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SME Export Marketing Fund
Checklist of Documents Required for Submitting Applications
Q) Original of the completed application form
(2 A copy of valid Business Registration (BR) Certificate
3) A copy of the Hong Kong Identity Card or Passport of the person signing the application form
4) Original and copy of receipts of the declared fundable items as well as copy of the relevant
invoices, contracts and quotations, etc
(5) Certified Extract/Electronic Extract of Information on the Business Register [i.e. Forms 1(a) of
the BR] and/or Annual Return of the Companies Registry (i.e. Form AR1)
(6) Original of the complete Additional Declaration Form (only applicable if the applicant’s BR has

more than one branch)

For applicants who are exhibitors of trade fairs/ exhibitions or delegation members of business missions,
items (7)-(9) are also required:

()
(8)

©)

Brochures or pamphlets containing details of the activity and the organiser (name of the organiser,
activity name and details, date of the activity, etc must be clearly shown)

Proof of applicant’s complete participation of the activity [e.g. delegation list, fair directory with
exhibitor’s information to indicate that the exhibitor is the applicant itself, photo of booth
showing the exhibitor name and booth number, exhibitor badge and/or travelling (air tickets or
boarding pass) and accommodation proof (hotel booking records or charge records) of
employers/local employees participating in the activity, etc]

Status proof of employers/local employees attending the activity [e.g. Mandatory Provident Fund
records issued by the trustees]

For applicants who have advertised in trade publications, item (10) is also required:

(10)

Original copy of the trade publication containing the advertisement



For applicants who have advertised on eligible trade website, item (11) is also required:
(11) Printout of website showing the advertisement and certified by the website service provider.

The above is for reference only. The Department reserves at all times the absolute right to require the
applicant to submit additional documentary proof to substantiate its application.

Trade and Industry Department
15 June 2009



