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To : Discovery Bay Services Management Limited (DBSML) 

     : !"#$%&'()*+!"#$%&'()*+!"#$%&'()*+!"#$%&'()*+  
Unit 103, Discovery Bay Office Centre, No.2, Plaza Lane, Discovery Bay, Lantau Island, Hong Kong 

 !"#$%&'()*+,%&'-./0 !"#$%&'()*+,%&'-./0 !"#$%&'()*+,%&'-./0 !"#$%&'()*+,%&'-./0 1031111 

Tel: 2238 3601 23232323: 2238 3601 

 

Part A       Please use BLOCK letters in completing this application form 

,-,-,-,-   !"#$%&'( !"#$%&'( !"#$%&'( !"#$%&'( 

 

APPLICATION FOR PERMISSION TO RENOVATION 

. / 0 1 2 3. / 0 1 2 3. / 0 1 2 3. / 0 1 2 3  

 

4444 First Application  5555 4444 Extension5 5 55 5 55 5 55 5 5 4444 Additional Job 

       6723672367236723         8923892389238923     :;<=23:;<=23:;<=23:;<=23 

I/We apply for your permission to carry out the following renovation works (plans to be submitted as 

needed):- 

>?>?>?>?/@A23BC01<=@A23BC01<=@A23BC01<=@A23BC01<=(D(EFGHIJKD(EFGHIJKD(EFGHIJKD(EFGHIJK):- 

 

1. Planned Work Duration:  From      /     /      To      /     /      

 LM<=N9LM<=N9LM<=N9LM<=N9       OOOO PPPP 

 

2.  Particulars of Work 

<=/Q<=/Q<=/Q<=/Q 

 

RRRR Painting    _______________________________________________________ 

 STSTSTST (locations/details) 

  UVUVUVUV/WKWKWKWK 

 

RRRR  Teak Flooring   ________________________________________________________ 

 XYZXYZXYZXYZ (locations/details) 

   UVUVUVUV/WKWKWKWK 

 

Please submit drawings and specification for the following: 

23BC<=[23BC<=[23BC<=[23BC<=[\\\\3HIJK3HIJK3HIJK3HIJK\\\\]^WC_<=/Q]^WC_<=/Q]^WC_<=/Q]^WC_<=/Q: 

 

RRRR   Pipe Work     ______________________________________________________ 

 `a`a`a`a (locations/details) 

   UVUVUVUV/WKWKWKWK 

 

RRRR   Garden Maintenance_____________________________________________________ 

 bcd1bcd1bcd1bcd1        (locations/details) 

           UVUVUVUV/WKWKWKWK 

 

RRRR    Alteration of Walls, Partitions and other structures 

 efghijk<=efghijk<=efghijk<=efghijk<= 

 

 _______________________________________________________________________

 (locations/details) 

  UVUVUVUV/WKWKWKWK 

RRRR    Others _________________________________________________________________ 

 lmlmlmlm 

  ________________________________________________________________________ 

 

3.  Number of Workers: _______ 

<n?o<n?o<n?o<n?o 
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Part B DECLARATION AND UNDERTAKING FOR RENOVATION 

 ! ! ! ! """"   ####   $$$$   %%%%   &&&&   ''''   ((((   )))) 

I/We understand that 

*+*+*+*+/,-).,-).,-).,-). 

(1) No work shall commence unless written approval from DBSML Office is obtained.  When the approval is granted, a copy of approval letter will be 
posted near my/our premises for identification purpose.  Nearby units will also be informed of the same by DBSML.  
 !"#$%&'()*+,-./0123 !"#$%&'()*+,-./0123 !"#$%&'()*+,-./0123 !"#$%&'()*+,-./0123444456785678567856789999:;<01=:;<01=:;<01=:;<01=444401>?@ABCDE01>?@ABCDE01>?@ABCDE01>?@ABCDE/FGHIJKLMNOPQ@RSHIFGHIJKLMNOPQ@RSHIFGHIJKLMNOPQ@RSHIFGHIJKLMNOPQ@RSHI9999 

(2) The approval from DBSML does not automatically imply the approval of other authorities concerned.  
#$%&'()*+,-201T5UVWX*YZ[#$%&'()*+,-201T5UVWX*YZ[#$%&'()*+,-201T5UVWX*YZ[#$%&'()*+,-201T5UVWX*YZ[ / ,\]^201,\]^201,\]^201,\]^2019999  

(3) DBSML reserves the right to remove any unapproved fixtures and structures or to stop any renovation works or any heavy mechanical devices that 
may constitute nuisance or damage or hazard to the general public. Such action may include but not limited to temporarily suspension of water and 
power supply to the renovating premises without further warning.  All costs incurred in such proceedings shall be reimbursed by the 
Owner/Tenant/Authorized Party concerned. 
#$%&'()*+,-*_`abc!d012efPghijk#$%&'()*+,-*_`abc!d012efPghijk#$%&'()*+,-*_`abc!d012efPghijk#$%&'()*+,-*_`abc!d012efPghijk4444lmnbco,pqrstluv28wlxyz{2|}lmnbco,pqrstluv28wlxyz{2|}lmnbco,pqrstluv28wlxyz{2|}lmnbco,pqrstluv28wlxyz{2|}4444()~*_()~*_()~*_()~*_

���m����P���e�HIL�n�8w�������m����P���e�HIL�n�8w�������m����P���e�HIL�n�8w�������m����P���e�HIL�n�8w����9999������������/��������/�_E������nl`a�i8w���2 ¡�_E������nl`a�i8w���2 ¡�_E������nl`a�i8w���2 ¡�_E������nl`a�i8w���2 ¡9999 
(4) Work may only be carried out between 9:00a.m. and 5:00p.m. Mondays to Fridays. No noisy work is permitted on Saturdays.  No work will be 

allowed on Public Holidays. 
8w¢6C£¤¥¦8w¢6C£¤¥¦8w¢6C£¤¥¦8w¢6C£¤¥¦§§§§¨©ª�¦«©§�2¬��¨©ª�¦«©§�2¬��¨©ª�¦«©§�2¬��¨©ª�¦«©§�2¬��9999­®­®­®­®56565656��¯°8w��¯°8w��¯°8w��¯°8w9999 ,p±¤�n8w��,p±¤�n8w��,p±¤�n8w��,p±¤�n8w��9999 

(5) Owner/Tenant/Authorized Party is responsible for removing all debris or waste materials arising from such work which must not be left unattended 
in the common area.  Such debris or waste shall be put into bags or well covered. DBSML will remove any unattended debris or waste left in 
common area without prior notice and the cost incurred in the removal shall be reimbursed by the Owner/Tenant/Authorized Party concerned. 
��������/��������/�_E���_E���_E���_E����²)�*8w��2³´Pµ¶�T51·fC,p¸¹��²)�*8w��2³´Pµ¶�T51·fC,p¸¹��²)�*8w��2³´Pµ¶�T51·fC,p¸¹��²)�*8w��2³´Pµ¶�T51·fC,p¸¹9999*Y2³´Pµ¶�ºC»¼l½¾¿À*Y2³´Pµ¶�ºC»¼l½¾¿À*Y2³´Pµ¶�ºC»¼l½¾¿À*Y2³´Pµ¶�ºC»¼l½¾¿À9999#$%&'()#$%&'()#$%&'()#$%&'()

*+,-?²)·fC,p¸¹2³´Pµ¶�5}Á�ÂQ*+,-?²)·fC,p¸¹2³´Pµ¶�5}Á�ÂQ*+,-?²)·fC,p¸¹2³´Pµ¶�5}Á�ÂQ*+,-?²)·fC,p¸¹2³´Pµ¶�5}Á�ÂQ4444��������/��������/�_E�T����²)���2 ¡�_E�T����²)���2 ¡�_E�T����²)���2 ¡�_E�T����²)���2 ¡9999 
(6) Construction Workers Registration Ordinance is enacted. Owners/Tenant/Authorized Party should employ Registered Construction Workers to 

carry out works for designated trade, if required. 
gÃ�8EÄÅÆÇÈÉÊgÃ�8EÄÅÆÇÈÉÊgÃ�8EÄÅÆÇÈÉÊgÃ�8EÄÅÆÇÈÉÊ9999Ë*ÌÍË*ÌÍË*ÌÍË*ÌÍ4444��������/��������/�_E��Î¡ÈÄÅÏgÃ�8E��*Y8}�_E��Î¡ÈÄÅÏgÃ�8E��*Y8}�_E��Î¡ÈÄÅÏgÃ�8E��*Y8}�_E��Î¡ÈÄÅÏgÃ�8E��*Y8}9999 

(7) Owner/Tenant/Authorized Party understands and agrees that DBSML may, for security purpose, record the number and name shown in the identity 
card or green card of workers before they carry out renovation work inside his/her premises. DBSML has obtained the full support of the Police to 
do so. 
��������/��������/�_E�ÐÑPÒÓ#$%&'()*+,-6ÔCÕÖ)×�_E�ÐÑPÒÓ#$%&'()*+,-6ÔCÕÖ)×�_E�ÐÑPÒÓ#$%&'()*+,-6ÔCÕÖ)×�_E�ÐÑPÒÓ#$%&'()*+,-6ÔCÕÖ)×4444C8E HIØ��e�3ÙÚWÛÜÝlÞß¨2àáPâãC8E HIØ��e�3ÙÚWÛÜÝlÞß¨2àáPâãC8E HIØ��e�3ÙÚWÛÜÝlÞß¨2àáPâãC8E HIØ��e�3ÙÚWÛÜÝlÞß¨2àáPâã9999ä¹ä¹ä¹ä¹

åæ�çè#$%&'()*+,-���éÙÚåæ�çè#$%&'()*+,-���éÙÚåæ�çè#$%&'()*+,-���éÙÚåæ�çè#$%&'()*+,-���éÙÚ9999 
 

I/We undertake to indemnify DBSML for any claims arising from the captioned work and commit carry out the work in a safe manner and avoid any 
potential damage to concealed gas, water or electrical works. 
DEDEDEDE/FGêÓëì#$%&'()*+,-¥í×�8w�Ãr2uîFGêÓëì#$%&'()*+,-¥í×�8w�Ãr2uîFGêÓëì#$%&'()*+,-¥í×�8w�Ãr2uîFGêÓëì#$%&'()*+,-¥í×�8w�Ãr2uî4444TïðÖæñ8Pòóoôõö÷l��ø(ÃrbcuùTïðÖæñ8Pòóoôõö÷l��ø(ÃrbcuùTïðÖæñ8Pòóoôõö÷l��ø(ÃrbcuùTïðÖæñ8Pòóoôõö÷l��ø(Ãrbcuù9999 
 
I/We undertake to be responsible for any misbehaviour of the contractor(s) employed by me/us. 
DEDEDEDE/FGêÓ���ú¡2ïûü25:�¾FGêÓ���ú¡2ïûü25:�¾FGêÓ���ú¡2ïûü25:�¾FGêÓ���ú¡2ïûü25:�¾9999 
 
I/We undertake to abide by the City Rules relating to decoration and alteration work and the attached “Guidelines & Procedures to be Followed for 
Renovation Work in Discovery Bay” and to fully indemnify DBSML against any breach of the same by me/us or by the contractor(s) employed by me/us. 
DEDEDEDE/FGêÓýþÿ !ÇØ*Ye�P"g8w2Æ#P$%2FGêÓýþÿ !ÇØ*Ye�P"g8w2Æ#P$%2FGêÓýþÿ !ÇØ*Ye�P"g8w2Æ#P$%2FGêÓýþÿ !ÇØ*Ye�P"g8w2Æ#P$%2&&&&#$%Øe�8w�Q#$%Øe�8w�Q#$%Øe�8w�Q#$%Øe�8w�Q''''�*Æ#�*Æ#�*Æ#�*Æ#((((Ò�)DEÒ�)DEÒ�)DEÒ�)DE/FGlú¡2ïûü !*Y�QFGlú¡2ïûü !*Y�QFGlú¡2ïûü !*Y�QFGlú¡2ïûü !*Y�Q

PÆ#PÆ#PÆ#PÆ#4444DEDEDEDE/FGêÓ"#$%&'()*+,-}#æ/$ëFGêÓ"#$%&'()*+,-}#æ/$ëFGêÓ"#$%&'()*+,-}#æ/$ëFGêÓ"#$%&'()*+,-}#æ/$ë9999 
 
I/We acknowledge receipt of the enclosed notice issued by the Buildings Department regarding the unauthorized building works and undertake to abide by 
its content. 
DEDEDEDE/FG%&È'FG%&È'FG%&È'FG%&È'    $%2$%2$%2$%2!"#!"#!"#!"#*Y Çg*Y Çg*Y Çg*Y Çg$$$$8wÂ8wÂ8wÂ8wÂ%%%%T@ýþ*Y!T@ýþ*Y!T@ýþ*Y!T@ýþ*Y!&&&&9999 
 
I/We declare that Messrs. 
DEDEDEDE/FGFGFGFG''''ÐÈú¡ÐÈú¡ÐÈú¡ÐÈú¡                                                                                     _________     ( ( (( ( (( ( (( ( (         
 (Name of Decoration Company/Contractor / ïûe�,-ïûe�,-ïûe�,-ïûe�,-/ïûüãïûüãïûüãïûüã))))) 
has been employed by me/us to carry out the above renovation work (see Part A). 
¾DHI��e�8w¾DHI��e�8w¾DHI��e�8w¾DHI��e�8w (*+*+*+*+]]]]) 
 
I/We, the Renovation Company/Contractor for the renovating unit, understand and hereby allow DBSML to post our company/my details near the entrance 
of the unit concerned and notify nearby units at the discretion of DBSML . 
DEDEDEDE/FG¾e�HI2e�,-FG¾e�HI2e�,-FG¾e�HI2e�,-FG¾e�HI2e�,-/ïûüïûüïûüïûü4444,,,,ÐÑP1ÐÑP1ÐÑP1ÐÑP1----#$%&'()*+,-#$%&'()*+,-#$%&'()*+,-#$%&'()*+,-....����/&/&/&/&ABD,-ABD,-ABD,-ABD,-/DEM¶Ce�HIJKPQ@RSHIDEM¶Ce�HIJKPQ@RSHIDEM¶Ce�HIJKPQ@RSHIDEM¶Ce�HIJKPQ@RSHI9999 
 
Office Address of Renovation Company/Contractor 
e�,-e�,-e�,-e�,-/ïûü¸ïûü¸ïûü¸ïûü¸0000:                                                                                             ________   ((((       
Contact Tel. No. Person to Contact 
12121212�(�(�(�(:                                            12121212EEEE:                                          ( (( (( (( (  _________   
 
Signature & Company Chop of Renovation Company /Contractor 
ïûe�,-ïûe�,-ïûe�,-ïûe�,-/ïûüïûüïûüïûü3#3#3#3#PÀPÀPÀPÀ4444:                                         ( (( (( (( (   _ _ _ _ _ _  
 
Payee of the renovation deposit 
e�e�e�e�56565656çìçìçìçì7777 :           __________                                                                                                              
 
Name of Owner/Tenant/Authorized Party (in BLOCK Letter) *   Signature of Owner/Tenant/Authorized Party* 
(To be supported by valid Authorization letter)   ��������/��������/�_E��_E��_E��_E�3#3#3#3#8888 
��������/��������/�_E�âã�_E�âã�_E�âã�_E�âã(<<<<9999��_��_��_��_::::kkkk)* (<¡<¡<¡<¡;<;<;<;<) :    
 
                                                           _________                     ((((                     _      
Contact Tel. No.    Person to Contact (Tel. No.) 
12121212�(�(�(�(:                                               12121212E�(E�(E�(E�(:         ______              (                )   
Renovating Unit Address    Date 
e�HIe�HIe�HIe�HI:                                               ====¤¤¤¤:             ( (( (( (( ( _________((((                        _        
 
 

  FOR OFFICE USE ONLY ����>>>>×D,-×D,-×D,-×D,-?@?@?@?@: Received Date :                                  

   Received By :                                    

  Approved By :                               Access Pass Nos. :                                

  Date :                                       Deposit No. :                Amount:             
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GUIDELINES & PROCEDURES TO BE FOLLOWED FOR RENOVATION WORK IN 
DISCOVERY BAY 
 
1. Owner/Tenant/Authorized Party applies directly to the City Management Office before commencement of work in accordance with Section B & G of the 

City Rules.  It should be noted that Owner/Tenant/Authorized Party are not entitled to alter the external appearance of the premises owned or occupied by 

them (including repainting of the external walls) unless with the prior written consent of City Management.  City Management may in its absolute 

discretion withhold approval without giving any reason. 

 

2. Owner/Tenant/Authorized Party are required to pay a renovation deposit, depending on the size of the premises and the amount of work to be undertaken, 

to City Management.  Such renovation deposit will be refunded upon completion of the work, subject to full compliance with the following 3 conditions:- 

 

a) the work has been completed in accordance with the details specified and approved on the application form.  

b) Owner/Tenant/Authorized Party is responsible for removing all debris or waste materials arising from such work which must not be left unattended 

in the common area.  Such debris or waste shall be put into bags or well covered. DBSML will remove any unattended debris or waste left in 

common area without prior notice and the cost incurred in the removal thereto shall be reimbursed by the Owner/Tenant/Authorized Party 

concerned.  Please note that in accordance with the current statutory requirement, all construction waste producer(s) such as contractor(s) or 

premises Owner/Tenant/Authorized Party who undergoes renovation /fitting-out work prior to using government waste disposal facilities, needs to 

open a billing account with the Environment Protection Department (EDP) and pays for such construction waste disposal charge as levied by the 

EPD.  Owner/Tenant/Authorized Party may also engage a contractor with valid billing account to make arrangement for disposal of the 

construction waste. 

c) no damage or loss has been caused to any common areas or facilities. 

 

Owner/Tenant/Authorized Party will not be entitled to any refund so long as any one of the above conditions remains dissatisfactory. 

 

When the work is completed, the original renovation deposit receipt must be returned to City Management for the application of renovation deposit refund.  

If everything is in order, the deposit will be returned without interest within 7 working days. 

 

3. Decoration Company/Contractor MUST provide detail information of their site supervisor, project manager and workmen  at the time of application and 

the information should include the Name and Identity Card Number.  The Contractor should notify City Management of any changes on deployment of 

workmen during the course of renovation. City Management and its representatives may conduct inspection from time to time to  verify the identity of the 

workmen working in the unit, and reserve the right to request any workmen who are not in the list or do not possess a valid Work Permit to leave the 

premises immediately.    

 

4. Renovation pass will be issued (subject to payment of HK$50.00 each, comprising HK$40.00 security deposit and HK$10.00 non-refundable pass fee) to 

all workmen employed by contractors carrying out the work after approval by City Management Office.  Once the work is completed, the renovation pass 

and the original security deposit receipt must be returned to City Management before the security deposit can be refunded.  No contractors or workers will 

be allowed to carry out any renovation work in Discovery Bay unless they are in possession of valid renovation pass.  Each worker is required to bear this 

pass at all times while on site. 

 

5. City Management reserves the right to inspect the progress and conduct of the work at any time to ensure that it is carried out in the approved manner and 

in accordance with the City Rules and to take immediate action to stop the contractor from intending to proceed or proceeding with any unauthorized 

works.  Upon request, the worker must show the renovation pass for identification. 

 

6. No worker of the Decoration Company/Contractor shall be allowed to stay overnight on site without the consent of Owner/Tenant/Authorized Party. 

 

7. In order not to disturb other residents, Work may only be carried out between 9:00a.m. and 5:00p.m. Mondays to Fridays. No noisy work is 

permitted on Saturdays.  No work will be allowed on Public Holidays.  

 

8. Decoration Company/Contractor are not permitted to bring any motor vehicles to Discovery Bay without prior approval by City Management Office. 

(Details please refer to Section E of the City Rules) 

 

9. For general guidance on those renovation items which are permissible, please contact our staff at the Local Management Office or the City Management 

Office. (For Chianti only: All environmental balconies are not permitted to be altered or enclosed.  Balconies of two adjacent units are also not 

allowed to be combined into one. ) 

 

10. The Owner/Tenant/Authorized Party shall be fully responsible for the conduct and activities of the workers of the decoration company /contractor.  

During the renovation, the main door must be closed at all times. 

 

11. For any work or queries involving like LPG supply system, please contact San Hing (LPG) Co. Ltd. (Tel. No. 2987 6738) before work starts.  San Hing 

(LPG) Co. Ltd. will advise the Owner/Tenant/Authorized Party on the safety guidelines and relevant requirements. 

 

12. Decoration Company / Contractor must obtain the prior approval from City Management before proceeding with scaffolding erection on external wall. 

Upon its completion but before allowing workers to get the access through the scaffold, the contractor is required to submit the approved Form 5 and its 

subsequent renewal (if any) to City Management for record purpose.  City Management may deny access to the scaffold unless and until Form 5 reaches 

City Management.  Under no circumstances, City Management will assume any responsibility or liability arising from or caused by the failure of 

obtaining the approval or its subsequent renewal of Form 5. 

 

We trust you will appreciate the above measures are aimed to maintain a tranquil and harmonious living environment for all the residents of Discovery Bay.  

Thank you for your cooperation. 

 CITY MANAGEMENT OFFICE 
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1.  ! ! ! !/"#"#"#"#/$%&'()*+,-./012$%&'()*+,-./012$%&'()*+,-./012$%&'()*+,-./012 B 3333 4444 56/0789:;56/0789:;56/0789:;56/0789:;<<<<=>?@AB/0789CD=>?@AB/0789CD=>?@AB/0789CD=>?@AB/0789CDEEEEFG !FG !FG !FG !/"#"#"#"#/$%$%$%$%

&'HIJKLMNOPQR&'HIJKLMNOPQR&'HIJKLMNOPQR&'HIJKLMNOPQRSSSSTUIJVQWXYZ[TUIJVQWXYZ[TUIJVQWXYZ[TUIJVQWXYZ[\<\<\<\</0789]%^_]`P:;/0789]%^_]`P:;/0789]%^_]`P:;/0789]%^_]`P:;EEEEab,cdFGefab,cdFGefab,cdFGefab,cdFGef<<<< 

 

2. g] !g] !g] !g] !/"#"#"#"#/$%&'H,hi*jklmdnopqr78]stu$%&'H,hi*jklmdnopqr78]stu$%&'H,hi*jklmdnopqr78]stu$%&'H,hi*jklmdnopqr78]stuEEEEMvwxNOyz3*j5{|}~�MvwxNOyz3*j5{|}~�MvwxNOyz3*j5{|}~�MvwxNOyz3*j5{|}~�<<<<*j���*j���*j���*j���EEEE

����x��51�����x��51�����x��51�����x��51�EEEE�5klVA�v���5klVA�v���5klVA�v���5klVA�v������ 

����\\\\    ��*jH��:;���g��a�/0789CD�1�����*jH��:;���g��a�/0789CD�1�����*jH��:;���g��a�/0789CD�1�����*jH��:;���g��a�/0789CD�1���<<<< 

����\\\\     ! ! ! !����"#"#"#"#����$%&',�� 8g]*$%&',�� 8g]*$%&',�� 8g]*$%&',�� 8g]*j¡¢P£¤3¥¦j¡¢P£¤3¥¦j¡¢P£¤3¥¦j¡¢P£¤3¥¦EEEEID§¨©tª«¬ID§¨©tª«¬ID§¨©tª«¬ID§¨©tª«¬<<<<]`P£¤3¥¦,­©®¯°±²]`P£¤3¥¦,­©®¯°±²]`P£¤3¥¦,­©®¯°±²]`P£¤3¥¦,­©®¯°±²

³´³´³´³´<<<<nopqr78]stuV 8§¨©tª«¬P£¤3¥¦aIµ¶·¸¹nopqr78]stuV 8§¨©tª«¬P£¤3¥¦aIµ¶·¸¹nopqr78]stuV 8§¨©tª«¬P£¤3¥¦aIµ¶·¸¹nopqr78]stuV 8§¨©tª«¬P£¤3¥¦aIµ¶·¸¹EEEE ! ! ! !����"#"#"#"#����$%&'º,��» $%&'º,��» $%&'º,��» $%&'º,��» 

8a¡¢P]`m¼8a¡¢P]`m¼8a¡¢P]`m¼8a¡¢P]`m¼<<<<;½¾;½¾;½¾;½¾EEEEk¿ÀÁÂ1�k¿ÀÁÂ1�k¿ÀÁÂ1�k¿ÀÁÂ1�EEEEg]ÃÄ¥¦ÅÆÇg]ÃÄ¥¦ÅÆÇg]ÃÄ¥¦ÅÆÇg]ÃÄ¥¦ÅÆÇEEEEÂ�ÈÉÊ°ËÌ !Â�ÈÉÊ°ËÌ !Â�ÈÉÊ°ËÌ !Â�ÈÉÊ°ËÌ !����"#"#"#"#����$%&'(Í·Î$%&'(Í·Î$%&'(Í·Î$%&'(Í·Î

ÏÏÏÏ����ÏÐ�ÏÐ�ÏÐ�ÏÐ�EEEEaÑÒÓ¼ÔÕ�¥Ö98×ØaÑÒÓ¼ÔÕ�¥Ö98×ØaÑÒÓ¼ÔÕ�¥Ö98×ØaÑÒÓ¼ÔÕ�¥Ö98×ØEEEEÙ,6ÚÛÜÝÞßàÙ,6ÚÛÜÝÞßàÙ,6ÚÛÜÝÞßàÙ,6ÚÛÜÝÞßàááááÜÞàÜÞàÜÞàÜÞàââââã×#äåi]`¥Ö98mã×#äåi]`¥Ö98mã×#äåi]`¥Ö98mã×#äåi]`¥Ö98m<<<<ææææ  ! ! ! !����"#"#"#"#

����$%&'çJè¼é6ÜÞ9ã×]ê�ÃÄ¥Ö9¨ë#PÈÉÊìí]`ÃÄ¥Ö§¨$%&'çJè¼é6ÜÞ9ã×]ê�ÃÄ¥Ö9¨ë#PÈÉÊìí]`ÃÄ¥Ö§¨$%&'çJè¼é6ÜÞ9ã×]ê�ÃÄ¥Ö9¨ë#PÈÉÊìí]`ÃÄ¥Ö§¨$%&'çJè¼é6ÜÞ9ã×]ê�ÃÄ¥Ö9¨ë#PÈÉÊìí]`ÃÄ¥Ö§¨<<<<ææææ
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UNAUTHORIZED BUILDING WORKS 

 

Owners / Occupiers are hereby informed that the premises are under surveillance by the Buildings 

Department for any unauthorized building works (UBWs). It is advised to note that before proceeding with 

any alteration or addition work to the premises, owners / occupiers should ascertain whether the proposed 

work would contravene the provisions of Building Ordinance. 

 

Building works including metal cages, air-conditioning cooling towers, canopies, flat roof structures, 

rooftop structures, structural alterations, drainage connections and etc. contravene the provisions of the 

Buildings Ordinance and are therefore unauthorized.  It may therefore be to a responsible owner’s / 

occupier’s advantage to organize the removal work as soon as possible.  It is also your responsibility to 

maintain your premises in a safe and sound condition and free from UBWs. 

 

Owners / Occupiers are suggested taking steps to immediately remove any UBWs and reinstate the premises 

to accord with the latest approved building plans.  Reference can be made to the ‘Guidelines for the 

Removal of Typical Unauthorized Building Works and General Maintenance of External Walls’ issued by 

the Buildings Department. Owners / Occupiers are also recommended to directly contact the Buildings 

Department as follows: 

Buildings Department 

12/F Pioneer Centre, 750 Nathan Road, Kowloon 

 

Tel. 2626 1616 
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GUIDELINES & PROCEDURES TO BE FOLLOWED FOR RENOVATION WORK IN 
DISCOVERY BAY 
 
1. Owner/Tenant/Authorized Party applies directly to the City Management Office before commencement of work in accordance with Section B & G of the 

City Rules.  It should be noted that Owner/Tenant/Authorized Party are not entitled to alter the external appearance of the premises owned or occupied by 

them (including repainting of the external walls) unless with the prior written consent of City Management.  City Management may in its absolute 

discretion withhold approval without giving any reason. 

 

2. Owner/Tenant/Authorized Party are required to pay a renovation deposit, depending on the size of the premises and the amount of work to be undertaken, 

to City Management.  Such renovation deposit will be refunded upon completion of the work, subject to full compliance with the following 3 conditions:- 

 

d) the work has been completed in accordance with the details specified and approved on the application form.  

e) Owner/Tenant/Authorized Party is responsible for removing all debris or waste materials arising from such work which must not be left unattended 

in the common area.  Such debris or waste shall be put into bags or well covered. DBSML will remove any unattended debris or waste left in 

common area without prior notice and the cost incurred in the removal thereto shall be reimbursed by the Owner/Tenant/Authorized Party 

concerned.  Please note that in accordance with the current statutory requirement, all construction waste producer(s) such as contractor(s) or 

premises Owner/Tenant/Authorized Party who undergoes renovation /fitting-out work prior to using government waste disposal facilities, needs to 

open a billing account with the Environment Protection Department (EDP) and pays for such construction waste disposal charge as levied by the 

EPD.  Owner/Tenant/Authorized Party may also engage a contractor with valid billing account to make arrangement for disposal of the 

construction waste. 

f) no damage or loss has been caused to any common areas or facilities. 

 

Owner/Tenant/Authorized Party will not be entitled to any refund so long as any one of the above conditions remains dissatisfactory. 

 

When the work is completed, the original renovation deposit receipt must be returned to City Management for the application of renovation deposit refund.  

If everything is in order, the deposit will be returned without interest within 7 working days. 

 

3. Decoration Company/Contractor MUST provide detail information of their site supervisor, project manager and workmen  at the time of application and 

the information should include the Name and Identity Card Number.  The Contractor should notify City Management of any changes on deployment of 

workmen during the course of renovation. City Management and its representatives may conduct inspection from time to time to  verify the identity of the 

workmen working in the unit, and reserve the right to request any workmen who are not in the list or do not possess a valid Work Permit to leave the 

premises immediately.    

 

4. Renovation pass will be issued (subject to payment of HK$50.00 each, comprising HK$40.00 security deposit and HK$10.00 non-refundable pass fee) to 

all workmen employed by contractors carrying out the work after approval by City Management Office.  Once the work is completed, the renovation pass 

and the original security deposit receipt must be returned to City Management before the security deposit can be refunded.  No contractors or workers will 

be allowed to carry out any renovation work in Discovery Bay unless they are in possession of valid renovation pass.  Each worker is required to bear this 

pass at all times while on site. 

 

5. City Management reserves the right to inspect the progress and conduct of the work at any time to ensure that it is carried out in the approved manner and 

in accordance with the City Rules and to take immediate action to stop the contractor from intending to proceed or proceeding with any unauthorized 

works.  Upon request, the worker must show the renovation pass for identification. 

 

6. No worker of the Decoration Company/Contractor shall be allowed to stay overnight on site without the consent of Owner/Tenant/Authorized Party. 

 

7. In order not to disturb other residents, Work may only be carried out between 9:00a.m. and 5:00p.m. Mondays to Fridays. No noisy work is 

permitted on Saturdays.  No work will be allowed on Public Holidays.  

 

8. Decoration Company/Contractor are not permitted to bring any motor vehicles to Discovery Bay without prior approval by City Management Office. 

(Details please refer to Section E of the City Rules) 

 

9. For general guidance on those renovation items which are permissible, please contact our staff at the Local Management Office or the City Management 

Office. (For Chianti only: All environmental balconies are not permitted to be altered or enclosed.  Balconies of two adjacent units are also not 

allowed to be combined into one. ) 

 

10. The Owner/Tenant/Authorized Party shall be fully responsible for the conduct and activities of the workers of the decoration company /contractor.  

During the renovation, the main door must be closed at all times. 

 

11. For any work or queries involving like LPG supply system, please contact San Hing (LPG) Co. Ltd. (Tel. No. 2987 6738) before work starts.  San Hing 

(LPG) Co. Ltd. will advise the Owner/Tenant/Authorized Party on the safety guidelines and relevant requirements. 

 

12. Decoration Company / Contractor must obtain the prior approval from City Management before proceeding with scaffolding erection on external wall. 

Upon its completion but before allowing workers to get the access through the scaffold, the contractor is required to submit the approved Form 5 and its 

subsequent renewal (if any) to City Management for record purpose.  City Management may deny access to the scaffold unless and until Form 5 reaches 

City Management.  Under no circumstances, City Management will assume any responsibility or liability arising from or caused by the failure of 

obtaining the approval or its subsequent renewal of Form 5. 

 

We trust you will appreciate the above measures are aimed to maintain a tranquil and harmonious living environment for all the residents of Discovery Bay.  

Thank you for your cooperation. 

 CITY MANAGEMENT OFFICE 
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Form No: DB/DEC/001                                                                        Filename: 001 Application for Pemission to Renovation (July 2013) 

 

 

Record of Worker information for Renovation 

�������������������������������������	�	�	�	 

 

Renovating Unit ����  

Name of Decoration Company ����	  

Contact Person 
��  

Contact Number 
�
�  

 

Apply Date 

���� 
Worker Name (In English) ���� (��) 

ID/Greencard number 

���/����� 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 
The information provided on this form will only be used for renovation application and will be kept confidential. Applicants who wish to revise the data, 

please contact us.  
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It is the decoration company’s / contractor’s responsibility to keep the above personal data confidential. It is your duties to ensure the above information 

not to be disclosed to other parties while collecting the above personal data.  
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