Checklist for Documents to be submitted by Applicants for Registration as
Class 1 and/or Class 2 Fire Service Installation Contractors (FSICs)
	
	(
	Documents (if applicable)
	Remarks

	1
	
	Completed application form
	

	2
	
	Officially certified true copy of Business Registration Certificate (BRC)
	· Obtainable from the Business Registration Office of the Inland Revenue Department.
· (Applicable to unlimited companies) the registered address and corresponding address for FSICs must be the same as the business address on the BRC.

	3
	
	Officially certified true copy of Business Registration Application Form
	Obtainable from the Business Registration Office of the Inland Revenue Department.

	4
	
	Printed copy of the Memorandum and Articles of Association
	Applicable to limited companies only.

	5
	
	Officially certified true copy of Certificate of Incorporation (C of I)
	· Applicable to limited companies only

· Obtainable from the Companies Registry.
· (Applicable to limited companies) the registered address and corresponding address for FSICs must be the same as the address of the registered office on the C of I.

	6
	
	A copy of the proposed qualified person’s employment contract (for employee) or relevant business registration / companies registration record (for partner or director)
	

	7
	
	A Copy of the latest MPF contribution record of the proposed qualified person
	

	8
	
	Written confirmation on whether the proposed qualified person is under full-time employment and whether they are at the same time being employed by another registered FSIC
	Applicable to proposed qualified person of any status (i.e. employee, partner or director).

	9
	
	A copy of the degree certificate in electrical engineering of the proposed qualified person
	· Applicable to Class 1 applicants only
· The holder’s name, the degree awarded and the period of study should be shown on the certificate.
· Qualifications for other disciplines such as building services engineering and fire engineering are not accepted for registration at present.
· Members of relevant professional bodies without a degree in electrical engineering are also not eligible for registration.

	10
	
	Copy of certificate for Higher Certificate or Diploma programme in Electrical Engineering completed by the proposed qualified person
	· Applicable to Class 2 applicants only
· The holder’s name, name of course studied and the period of study should be shown on the certificate.
· Qualifications in other disciplines such as Building Services Engineering and Fire Engineering are not accepted for registration at present.

	11
	
	Copy of Grade I Plumber’s licence of the proposed qualified person
	Applicable to Class 2 applicants only.

	12
	
	Copy of HKID of the proposed qualified person
	

	13
	
	Specimen signature of the proposed qualified person
	

	14
	
	Copies of HKID of authorized signatories
	

	15
	
	Proof of employment status for authorized signatories (same as Item 6 above)
	

	16
	
	Specimen signatures of authorized signatories
	

	17
	
	Copy of acceptance letter issued by the Director of Fire Services for smoke/fire detection or alarm products manufactured by the applicant.
	· Applicable to Class 1 applicants only.
· The name of manufacturer on the acceptance letter should be the same as the applicant’s name.

	18
	
	Original copy of appointment letter issued by a manufacturer of smoke/fire detection or alarm products and
Copy of acceptance letter issued by the Director of Fire Services to the manufacturer or certificate/letter/ record of listing issued by ‘Product Certification Bodies’ (Please refer to FSD Circular Letter No. 1/2007 for details).

	· Name of the authorized agent, the appointment period and the model and type of products accepted by the Director of Fire Services which are covered by the appointment, should be specified on the letter.
· The appointment letter should be issued by the manufacturer shown on the acceptance letter / the supporting documents for product listing.

	19
	
	List of workshop equipment
	

	20
	
	Workshop address in both English and Chinese
	

	21
	
	Purchase or lease agreement of the workshop premises
	Please make sure that the landlord has no objection to the use of the premises as a workshop and that such use would not violate the provisions in the agreement.

	22
	
	Written authorization for the use of the workshop
	Applicable if the applicant is neither the landlord nor the tenant.

	23
	
	Copy of receipts for payment of Government rates or utility charges in respect of the workshop premises
	Applicable if the lease agreement has not been stamped.

	24
	
	Layout plan of the workshop
	The workshop need not be set up in a separate flat.  However, it should be clearly separated from other parts of the same flat (e.g. office or store room) and should have a minimum area of 10 m2. 

	25
	
	Completed ‘Workshop Equipment Ownership Undertaking Form’
	


