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	Explanatory Notes – Application for 2026/27 Baseline Allocations 


I. General Information
1. In accordance with prevailing Allocation Procedures, existing Member Agencies can apply for Chest support under four funding categories:

· Baseline Allocations
· Time Limited Projects
}
· Capital Project Fund
} 
· Social Innovation Fund
} 
2. Renewal of Baseline Allocations
2.1 Forms applicable for applying Baseline Allocations are as follows:

i. Form A – Information Update
ii. Form B – Executive Summary

iii. Form C – Summary of Services

iv. Form D – Programme Plan for Service/Project
v. Form E – Programme Plan for Central Support

vi. Form F – 2025/26 Service Programme 6-Month Progress Report

vii. Form G – 2025/26 Central Support 6-Month Progress Report
2.2 6-Month Progress Report on Preceding Year’s (2025/26) Service Programme 
i. In accordance with the Allocation Procedures, 6-month progress reports detailing the accomplishments of the Agencies’ preceding year’s self-proposed Programme Plans have to be submitted to the Chest by completing respective spreadsheets at excel file which will be emailed to each agency in mid September 2025. 


ii. The first 6-month Progress Report for 2025/26 (i.e. April to September 2025) is due for submission in this year’s application to the Chest (deadline: 28 October 2025).  

iii. The second one is due for submission on 29 May 2026 and the relevant excel file will be provided in April 2026.    

3. Closing Dates for Application :

2026/27 Baseline Allocations: 28 October 2025
3.1 Member Agencies should strictly adhere to the above deadline.  An Agency which is late in its submission runs the risk of delay in the provision of funds or of no allocation being provided in the next financial year.

3.2 The completed application forms, together with the supporting documents, should be addressed to:

Allocations Department
The Community Chest of Hong Kong
Unit 1805, 18/F Harcourt House, 
39 Gloucester Road
Wanchai, Hong Kong

3.3 Please mark “Application for 2026/27 Baseline Allocation” on the envelope.

4. Documents required to be submitted to the Chest

4.1 In addition to duly completed application forms mentioned above, Member Agencies should also enclose the following documents to the Chest:
i. One set of Audited Accounts and Annual Report for the year ended 31 March 2025; 

ii. Auditor’s Management Letter (A Draft Letter to the Auditor is given at Annex A for reference); 
iii. Letter of Undertaking for Self-Help Organisations only.
4.2 Both audited accounts and the auditor’s letter on agency management should reach the Chest office as soon as they are finalised and no later than 31 March 2026. 
4.3 The release of allocation payment is subject to the receipt and verification of these documents.  Please refer to Chapter VI of the Allocation Procedures for details.

5. Notification of Results and Enquiries

5.1 The Chest will notify member agencies in writing of the results of their applications in early April 2026. 

5.2 For enquiries, please contact our Allocations Department:

· By telephone at 2599 6110 during office hours

Mon to Fri :   9:00am - 12:45pm & 2:00pm - 6:00pm
Sat & Sun :   Closed

· By e-mail at baseline@commchest.org
II. How to Begin ?
1. Before you proceed to fill in the application forms, it is important that the 2026/27 Allocation Procedures have been reviewed and the contents carefully considered by the Executive Board of your Agency.  In particular:

	Paragraphs of Allocation Procedures
	Contents

	Chapter I, Paragraph 1.3
	The Objectives of the Chest’s Allocation System

	Chapter I, Paragraph 1.4-1.6
	Use of Chest Allocations to Services under Different Funding Categories

	Chapter II
	Outcome Measurement Model

	Chapter III, Paragraphs 3.14-3.15
	The Role of Agency’s Board and Public Accountability

	Chapter IV, Paragraphs 4.2-4.4
	Factors that would affect the Baseline Allocation

	Chapter IV, Paragraph 4.5
	Mechanism for Determining Allocation to Agency

	Chapter IV, Paragraph 4.6
	Support to Services under Different Funding Categories

	Chapter IV, Paragraph 4.9
	Improved Government Subvention


2. The Application Forms are specifically designed to facilitate the Executive Boards of our Member Agencies to plan and direct the use of Chest funding and to monitor the outcome of service subsequently.  Thus, you are strongly advised to treat the application procedures as part of your Agency’s self-evaluation process. The comments of your Agency’s Executive Boards as regards the previous year’s performance of Chest-supported services as well as on the proposed Programme Plans for next year need to be included in Form B (Part III) of the 2026/27 Baseline Allocations Application Forms.

3. The Application Forms have to be signed by the Chairperson (or another Executive Board member duly authorised by the Board).  Applications that are not properly signed and approved by the Agencies’ Boards will be returned for rectification.
III. Special Features for Application Forms
Form A – Information Update

Services

· Please update the information of the service units of Form A as at 31 March 2025.  A table which lists out the service units of your agency will be sent to your designated email address.  Please email the file to baseline@commchest.org after your checking and updating.  For any subsequent changes after the submission of the application form, please inform the Chest Office accordingly. 
[email : baseline@commchest.org]
· Please provide the estimated number of service users in a year.
Financial Situation

· Please provide the 2024/25 total income and expenditure of your agency.
· Please provide the 2024/25 income sources of your agency.
Form B – Executive Summary

· Your Executive Board is required to confirm the observation and compliance of certain requirements, and to authorise the Chest to obtain subvention information from relevant government departments for our verification purpose.
· The Chairperson of the agency’s Executive Board (or another Board member duly authorised by the Executive Board) is required to confirm that all information contained in the application is accurate and complete.
· Your Agency should carefully consider the proposed use of Chest funds right from the beginning when Form C is being prepared, as it would ultimately affect the contents of Form B “Executive Summary” (your Executive Board’s comments on the entire application) as well as the preparation of Form D, Form E, Form F and Form G.
· Thus, you should make sure that your Executive Board is well informed of the features of the application procedures and Executive Board meeting(s) should be planned during the period from early of August (application forms dispatched) to end of October (deadline of application) to discuss and properly authorise your application.
Part I
Agency’s Reference Level

· The 2026/27 Reference Level is set at the 2025/26 reference level.

· Both 2025/26 allocation and 2026/27 reference levels will be sent to your agency by email for your form filling. 


Part II
Request Summary

· The total request should be equal to the 2026/27 Reference Level. 


Part III
Agency’s Executive Board’s Comments on Chest-Supported Services

· Your Executive Board should note down its comments with regards to the performance of Chest supported services during the past year as well as on the entire 2026/27 Programme Plan.

· While the task of “form-filling” would likely be delegated to your Agency’s Administration, it is important that your Executive Board should participate in directing the process of the drafting of your 2026/27 Programme Plan. 

· Your Executive Board should also monitor the implementation of your 2025/26 Programme Plan so as to ensure the effective use of Chest funding.  The review of your operation during the previous year provides an opportunity for your Executive Board to undertake this monitoring.
Part IV
Checklist

· Part IV is a checklist for ensuring completeness of documents to be submitted by your Agency.

Part V
Confirmation by Chairperson

· The Chairperson of your Agency (or other authorised person approved by the Board) is asked to sign the application on behalf of your Executive Board.  The requirements set out at the lower half of that page should be noted.
· Applications that are not properly signed and approved by the Agencies’ Executive Boards will be returned for rectification.

Form C – Summary of Services

· You need first to consider the appropriation of available budget specified to your Agency by the Chest for continuation of Chest’s supported services (with reference to preceding year’s programme plan) as against the use of funds for new services or services not supported by the Chest previously.  You are reminded that funding for new services or services not supported by the Chest previously should be services eligible for grouping under project-based funding.
· You also need to consider the appropriation of the specified budget among services under different funding categories.  The level of Central Support should also be examined and justified. 
Part I
2025/26 Revised Budget

· Please fill in this part by analysing the distribution of Chest allocation among the different funding categories in 2025/26. 
· Since full flexibility has been given to member agencies in the use of the approved allocation, further amendments in the use of Chest allocation could be effected during the year.  If this is the case, then the revised 2025/26 funding usage should be recorded with details of the changes explained in the respective Form F or Form G (see below).
· For service / projects or central support items listed in the “2025/26 revised budget” columns, a Form F or Form G has to be prepared to give an account on: (i) amendments, if any, on programme plans submitted in previous year; and (ii) the progress and accomplishment of the concerned supported items in its first six months’ operation (i.e. from April to September 2025).  Please clearly note down the reference numbers of supplementary forms prepared under the “Ref (Form F or Form G)” column.

Part II
2026/27 Request

· You need to consider the appropriation of funds for the continuation of 2025/26 services as against the use of funds for undertaking service / projects not previously supported by the Chest.  You also need to consider the appropriation of funds among services under different funding categories.
· If Chest allocation is to be applied entirely to the continuation of existing services, then the sum of (x1), (x2) & (x3) will be equivalent to the 2026/27 Reference Level. 

· You may deploy some resources from the existing Chest’s supported service / project into services / projects not previously supported by the Chest.  In such case, then the sum of (x1), (x2), (x3) and (y1) will be equivalent to the 2026/27 Reference Level. 
· For each service / central support listed in the “2026/27 request” columns, either a Form D or a Form E has to be prepared. Please clearly note down the reference numbers of supplementary forms prepared under the “Ref (Form D or Form E)” column.
· You need to consider the sum of (x1), (x2), (x3) & (y1) will be equivalent to the 2026/27 total request.
Form D – Programme Plan for Service / Project

· Please provide the contact details of the responsible person for each project / service in case further information or clarification is required.
Type of Service

· For the continuation of Chest’s supported services, please tick the appropriate (Project-based Funding / Recurrent Support) box.  Please also provide the percentage of government subvention on those services under the funding category of Recurrent Support. For services/project not previously supported by the Chest, please tick the appropriate (Existing service / New service) box.  Please note that only service / project without government subvention will be considered, i.e. Project-based funding.
Objectives of Service

· Note down the objectives of the service and state why it is necessary to provide such service, making reference to how it serves the needs of our community.

Overall Service Description

· Please provide a general description on the Chest-supported activities.

Service Provisions in 18 Districts

· Please refer your Form A – Table A for filling the centre code. 

Proposed Budget
· Please provide the total projected expenditure of the service / project and the proposed usage of Chest allocation.  The expected output / outcome for each programme component should be elaborated.

Proposed Output and Outcome
· Expected output / outcome achievements can be expressed either quantitatively or qualitatively.  You need to make sure that output/outcome performance indicators are relevant to the achievement of the stated service objectives and are attributable by the use of Chest-supported resources (i.e. you should not report outputs or outcomes that are funded by government subvention).
· Please refer to Chapter II of the Allocation Procedures for the definitions of outputs and outcomes.
· New Service / Project – please list out your service targets at the space;
· Continuing Service / Project – please complete the column “2026/27 Level” at respective spreadsheets of the excel table (Reference: Form F).  You could introduce additional indicators which could clearly illustrate the service efficiency and effectiveness.  Justifications should be provided for any significant changes of service levels.
Form E – Programme Plan for Central Support
· Please provide the contact details of the responsible person for each central support items in case further information or clarification is required.
Overall Description of the Support Function

· Please provide a general description on the Central Support items and their functions which require Chest’s support.
Component / Resources Required and Justifications for the Funding Provision
· The “components” and the resources required would need to be individually identified and noted in the form. The proposed budget of Central Support is required to be submitted.  The Chest’s policy of providing central support to member agencies can be found in Para.4.6 of the Allocation Procedures.
· You need to put down the overall description of the concerned central support items and their functions, the components and the required resources to be supported by Chest funding, the justifications for the funding provision and the proposed budget on the Central Support.

Breakdown of Central Support

· Please complete the tables for PE and Non PE items.  The total requested amount (Sub-total A + Sub-total B) should be equal to the requested amount for this Central Support item.

Form F – 2025/26 Service Programme 6-Month Progress Report

· Please provide the contact details of the responsible person for each project / service in case further information or clarification is required.
· Progress of Service Programme: An Excel file which includes all the agreed performance indicators has been prepared for each member agency and will be emailed to your designated email address.  
· You are required to complete the spreadsheet for the columns “Actual Performance for April – September 2025” and “Projection for October 2025 – March 2026”.  Justification is required for any significant variance between the agreed performance indicators and the actual outcome.  Please send the completed file to the Chest Office by email (baseline@commchest.org).
· Please also fill in the column “2026/27 Level” for those continuing services / projects and enclose the printout with Form F for application.
· The respective excel file will be sent back to each agency by email in April 2026.  You should provide the service statistics for the remaining 6 months (October 2025 – March 2026) and send this file to the Chest Office again on or before 29 May 2026.
Form G – 2025/26 Central Support 6-Month Progress Report

Component / Resources Supported / Major Highlights in 2025/26
· Please provide a general description on the Chest-supported items and major development on central support to the whole agency.  If amendments are made to the previous year’s approved items, details of the amendments and the reasons for change should be explained and justified.

Possible Measures in lowering the expenditure on Central Support

· Please provide details if there is any re-engineering / re-structuring to lower the expenditure on Central Support.

· The End -

Annex A

[ Draft Letter to Auditor ]

Agency Letterhead

To
:
The Auditor

Agency Accounts
As part of the audit, please issue a Management Letter with specific emphasis on the adequacy and effectiveness of the accounting system which should identify and exhibit all the income and expenditures for each service supported by the Community Chest of Hong Kong.

A copy of this Letter will be submitted to the Community Chest of Hong Kong in due course.

Yours faithfully
Member Agency
Please refer respective guidelines from their application forms.
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