metal cabinet with locks

[ ] % Shredding machine [ ] % Fire safety facilities

[ ] % Electronic Technical Workshop

16. Copy of Deed of premises or evidence of tenancy

[]

% Submission of deed or evidence of tenancy [ ] * Letter of authorisation (if applicable)

For details, please refer to the [Security and Guarding Services Ordinance, Cap.460] and
[ Matters to which the Security and Guarding Services Industry Authority
Shall Have Regard When Determining an Application for a Security Company Licence])

Useful Web Sites

Security and Guarding Services Industry Authority : http://www.sb.gov.hk/eng/links/sgsia/index.htm

Office of the Privacy Commissioner for Personal Data, Hong Kong : http://www.pcpd.org.hk/engindex.html

InfoSec : http://www.infosec.gov.hk/english/main.htm

Version Date : 2008-08-18 Page 2 of 2 pages
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Security Company Licence (Type |l Work) List and Guideline of Documents Required [Annual Inspection ]

Up-to-date flow chart of management team and detailed list of directors / senior management

[ ] i. Up-to-date chart of the company
[ ] ii. Proof of personnel changes already reported to the SGSIA (if any)
[ ] iii. All existing shareholders and directors « including following information and preferably with a "Personal Data" sign)
[ ] iv. Senior management gk including following information and preferably with a "Personal Data" sign, only applicable to personnel
involved in security work)
[ ] % Name [ ] * Business Registration / HKID no.
[ ] % Post [ ] % Date of appointment
Valid Business Registration Certificate
[ ] Business Registration showing accurate business address of the company
Auditor's report
[ ] i. Up-to-date auditor's report (written explanation and original ok bank reference letter are required if failing to submit)
[ ] ii. Fora negative balance, other documents are requireds e.g. original of bank reference letter, balance sheet,
profit & loss account and financial guarantee given by the mother company) to prove a sound financial status
D % Bank reference letter should include the commencing date of account, account status and latest balance
Up-to-date list of employees gk _including following information and preferably with a "Personal Data" sign)
[ ] * Serial no. [ ] % Name
[ ] * HKID no. [ ] % Date of birth
[ ] % Date joined company [ ] % Post
[ ] * SPP technician no. [ ] * SPP technician (Type D) expiry date
[ ] % Total no. of SPP technician (Types D)
Up-to-date list of clients (including following information)
[ ] * Serial no. [ ] * Name of client
[ ] * Address of security system devices/ repair and maintenance
[ ] * Name, phone no. and post of contact person of the Licensee's company
[ ] * Security services provided (such as design, installation, repair and maintenance)
[ ] * Security devices provided (such as CCTV or alarm systems)
[ ] * Total no. of client
Copy of valid employees' compensation insurance policy
(% _including following information, written explanation is required if failing to submit)
[ ] * The licensee's company must be the insured
[ ] * Employees' compensation insurance for all employees
[ ] * Insurance should cover any places in Hong Kong
[ ] * Nature of business (the company is appropriately insured for the extent of its business subject)

OO

Copy of valid public liability insurance policy

(% _including following information, written explanation is required if failing to submit)

% The licensee's company must be the insured

% The compensation should be at least HK$10,000,000 per incident
% Insurance should cover any places in Hong Kong
*

Nature of business (the company is appropriately insured for the extent of its business subject)
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Security Company Licence (Type |ll Work) List and Guideline of Documents Required [Annual Inspection ]

8. Three personnel files of security staff recently employed
(Xincluding following information and preferably with a "Personal Data" sign)

[ ] i. Job application form

[ ] ii. Official employment contract

[ ] iii. Statementin relation to Personal Data (Privacy) Ordinance

[ ] iv. Copy of security personnel permit

[ ] v. Notice of Commencement of employment of security personnel

[ ] vi. Certificate of any approved technical qualifications

[ ] vii. Company vetting records (k including following information)

[ ] * Confirmation of employment history: the company must check whether the employment history provided by
job applicant is true and correct (all employment records for the past 3 years)

[ ] * Conducting reference or character checks — requiring each applicant to provide two non-relative referees with full names,
addresses, relationship and telephone numbers, so that the company may enquire about the applicant's past performance,
integrity and suitability of doing security work

[ ] * Verification of address (any notes or leases issued by public entities)

[ ] * Date, method of vetting and name / post of vetting person

9. [ ] Up-to-date list of electronic equipment (including names of devices, manufacturers and guantity)
10. Contingency plans (can be submitted on disc)
[ ] Submission of up-to-date copies of contingency plan (required for any fire, electrical or any other hazards)
11. Standard specifications of security devices
[ ] According to the guidelines of the SGSIA : [ All Security Devices designed, installed, maintained and repaired should be done
according to the relevant British Standards (B.S.) or Underwriters Laboratories Inc. (U.L.) Standard or equivaleht
12. Instructions on the procedures of disposal of confidential documents
[ ] According to the guidelines of the SGSIA : [ Confidential documents no longer required must be shredded before being discardgd
13. Commencement/ termination of employment of security personnel (since previous annual inspection)

Evidence already submitted to the Police Licensing Office to prove any commencement / termination of employment of security person

hel

For details, please refer to the [ Security and Guarding Services Ordinance, Cap.460]) and
[ Matters to which the Security and Guarding Services Industry Authority
Shall Have Regard When Determining an Application for a Security Company Licence ]

Useful Web Sites

Security and Guarding Services Industry Authority : http://www.sb.gov.hk/eng/links/sgsia/index.htm

Office of the Privacy Commissioner for Personal Data, Hong Kong : http://www.pcpd.org.hk/engindex.html

InfoSec : http://www.infosec.gov.hk/english/main.htm
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Security Company Licence (Type Il Work) List and Guideline of Documents Required [ New Application ]

1. Auditor's report or original of Bank reference letter
[ ] i. Up-to-date auditor's report or
[ ] ii. Bank reference letter (including the commencing date of account, account status and latest balance)
2. Floor plan of premises with brief notes & including following information)
[ ] * Premises layout and size description [ ] * Location of fire safety facilities
[ ] * Fire escape exits / routes with bilingual notes (displaying rear stairs)
[ ] * Fire escape routes with bilingual notes for Electronic Technical Workshop should be submitted separately
3. Colour photos of premises with brief notes & including following information)
[ ] % Directory at lobby [ ] * Main entrance of company
[ ] * Interior of company [ ] * Metal cabinet with locks
[ ] * Shredding machine [ ] * Fire safety facilities
[ ] * Electronic Technical Workshop
4. Copy of Deed of premises or evidence of tenancy
[ ] * Submission of deed or evidence of tenancy [ ] * Letter of authorization (if applicable)
5. Sample list of employees g including following information and preferably with a "Personal Data" sign)
[ ] * Serial no. [ ] % Name
[ ] * HKID no. [ ] % Date of birth
[ ] % Date joined company [ ] % Post
[ ] * SPP technician no. [ ] * SPP technician (Type D) expiry date
[ ] % Total no. of SPP technician (Types D)
6. Sample list of clients (including following information)
[ ] * Serial no. [ ] * Name of client
[ ] * Address of security system devices/ repair and maintenance
[ ] * Name, phone no. and post of contact person of the Licensee's company
[ ] * Security services provided (such as design, installation, repair and maintenance)
[ ] * Security devices provided (such as CCTV or alarm systems)
[ ] * Total no. of client

7. Copy of a valid employees' compensation insurance policy

(% _including following information, written explanation is required if failing to submit)

[ ] * The licensee's company must be the insured

[ ] * Employees' compensation insurance for all employees

[ ] * Insurance should cover any places in Hong Kong

[ ] * Nature of business (the company is appropriately insured for the extent of its business subject)
8. Copy of a valid public liability insurance policy

(% _including following information, written explanation is required if failing to submit)

[ ] * The licensee's company must be the insured

D % The compensation should be at least HK$10,000,000 per incident

[ ] * Insurance should cover any places in Hong Kong

[ ] * Nature of business (the company is appropriately insured for the extent of its business subject)

Version Date : 2008-08-18 Page 1 of 2 pages




Security Company Licence (Type Il Work) List and Guideline of Documents Required [ New Application ]

I I I I O I O R R R R

[]

Sample of personnel files gkincluding following information and preferably with a "Personal Data" sign)

(Xincluding following information and preferably with a "Personal Data" sign)

i. Job application form

ii. Official employment contract

iii. Statement in relation to Personal Data (Privacy) Ordinance

iv. Copy of security personnel permit

v. Notice of Commencement of employment of security personnel

vi. Certificate of any approved technical qualifications

vii. Company vetting records Gk including following information)

% Confirmation of employment history: the company must check whether the employment history provided by
job applicant is true and correct (all employment records for the past 3 years)

% Conducting reference or character checks — requiring each applicant to provide two non-relative referees with full names,
addresses, relationship and telephone numbers, so that the company may enquire about the applicant's past performance,
integrity and suitability of doing security work

% Verification of address (any notes or leases issued by public entities)

% Date, method of vetting and name / post of vetting person

10.

Sample list of electronic equipment (including names of devices, manufacturers and guantity)

11.

HNEIENN

Sample of Contingency plans (required for any fire, electrical or any other hazards)

12.

[]

Sample of Standard specifications of security devices

According to the guidelines of the SGSIA : [ All Security Devices designed, installed, maintained and repaired should be done|

according to the relevant British Standards (B.S.) or Underwriters Laboratories Inc. (U.L.) Standard or equivaleht

13.

Sample of Instructions on the procedures of disposal of confidential documents

According to the guidelines of the SGSIA : [ Confidential documents no longer required must be shredded before being discarddd

For details, please refer to the [ Security and Guarding Services Ordinance, Cap.460]) and
[ Matters to which the Security and Guarding Services Industry Authority

Shall Have Regard When Determining an Application for a Security Company Licence ]

Useful Web Sites

Security and Guarding Services Industry Authority : http://www.sb.gov.hk/eng/links/sgsia/index.htm

Office of the Privacy Commissioner for Personal Data, Hong Kong : http://www.pcpd.org.hk/engindex.html

InfoSec : http://www.infosec.gov.hk/english/main.htm
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9} = PRIV o BT R S (0 B

List and Guideline of Documents Required for Type III Licence (Renewal of Licence]

1. NIRRT etay Eﬂ Up-to-date list of directors / senior management

(] o7 (R AR * 20 G ST R RO T R )

All existing shareholders and directors & including following information and preferably with a "Personal Data" sign)

L] A= iiee (k RO et N LR S R s S e S Iy

Senior management (% including following information and preferably with a "Personal Data" sign but only applicable to personnel involved in security

work)
D * & ¢ Name D * = ;| %ETF,; ?% I £} p}%% Business Registration/ HKID no.
D * AP Post D * % [~ ['H#] Date of appointment

2. E@FV ‘Qa’lgﬁg‘ﬂi Copy of valid Business Registration Certificate

L] #30im¥ ﬁfi ?F {I7%  Copy of valid business registration certificate

3. EpEVIREME UG ,Eﬁsihk Copy of valid employees' compensation insurance policy

[] % ﬁ”‘ﬁ 2Tl FIEL~ [ The licensee's company must be the insured
[] * ~7 iF‘TPFI"T?J M F Y T e E YR [#5 fl [ Employees’ compensation insurance for all employees
[] % b pEyEA R, fi A= #975 Insurance should cover any places in Hong Kong

[ ] 51w i w5l Y Nature of business (the company is appropriately insured for the extent of its business subject)

4. EFFV J%y.i?J 'ﬂﬂ&i&l?ﬂrs‘ﬂi Copy of valid public liability insurance policy
(] * EE‘JUT?J SURISRIELD E The licensee's company must be the insured
[] % MfE“FmaH qiﬁ@fﬂ ‘> 1,000 f ¥ 7 The compensation should be at least HK$10,000,000 per incident
[] % g Hiu‘*'j%h‘ PR F,?%F (= {{ #97 Insurance should cover any places in Hong Kong

[ ] EFIEmT i w5l Y Nature of business (the company is appropriately insured for the extent of its business subject)

5. BB SH Gk Fla SRR b R TvR )

Up-to-date list of employees (& including following information and preferably with a "Personal Data" sign)

D * -9 Serial no. D * IE ¢ Name

[] % JB8%KHE HKID no. [[] % i [ Date of birth

[] % 73} Date joined company [] % ¥ Post

[] K R ERSEF[ E9E SPPno. L] * & & 1P (7 21) SPP expiry date (Types D)
[] % W (et 13 ~ B Total no. of SPP holder Technicians

6. HERIK f’:?ﬁ (t_ﬁ@ﬁ» T FIEXE]) Up-to-date list of sites (including following information)

H-8§ Serial no. [] % #F1€* Name of client
* WA ﬁ%&fﬁf | g &[S Bl Address of security system devices/ repair and maintenance
* ﬁ“‘ﬁ', fl E{E?E? A ?:T”‘*ﬁiﬁuﬁi‘c@ Name, phone no. and post of contact person of the Licensee's company

K R A RSTE (1][1?9?{‘ ~ B RN EZE]) Security services provided (such as design, installation, repair and maintenance)

OO 0o

* WA Jﬁfgygﬂﬁ?}l’g J;ﬂ %@—F-ﬂﬁ 9 25K) Security devices provided (such as CCTV or alarm systems)
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List and Guideline of Documents Required for Type Il Licence [ Relocation]

1. E5Ri¥ Iﬁrﬁ rs*l‘i: Copy of valid Business Registration Certificate

[[] =Igid¥2 ﬁjf‘ﬁiﬂﬂ/ ﬁﬂi’ FjE ?’“f {I7 Copy of Business Registration with amended company address

2. “Ejjf’scj_l/ @gﬂﬁiﬁ‘fhﬁiﬂﬁfﬂﬁﬁ'li Copy of valid employees' compensation insurance policy

[] =R ﬁ*‘ﬁll— v IRESH Y [ i lﬁxﬁﬁ'ﬁ |74 Copy of employees' compensation insurance policy with amended company address

3. Ep ?E&l?l fﬁlﬂﬁfﬂﬁfﬂ'li Copy of valid public liability insurance policy

[[] =Ry N E}'Eﬁ ~ i e @Eﬁ'ﬁji Copy of public liability insurance policy with amended company address
4.
Floor plan of premises with brief notes @k including following information)
[] * E“EE[’?]E’E?JT?‘[HE'I%,Eﬂﬁﬁ Premises layout and size description
[] * #F %ﬂf b e fF' Location of fire safety facilities
(] * & uﬂJ/i FAEREL  ERRSL (B = f ARl A F') Fire escape exits / routes with bilingual notes (displaying rear stairs)
[0 A P Py fo o sl Bt o f B e
Location of Electronic Technical Workshopand the fire escape routes should be submitted separately
5. E;'.Eﬁ%ﬁ'lﬂ%i’:’i T“"Bl'ﬂ‘fﬁ;ﬁﬁ'?h = M FEYE

Colour photos of premises with brief notes gk including following information)

* J\EJ\;@[’EU?F'[?%EJ Directory at lobby

*x FIJI‘F'H Main entrance of company

*

I #E Interior of company
UL I
* 2Tt 5 41 Metal cabinet with locks

* ﬁi?f\r% Shredding machine

I I A I I B R B A

* ‘]’rfﬁ’}“ﬁ%ﬁ? Fire safety facilities

(] * F‘-{ < $ 53" Electronic Technical Workshop

6. Efﬁ_i”j%;lﬁ?ﬁ"g—‘]%ﬂfjﬁ'li Copy of Deed of premises or evidence of tenancy

[] * 2 L g‘j%ﬂgj Submission of deed or evidence of tenancy

[] * E‘EEI”T[EIE‘J?Q?@% (U5 "]) Letter of authorisation (if applicable)
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