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Application Procedures

Any individual or company who intends to apply for our shops, shall submit the completed
application form or self-draft leasing offer in a sealed blank envelope to Hong Kong
Housing Society (HS)’s Regional Office (Address: 2/F, Dragon Centre, 23 Wun Sha Street,
Tai Hang, Hong Kong) in person before 5:00pm on the application closing date or by
post (the postmark date shall prevail). Please specify the shop address you want to apply on
the envelope. Late applications and applications submitted to other offices of HS will not be
processed.

Applicant shall make sure all the required information in the application form is accurate. If
any information is found inaccurate or incomplete, HS reserves the right to refuse the
application or rescind the signed tenancy agreement.
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Selection Process

All applications will be considered on a fair basis. In general, apart from the rent offered by
the applicant, HS would consider other selection criteria including but not limited to the
proposed trade and services for the residents, the tenancy term, the rent-free period, the
Landlord provisions required by the applicant, the financial condition and experiences in the
relevant trade of the applicant etc.

HS will shortlist suitable applicants for interview in order to verify the information on the
applications, and provide an opportunity for both parties to make inquiries about the tenancy

matters. The selected applications will be submitted to the HS’s panels for final approval.

Under normal circumstance, HS will invite the applicants for an interview or notify the
unsuccessful applicants within 4 weeks after the application closing date.
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Main Tenancy Terms

The tenancy of commercial premises is mainly on a fixed term of 2 years or 3 years. The
rent is exclusive of management fees (if any), air-conditioning charges (if any), Government
rates and other charges, all of which shall be payable on the first day of each calendar month.

Upon signing a tenancy, the applicant is required to pay a security deposit equivalent to 3
months’ rent, management fee (if any), air-conditioning charges (if any), Government rates
and bear half share of the stamp duty for tenancy agreement in duplicate.

The applicant must sign the Confirmation of the Tenancy within seven (7) days after
receiving the acceptance notice of HS and execute the formal tenancy agreement drawn up
by HS within fourteen (14) days.

If a tenant is a limited company, at least one of the major shareholders of the company shall
sign a personal guarantee at the time of signing a formal tenancy agreement to ensure that
the company is punctual in payment and fully discharging all its obligations under the
tenancy agreement.

The rent-free period (if any) would be granted from the commencement date of fitting out
works after the tenancy commencement, tenant is still required to pay management fees (if
any), air-conditioning charges (if any) and Government rates during the rent-free period.

Before commencing the fitting out work at the premises, Tenant must submit in advance
detailed fitting out plans, including mechanical and electrical, fire services and plumbing &
drainage etc. to HS for written approval and shall not commence the works before obtaining
such approval from management office of HS.
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HS does not warrant that the leased premises is suitable for the trades/business proposed by
the tenant, the tenant shall obtain the required information and seek necessary professional
advices from their own consultants before entering the Confirmation of Tenancy. The tenant
is also required to apply to various Government Departments or statutory bodies and obtain
relevant licences or consents required for their proposed business before commencement of
the business.
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Open Letting Policy

According to the Open Letting Policy, HS would consider to renew tenancy of commercial
premises including general shops and market stalls (“the premises”) with the existing tenants
upon expiry of tenancy by direct negotiation for renewal of new tenancy provided that the
total consecutive terms of tenancies shall not be more than 6 years. If the existing tenant had
leased the premises for a total term of 6 years, the premises must be subject to open letting
in the market. Existing tenant shall submit fresh application for the premises and subject to
fair competition with other applicants.

Upon expiry of tenancy but the total terms of tenancy does not exceed 6 years, HS will
consider renewing the tenancy with the existing tenant by direct negotiation subject to the
following conditions :

(a) satisfactory performance of the tenancy by the existing tenant,

(b) suitability of the trades and services for satisfying the daily needs of residents and
attracting customer flow,

(c) open market rent is accepted by the tenants.
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Estate Agency Services

All Licensed Estate Agents of Hong Kong (hereinafter referred to as  “estate agents” ) are
welcome to introduce their clients to lease the shops of HS. Applications submitted by estate
agents for the applicant or submitted by the applicant via estate agents in the open application
will be processed under the same selection criteria and procedures.

Agency Fee

If an estate agent introduced a new client (save and except for the existing shop tenants of
HS or its subsidiary companies or apply by the estate agent itself), applying for a shop and
eventually reached a tenancy agreement with HS, a commission equivalent to half a month’s
rent will be given to the estate agent after execution of formal tenancy agreement and taken
possession of the premises by the tenant.

At the first submission of a shop application by his client, the estate agent must attach a
written statement to the HS that the estate agent is acting for the applicant and requesting for
acommission. The written statement shall also be confirmed and signed by his client about
such appointment and collection of commission from HS by the estate agent.

All subsequent requests for commission or client’s confirmation are become void and not
acceptable to HS. In case of dispute, HS shall reserve its right to accept or reject the request
for commission at its sole discretion.
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Commission Payment

HS will only pay the commission to the agent after execution of the formal tenancy
agreement and takeover of the premises by the tenant.
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Important Notes

The applicant and employees, agents and consultants who are in any way involved in the
leasing application shall observe and strictly comply with all laws of HKSAR, including the
Prevention of Bribery Ordinance (Cap. 201).
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HONG KONG
HOUSING SOCIETY
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HR5EMEHAL / TIRREAR PIF A
APPLICATION FORM FOR SHOPS / MARKET STALLS OF HONG KONG HOUSING SOCIETY

JB FLIHR G AR AL IRAS @AF (F7 XK)
Name of Estate Shop No. Area (sm)

PIHEAIE L /NS L AR
Name of Applicant /Company

i FA AR

Correspondence Address

B S A BT E 2 3) FREH
Name of Contact Person Contact Phone No. Company Mobile Phone
BAY 5] A2 PasHITE

Proposed Monthly Rent* HK$ Proposed Trade

B g A dp JE& 4 AR

Proposed Rent-free period A (M) /8 (D)# Trade Name

H A ALF e B (Ao FT)

Other Tenancy Terms**(if any)

TAFHALEFH(2 & 3 F) fa3tA2 AL B

Proposed Tenancy Term Expected Tenancy

(2 or 3 years) SF Year(s)  Commencement Date F(Y) F (M) g (D)

4 22 Remarks

AN G APFEANGATRR AT FAL A&, A AR LARERLT, Wl RET, SHAMRBE $HAG P FH A
BRI BITHAE, AAREHBSEHER LEPH, EAAZRAARKTHFARGRIL, Qleah Ml RA L
E@ A, LR EA MBERATT @S MREZF A,

I fully understand that the data contained in this application is for the purpose of application for a shop premises / market stall with the Hong
Kong Housing Society (HS). All data should be accurately filled in. If the information is found to be false, HS have the right to reject this
application or revoke the Tenancy Agreement signed subsequently. | consent to any investigations into the circumstances relating to this
application being carried out by HS including but not limited to asking government departments and other parties to verify/provide my personal
data. | also consent to such parties providing the requesting data/records to HS.

PHEALRE (BEAREANNEF)
Signature of Applicant (Authorized Signature and Company Chop)

H #7 Date

PG AL, FAELN T AWM AR, (TASHET TRAD WS ERRFRE
FR), A PEAAAEHNEG EH R FBEEBRBSMFR (Rhk: H5 KR Hr
23 ALK 2 ), A REEESH BT AR LME BIE E T 5 HATR 4 % 3.5 F (4
SO E AR K B3k, o AR R YA 2 P AL G b, R o B % 2
Bty FHe 3 F IR 6 3 ISR TR I

Before completing this form, please refer to the “Notes for Shop Application” (which can be downloaded from the HS website or
obtained from the Estate Offices of the HS). All applications must be submitted in a sealed white envelope to Hong Kong
Housing Society’s Regional Office (Address: 2/F, Dragon Centre, 23 Wun Sha Street, Tai Hang, Hong Kong) in person
before 5:00pm on the closing date or by post (the postmark date shall prevail). Applicants shall mark clearly the Address of the
Shop that they would like to apply on the envelope. Late applications and applications submitted to other offices of HS will not be
processed.

R AR AP R BN A A 6 (), AR K (GeA) A £4, Tenant shall bear monthly management fee (if any), air-
conditioning charges (if any) and Government rates in addition to monthly rent.

**  H W ARFRE K, o 4efE S o Other Tenancy Terms e.g. optional term, etc.

#  FHM-E @A ey, Please delete as inapplicable.\
11.2018 Sl-a
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Personal Information Collection Statement

All tenants and authorized occupiers must supply their personal data to the Hong Kong Housing Society (the Housing Society) whenever so requested. All

personal data provided by tenants and authorized occupiers are on a voluntary basis and please ensure that the data provided are accurate. If there is any
change in the data provided, the Housing Society must be notified immediately. The Housing Society may terminate any existing tenancies if the requested
personal data are not duly supplied or the personal data supplied are not true and accurate. If false or misleading information or data are provided, the

provider(s) may have other legal consequences.

1. Purposes of Collection

The personal data provided will be used by the Housing Society for the purposes of:

(a) management, monitoring, enforcement of tenancies to prevent tenant and his/her family members enjoying double housing benefit, handling of all
applications regarding tenancy management and subsequent vetting the eligibility and considering whether to terminate such tenancies;

(b) application or arrangement for utilities services and cancellation thereof, e.g. water and electricity services;

(c) application or referral of social services, e.g. elderly services or family & support services;

(d) ensuring that benefits relating to housing offered by the Government of the HKSAR including but not limited to Housing Department, Hong Kong
Housing Authority and/or the Housing Society will only be offered or made available to eligible persons;

(e) security purpose;

® for statistical survey, research, audit and insurance handling; and

(9) any other purposes directly related to any of the aforesaid purposes.

2. Kinds of Personal Data Held

In general, records kept by the Housing Society may include the following:

- identification data e.g. name, identity card, passport, re-entry permit, student card, employee card, marriage certificate and birth certificate, etc
- personal details e.g. sex, date of birth, age, photograph, telephone number, address and marital status

- educational and employment details

- tenancy and ownership record

- financial situation (from banks, insurance companies, financial institutions, etc)

- information on health

- movement records (from Immigration Department)

- others e.g. vehicle ownership, etc

3. Classes of Transferees

The personal data provided will be transferred or made available to any of the parties listed below in respect of any of the aforesaid purposes for

verification and matching:

(@) Any persons or corporations employed and/or appointed by the Housing Society.

(b) Any departments or constituents of the Government of the HKSAR (including but not limited to Hong Kong Housing Authority and Housing
Department, Land Registry, Immigration Department, Inland Revenue Department, Companies Registry, Social Welfare Department, Fire Service
Department, Treasury Department and Transport Department), any private or public organizations, corporations and bodies (including but not limited
to Urban Renewal Authority, Hospital Authority, MTR, Education Organizations, Banks and Financial Institutions, Mandatory Provident Fund Scheme
Authority and other non-government organizations which provide social services) and any other third party who may hold or provide any information
or personal data of any of the tenants or authorized occupiers (such as employers).

(c) Any law enforcement department or constituents of the government of the HKSAR (Including but not limited to HK Police Force, HK Customs &
Excise Department, ICAC, Food and Environmental Hygiene Department)

(d) Public utility companies.

(e) Insurance company and Loss Adjustor

() Persons the disclosure to whom is authorized by or consented to by the data subject.

(g) Persons the disclosure to whom is authorized or required by law.

4, Access to Personal Data
Data subjects have the right of access to and correction of their personal data held by the Housing Society. They may obtain a copy of their personal

data then held by the Housing Society subject to payment of a fee.

5. Matching Procedure
The personal data provided may be verified and compared by the Housing Society or any of the transferees mentioned above with the personal data of
the same data subject collected on any other occasions or for any other purposes, in order to ascertain whether such information is false or misleading

and the Housing Society may take appropriate actions against the person concerned on the basis of the result of data comparison and matching.

6. Engquiries
Enquiries concerning the personal data collected by the Housing Society, including the request for access and correction and any other matters
mentioned above, should be addressed to:
Senior Manager (Property Management — Administration & Training)

Hong Kong Housing Society, Property Management Division Office, 2/F Dragon Centre, 23 Wun Sha Street, Tai Hang, Hong Kong
Tel.: 2839 7888 Fax: 28822432
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