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SR &7 1. Hong Kong Association for Democracy and People's

Livelihood (ERB)
[ m%%éﬁ(f 7
2. Baptist Oi Kwan Social Service (ERB)

SITEEE DTN GET D

3. Caritas - Hong Kong (ERB)
AWPIE (P

4. Hong Kong Employment Development Service Limited
(ERB)
I I R L R (F R

5. HKCT Group Limited (ERB)
BRI R (R

6. The Hong Kong Confederation of Trade Unions (ERB)
F[?’EFE%& F j‘EEJ (f gn)

7. The Federation of Hong Kong and Kowloon Labour
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Unions (ERB)
3%F‘;JL‘";§: ﬂ_'l:i‘[:ﬁl[?éj;[fbl[ (‘F‘ gll)

8. The Scout Association of Hong Kong - The Friends of
Scouting (ERB)

Fliﬂq'ﬁﬁﬁ“ﬁjﬁﬁliﬂyﬂ (F] 55 #")

9. The Hong Kong Federation of Trade Unions (ERB)
FI?%F TEAII ?VIZ/\T?II ({:4 §n)

10.S. K. H. Holy Carpenter Church Community Centre
(ERB)

AT fr e (FIEE)

11.Hongkong School of Commerce (ERB)
R RIS (P

12.Christian Action (ERB)
glfﬂr’f“# = Tﬂ (F] B 7")

13.Heung To College of Professional Studies (ERB)
EEEES NGE TS

14.Hong Kong Institute of Technology (ERB)
R P (R

15.OIWA Limited (ERB)
BERL IR LS (7R

16. KCRA Community Education Enhancement Center
Limited (ERB)
S b S A R F L R (IR

17.Lingnan Institute of Further Education (ERB)
WM SFHEEEFE (FIH)

18.Methodist Centre (ERB)
PSR pT (FIERRY)

19.Institute for Entrepreneurship, The Hong Kong
Polytechnic University (ERB)

AT N R R R (FIHF)

20.New Territories Association Retraining Centre Limited
(ERB)
Gl U L LR LSS S Ea)

21.School of Continuing and Professional Education, City
University of Hong Kong (ERB)

OF P b B VR
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22. St James' Settlement (ERB)
FIEREER IR

23.Hong Kong Travel & Tourism Training Centre Limited
(ERB)

R EE LRSS WG TS

24.Vocational Training Council (ERB)
E:EL& 3 E;m H& FIJ gn)

25.The Hong Kong Federation of Youth Groups (ERB)
frst = B (P

26.The Young Men's Christian Association of Hong Kong
(ERB)
fwLESF = 0 FIE)

27.Hong Kong Young Women's Christian Association (ERB)
[HRCE S TE Rl N T
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Foundation Certificate in Workplace English (Reading &
Writing) | (Part-time)
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YR 1% (G ¥ 5Y | Foundation Certificate in Workplace English (Reading &

) Writing) | (Part-time)
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3. FAEHEH
PPN A R 7o R Rl -
3.1 FRA IR

® This course aims at developing reading and writing skills of English learners of
lower intermediate level who have a need for workplace English: people either in
or training for, jobs in the business world. It aims at developing reading and
writing skills for forms; messages and instructions in the workplace.

3.2 = Ff 8
Upon successful completion of this course, trainees will be able to:

® Understand and handle short and simple written communication by using basic
grammar and sentence structures;

® Read and write common workplace documents such as forms, tables, records
and notices;

® \Write short and simple business correspondences such as emails, memos and
faxes.

3.3 PR AT A

B 5 WS 5
English grammar

Sentence structure

Written communication in the workplace
Business correspondence

Revision

Course assessment

AE 9

3.4 BI¥ B

® A certificate will be awarded to trainees with pass in both overall assessment and
final examination, with attendance attaining 80% or above.
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3.5 &% [XfF

® Form 3 and pass the entry test; or

® Holder of “Foundation Certificate in Basic English 1l (Part-time)” of ERB, or
equivalent.
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Hong Kong Association
for Democracy and
People's Livelihood
(ERB)
F%Né%%%%ﬁ

-t

FIE")

(@)

(b)

(€)

Shop 11-12, G/F, Yik Yin Building, 325-329 To Kwa
Wan Road & Room 319, 3/F, Chiap Thong Building, 321
To Kwa Wan Road, Kowloon

JudE 4 T 325-329 BE L AR Y N 11-12 BF A
R4 TR 321 BEFER R 36 319 F

Room 202-203, 2/F, Camelpaint Centre,1 Hing Yip
Street, Kwun Tong, Kowloon

T B 1 1 DR A gl 29 202-208 F

Unit 5-7, Ground Floor, Trade Square, 681 Cheung Sha
Wan Road, Kowloon.

o R Y WS 681 BEEY b ) G5-GT 2]

2. Baptist Oi Kwan Social | (a) 1-4/F & 6-9/F, 36 Oi Kwan Road, Wanchai, Hong Kong
Service(ERB) ﬁ?ﬁﬁ%gﬁfﬁfﬁ 6 1= 4K 6= 9
AR
o (FIERY)

3. Caritas - Hong Kong (@) G/F, Units 11-16, Wu Boon House, Wu King Estate,
(ERB) Tuen Mun, New Territories
AHPE (F1FH7) FERLET PR TR A5 8 11-16 %

4. Hong Kong Employment | (a) Shop 101,102 & 104,1/F, Long Ping Shopping Centre,1

Development Service
Limited (ERB)
ﬁ%ﬁ%@%%ﬁ%
R (R

(b)

(€)

(d)

()

Long Ping Road, Yuen Long, N.T.
el S VI LT T 4 146 101,102 %
104 B

G/F, Lung Shing House, Lower Wong Tai Sin (Il) Estate,
Kowloon.
JUHEE AT T (D W) EE AT

2/F & 4/F, Ying Yu Building, 99 Lai Chi Kok Road,
Prince Edward, Kowloon

JUEJELﬁK—J —_1714 Aﬁggyﬁ’:r‘gv[[{EZ@E 47{‘@
Unit 2-8A, Wing C, G/F, Lung Wo House, Lower Wong
Tai Sin (1) Estate, Kowloon

ju%@‘ﬁ, AN (S B )EEAME YN CE 2 = BA K
Unit 203-206, Podium, Bik Shui House, Shui Pin Wai
Estate, Yuen Long, N.T.

B T W] ps a2 BT A AR T fF’, 203-206 #-
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5. HKCT Group Limited
(ERB)
BB L
(F1 57"

(@)

(b)

Rooms 508-509, 5/F & Rooms 701-703, 707-712, 7/F,
113 Argyle Street, Mongkok, Kowloon

JeHERf R JF»“,:EZ fF~ 113 9% 5] 508-509 %' » 7 f§
701-703 ~ 707-712 %

Unit 1913-1920, 19/F, Tower 2, Grand Century Place,
193 Prince Edward Road West, Mongkok, Kowloon
JetEEn 6T 193 BEFTH] R 4 25 19 48
1913-20 7

6. The Hong Kong
Confederation of Trade
Unions (ERB)

g%ﬁ:ﬁ%ﬁ(%

£ .[E;III)

(@)

(b)

(©)

(d)

()

5th Floor, THF (Yuen Long) Commercial Building, 2-8
Tai Cheung St., Yuen Long, N.T.

Fri 7 W15 1 28 BN I (2 W)y R ST 5

Shop No. 54 & 69, G/F, Phase 3, Sunshine City, Ma On
Shan, N.T.
ol B B [Tk iy 3 YN B4 e 69 BRE

Unit 403, 4/F, Tin Ching Amenity & Community Building,
Tin Kwai Road, Tin Shui Wai
=P B 2 RE SO g Ol T F/‘[ qgi‘gy«@ 4 11 403

%

G/F., Tsui Wo House, Tai Wo Estate, Tai Po, N.T.
A ) AT A 2

3/F, Len Shing Building, 162-168 Castle Peak Road,
Yuen Long, N.T.

BRI DI (1] 2 B 162-168 B f 44D A

7. The Federation of Hong
Kong and Kowloon
Labour Unions (ERB)
ey ok [Eﬂ?’urﬁ

(117

(@)

(b)

(€)

(d)

()

Unit 3 & 6-8A, 7/F., Futura Plaza, 111-113 How Ming
Street, Kwun Tong, Kowloon

o P 65 111-113 B A 3 703,
706-708A ES

4/F, Tai Po Commercial Centre, 152-172 Kwong Fuk
Road, Tai Po

J‘iﬁ]% ?Eiﬁ 152-172 %J‘iﬁ?ﬁﬂi” Hi-t 446

5/F Union Park Centre, 771-775 Nathan Road,
Kowloon.

JeFER FE TTL-775 A A e T A
2/F, Fook Yiu Building, No. 6-8 Tai Po Road, Kowloon.
JuE Y 6-8 BEAE N R 2 48

1/F., United Chinese Bank Building, 18 Tai Po Road,
Sham Shui Po, Kowloon

TR A SRR 18 B TR £ L A 15
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(f)

(9)

Room 1805, 1806 & 1811, 18/F, Parklane Square, 2
Tuen Hi Road, Tuen Mun, N.T.

PrRETIIFT #1882 9FAR E:fjrg_[ #, 18 4 1805, 1806
b 1811 ;ﬁ

4 Ying Choi Path, To Kwa Wan, Kowloon (Room
101-104, 201-204, 301-303,401-404 & 501)

JudE 4 T Y @ 45£(101-104, 201-204, 301-303,
401-404 » 501 %)

. The Scout Association
of Hong Kong - The
Friends of Scouting
(ERB)

%3‘7 Hi 1@5 O
sz T—F (Jﬁ

(@)

8/F, Hong Kong Scout Centre, 8 Austin Road, Tsim Sha
Tsui, Kowloon

JemE LD PR 4 prip 8 MR WA HI - 848

. The Hong Kong
Federation of Trade
Unions (ERB)

FaR 7{%"‘&{ (f]
%?”) F f

(@)

(b)

(€)

(d)

()

(f)

(9)

(h)

1/F, On Ga Building, 28 Chun Yin Square, Yuen Long,
N.T.

BTG V[T 289 5L LA

1/F & 2/F, Independent Building, 499-501A Nathan
Road, Yaumatei, Kowloon

*Ju%'ééiglﬁ%i*’j@%iﬁ 499-501A SR -1 AT LA M
2 4]

6/F, Sun Beam Commercial Building, 469-471 Nathan
Road, Kowloon

Jed R IY 469-471 WEFCA K R 6 T H

3/F, Fok Sing Building, 234 Shaukeiwan Road, Sai Wan
Ho, HK

RN BT 234 SRR H S 39

M/F, Wing Fu Building, 65-69 Tsuen Nam Road.
Tai Wai, Sha Tin, N.T.

BV [ R F 3 65-69 B o 141 4

2/F - 9/F, 50 Ma Tau Chung Road, Tokwawan, Kowloon
o+ T PE PSR 50 B 2-9 T A

1/F & 2/F Kam Fung Court, 18 Tai Uk Street, Tsuen
Wan, N.T.

Frpd 2N E B 18 K & BRIy B 1-2 48

Flat C, 1/F, Yun Kai Bldg.,466 Nathan Road, Yaumatei,
Kin.

igl’ﬁ%fﬂ%@@iﬁ 466 S RLF N UIF C %
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10.S. K. H. Holy Carpenter
Church Community
Centre (ERB)

T 2T ZH P o Gl
Uy ({; éi”)

(@)

No 1 Dyer Avenue, Hung Hom, Kowloon

L‘ FEL R @] EJ}‘ E:ri d; 1 EFF

11.Hongkong School of (@ 1/F-7/F, 79-81 Austin Road, Tsim Sha Tsui, Kowloon
Commerce (ERB) JeRELIPEIAR 4 pUaE 79-81 58 1= 7 A
HE: i”g[ )
12.Christian Action (ERB) | (a) G/F-3/F & 5/F, New Horizons Building, 2 Kwun Tong
B f‘ﬂrmj i rf’jl (F] EFH Road, Kowloon
ﬁrl *Ju%@@[%iﬁ 2%%‘2‘24\@ Z= 3@7&/ 5){‘@
(b) Rm. 102A & 102B, 1/F & 3/F, Lam Tin (West) Estate
Community Centre 71 Kai Tin Road, Lam Tin, Kln.
Eiaé%E'E I TLSRERE (P B ) Bk e AR
102A ~ 102B %"+ 448}
(c) Suite UG02, Upper Ground Floor, Block 2, Hofai
Commercial Centre, 222-224 Sai Lau Kok Road, Tsuen
Wan
AR RS 222-224 B K plo-e 2 g sy -
¥ UG02 %
(d) 3/F, Wofoo Commercial Building, 574-576 Nathan
Road, Kowloon
Jo#ER i 574-576 YEAH ¥ S p 34
13.Heung To College of (@) 29 Playing Field Road, Mongkok, Kowloon
Professional Studies JeFER B B OE 29 B
(ERB)
£i A 15 RS (F] {fi
14.Hong Kong Institute of | (a) No. 638, Cheung Sha Wan Road, Cheung Sha Wan,
Technology (ERB) Kowloon
ﬁ%ﬁﬁ%fF%% JeFRS LT W 638 B
FIEE")
15.0IWA Limited (ERB) (@) Sunny Centre at 2/F., Tung Chung Community Services
WE B I 5 “‘ i‘J Complex, 420 Tung Chung Road, Lantau.
e B s 420 TR B R A0 2 8
PR Al
(b) R/F, No.2 Carpark, Yat Tung Estate, Tung Chung,
Lantau Island, N.T.
e pd A TR YRR O T BT 3 TR AR
-9-
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16. KCRA Community
Education
Enhancement Center
Limited (ERB)
%&ﬂ&f?ﬁam
CE IR (R H

i)

(@)

(b)

(€)

(d)

()

Rm 5-6, G/F, Kwai On House, Kwai Fong Estate, N.T.
Frpl B3 A e M By 5-6 B

Offices A & B, 5/F, Waitex House, 7-9 Mong Kok Road,
Kowloon

JOREEE FSH7-9 BB H N S0 A B

G/F., 103-106, Yan Lam House, Tsui Lam Estate,
Tseung Kwan O.

SR FIBR A A v A A 103-106 BEES

Unit 10-14, G/F, Hong Shing House, Cheung Hong
Estate, Tsing Yi, N.T.
FrRF A R R AR B Y 10-14 B

Portion of 2/F, Western District Community Centre, 36A
Western Street, Sai Ying Pun, Hong Kong

i AR IR 8 T 36A BRI gk T I 1~ ﬁﬂ 77 218
() 1/F, Chi Wo Commercial Bldg., 20 Saigon Street,
Yaumatei, Kin.
*Ju%'ééiglﬁti*‘jp‘lﬁl F220 98 A N - A
17.Lingnan Institute of (@) Room 01-03, 20/F,Tuen Mun Parklane Square, 2 Tuen
Further Education Hi Road, Tuen Mun, N.T.
(ERB) Frpd PTARET #1882 BT FAFUET #4520 46 01-03 3
S F R LS
F%‘a’ (FI &5 F") (b) 2/F, Tsim Sha Tsui Centre, 66 Mody Road, Tsim Sha
Tsui East, Kowloon
Je VD e P66 B LI e 24
18. Methodist Centre (ERB) | (a) Rm 701-706, 7/F & Rm 801-804, 8/F, East Town
rfFﬁgg‘_[f;f?fﬁl FIT-& (Fjifﬁ Building, 41 Lockhart Road, Wanchai, Hong Kong
M) glﬁhﬁu?i{; AL SN b A T 701-706 % K
801-804 #’
(b) 3/F & 4/F, 22 Hennessy Road, Wan Chai, Hong Kong
7T IS R 228 3-4
19.Institute for (@) The Hong Kong Polytechnic University, Hung Hom,

Entrepreneurship, The
Hong Kong Polytechnic
University (ERB)

fi [ARCECIER SN &
e (F|* g'”)

Kowloon

EJE%T@E;’JFI%% o

20.New Territories
Association Retraining
Centre Limited (ERB)

Pripl it U5 € F) B R

(@)

Room 337-344, 3/F Choi Yuk House, Choi Yuen Estate,
Sheung Shui, N.T.
Fripl R TR, 2 M) 34 337-344 B

OFF W TR FV R
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(b)

(€)

(d)

()

(f)

(9)

(h)

()

(),

(k)

()

(m)

Shop No. 12, Ground Floor, Ka Fuk Shopping Centre,
Ka Fuk Estate, Fanling, New Territories

PR 1 B BT B S B 12 B

Shop 304, Heng On Shopping Centre, Heng On Estate,
Ma On Shan, Shatin, NT

ey F RS B TR A TR R 304 B

Rm 1, 2/F Nan Tin Mansion, 37 Kau Yuk Road, Yuen
Long
7 W) B 37 5FF N R 201 %

38A, G/F, Lek Yuen Estate Shopping Centre, Shatin,
NT

7 1 FOBR T 509 38A

Room 203-205, Yiu Wo House, Yiu On Estate, Ma On
Shan, NT

P BB ST R A 203-205

42A San Tin Estate, Shatin, NT
Friplyp PIECE TR 42 5F A

Rm 221-222 Shek Fong House, Shek Wai Kok Estate,
Tsuen Wan
WO A 221-222 4

Shop 301-307, Po Ning House, Po Lam Estate, Tseung
Kwan O, N.T.

Fr R HiOBR e A T B AR 301-307

G/F, 5-7 Tai Wing House, Tai Yuen Estate, Tai Po, NT
Prpl T TS S 5T B

No. 2 Wing C, G/F Wah Yat House, Tin Wah Estate, Tin
Shui Wali.
SOl O S A C BN 2 B

Room 101-108, G/F, On Yeung House, Cheung On
Estate, Tsing Yi, N.T.
Frpd A = P A T 101-108 3

No. 20-29, G/F, Wu Pik House, Wu King Estate, Tuen
Mun

[T S A 29 20-29 B

21.School of Continuing
and Professional
Education, City
University of Hong Kong

(@)

8/F, United Centre, 95 Queensway, Admiralty, Hong
Kong
ik 2 2 R 95 Bk — fli-o 8 A4

FI%'&E(J‘—}Vﬁi EW"?F 5y 2014
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(ERB) (b) Lower Ground Floor, Academic Exchange Building, City
[RCE A EJJ E 5] University of Hong Kong, Tat Chee Avenue, Kowloon
i B e (B ek S0 Tong.
EEE (FI5F) ng. \ .
TR V5 WIS ] 5 L A (e
(c) UG202, UF2/F & UG301-2, UF3/F, ChinaChem Goldern
Plaza, 77 Mody Road, Tsim Sha Tsui East, Kowloon
JumE VDI T R SR 77 R AR ) UG2 A UG202
%' % UG3#H] UG301-2 %
22.St. James' Settlement (&) Flat 10, 1/F., Wah On Mansion, 103-107 Fuk Wah
(ERB) Street, Sham Shui Po, Kowloon
?aaﬁ*”“f (F] *ﬂ’fﬁ JeRREGK SRR R T 103-107 BEE N 1A 10
gn) 3[:
(b) 1, 3-4,6-9 & 11/F, 85 Stone Nullah Lane, Wan Chali,
Hong Kong
*,gﬁ B O T W 859 1, 3-4, 6-9 K 114
(c) 4/F., Easey Commercial Building, No. 253-261
Hennessy Road, Wanchai, H.K.
75 Hh 0 E SH 253-261 (AR g ¥ L 46
23.Hong Kong Travel & (@) 5/F, Overseas Trust Bank Building, 160 Gloucester
Tourism Training Centre Road, Wanchai Hong Kong
Limited (ERB) A 3%?%%@ =12 373 160 ByE vt | [F'” Sl SR S
F‘ A i?ﬁg” il
J 15N ’F[J (F] #‘Fﬁ (b) 5/F, VIP Commercial Centre, 120 Canton Road, Tsim
) Sha Tsui, Kowloon
JeBE LD TN R 120 BEYE R e S
24.Vocational Training (@) Shop 102, 1/F, Ka Fuk Shopping Centre, Ka Fuk Estate,
Council (ERB) Fanling
BT (FIH 5 B R T R T B LG 102 %
grf)
(b) Area 92, Yiu On Estate, Ma On Shan, Shatin, N.T. (near
Yiu Him House)
Pl Vp PR B TS 92 BY R (7 R FUE )
(c) 11 Tin Ho Road, Tin Shui Wai, N.T.
1A O B 118K
(d) Floors 1 to 3, Bangkok Bank Building, 490-492 Nathan
Road, Yau Ma Tei, Kowloon
Ju Ejaéigllﬁﬂ*‘jﬂvwlg | 490-492 Bk 7y 207 A E 1-3 46
25.The Hong Kong (@) 2-3/F, Commercial Complex, Clague Garden, Hoi Shing
Federation of Youth Road, Tsuen Wan, N.T.
Groups (ERB) Pl & WA R e R TR O e 248 K 34
SR NGE
-12 -
b 2014
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26.The Young Men's
Christian Association of
Hong Kong (ERB)
fEAfn T
FIEF"

(@)

(b)

1/F Hang Ning Court, 259-263 Shun Ning Road,
Cheung Sha Wan, Kowloon
UEjﬁkwﬂxﬁﬂﬁlﬁfw 259-263 E’F[ﬁiﬁf ,%4 c 7@1

41 Salisbury Road, Tsim Sha Tsui, Kowloon
JeHE LY AR A A 41 0

27.Hong Kong Young
Women's Christian
Association (ERB)

Iﬂ I?”)

(@)

(b)

(©)

(d)

()

(f)

(9)

(h)

3-5/F, 5 Man Fuk Road, Waterloo Road Hill, Ho Man
Tin, Kowloon
e L P T E R T AR R S B 3-5 4%

Unit no. 2-4, G/F, Kai Sin House, Upper Wong Tai Sin
Estate, Kowloon

JUEE?II A I’M_F i ?9{%[ By~ 2-45F

Unit 25-26 & 28-32, G/F., Kwai Yiu House, Lai Yiu
Estate, Kwai Chung
ZP BT RA B 25-26 % 28-32 B

Unit 119-121, G/F, Ting Lung House, On Ting Estate,
Tuen Mun, N.T.
B pl T RS T R AR T 119-121 4

1/F & 2/F, Tin Shui Community Centre, Tin Shui Estate,
Tin Shui Wali, Yuen Long, N.T.
G N R L YT,

1-2/F, Podium, Wong Tai Sin Plaza, Kowloon
PR ST S S

Unit 21-22, 5/F., Citimark Plaza, 28 Yuen Shun Circuit,
Shatin, N.T.

Frpd 15 1R R 28 B rfgﬁ T 5 21-22F

L4, Podium, Shatin Plaza, 21-27 Shatin Centre Street,
Shatin, N. T.

FEPp P -6 21-27 ST VR AT 1

FI%'#(LWE:E&# E}J—‘Eﬁr 5y 2014
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