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Goods Request Form for Hong Kong Social Welfare Department

Who is this form for?
Social Welfare department staff may request goods on behalf of their clients using this form.

Read more at http://www.crossroads.org.hk/request-goods

What should I do with this form?
Please complete the form and return it to Crossroads via fax, post or email.

Email:local@crossroads.org.hk Post Crossroads Village, 2 Castle Peak Rd., Tuen Mun

Fax:2771 1715 Tel:2272 9343

Maps, directions and additional contact details available at http://www.crossroads.org.hk/find-us

When will you be able to come in?
As this service is very popular, we currently have a waiting list of 2 ¢ 4 weeks for new applications. Again,
we will do our best to accommodate the preferred time.

Clients may only attend our warehouse with an appointment. For reasons of safety and accountability,
we ask that, where possible, the Social Welfare department caseworker attend also. If clients arrive
without an appointment we may be unable to assist them.

When will you hear back?
Our representative should be back in touch within 7 days. If no additional information is required, you
will be provided with an appointment time to attend our warehouse.

If you have not heard from us after seven days, you are welcome to make contact.
NOTE: Please do not call before the seven days as we have many people requesting these goods and
cannot guarantee replying before a week has passed.
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Step one: Background Information

Department (required)
Please give your department name.

Client Name (required) Client Hong Kong ID Number (required)

Reason for need (required)
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Step two: Order Placement

Goods desired (required)
Please indicate quantity & other information we may need to help you in the best possible way.

To guide your choices, you can view a list of goods we may be able to provide at
http://www.crossroads.org.hk/request-goods/goods-categories

Type of item Quantity | Description and comments
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Transport (required)
Clients can either bring a private vehicle or hire one for the occasion. If they are hiring, we can help you
with a suggested company that is very reasonable in price.

(11 will be bringing a private vehicle [ ]I need information about hiring a vehicle

Loading (required)

If the request is too large for the client to carry alone, please advise them to bring their own labour to
load at our end and unload at their end. Crossroads does not provide labour, and hired truck drivers do
not provide loading services without charge.

[] Client is able to supply labour

Collection dates (required)
Please advise if a particular day of the week is more suitable for your client. We cannot always
guarantee the preferred time, but we will do our best! Our normal working week is Tuesday ¢ Saturday.

Tuesday [Imorning [] afternoon
Wednesday [ ]Jmorning [ ] afternoon
Thursday [Imorning []afternoon
Friday [Imorning []afternoon
Saturday [Imorning [] afternoon

PLEASE NOTE: It is very important that clients come on time for their appointments. If they are late, we
regret that it might not be possible for us to assist them and they may have to wait several weeks for
another appointment.

Caseworker contact details

Contact name (required) Position in organisation
Telephone number (required) Mobile phone number
Email address (required) Fax number (required)
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