Notes on Completion of the Application Form for the
Pensioners’ Welfare Fund
I.
Introduction

1.
Applicants for the Pensioners’ Welfare Fund (PWF) should read this note carefully before completing the application form.

2.
The information provided will be used for processing the application for the PWF.  It will be disclosed to the Director of Accounting Services for payment if the application is approved.

II.
Purpose of the Pensioners’ Welfare Fund

3.
Assistance from the PWF is in the form of a one-off grant to reimburse – 

a. medical expenses including expenses for acquiring special medical equipment; and
b. funeral expenses.
Applications for assistance other than the two areas above would not normally be considered.  

4.
The normal maximum disbursement for each application, if approved, is HK$6,000.  

5.
Pensioners who have long-term financial hardship should approach the Social Welfare Department for assistance.
III.
Eligibility for Application

6.
A pensioner may submit an application connected with medical or funeral expenses incurred by him/her or his/her lineal family members living with him/her.  Pensioner means a person who receives a civil pension, Widows and Orphans pension, or Surviving Spouses’ and Children’s pension paid by the Government of the Hong Kong Special Administrative Region.

7.
If a pensioner passed away, the following persons may submit an application connected with funeral expenses incurred by the pensioner’s death –

a. for pensioner who is married, his/her spouse or one of his/her children;

b. for pensioner who is unmarried or divorced with no children, one of his/her parents or siblings;

c. for pensioner who has no lineal family members alive, one of his/her relatives, or one of his/her friends (in case he/she has no relatives).

For c above, the applicant should make a declaration at one of the District Offices or a Notary Public to the effect that –
a. he/she is (relationship) of (name of the pensioner);

b. (name of the pensioner) has died on (date);

c. to the best of his/her knowledge, (name of the pensioner) has no lineal family members (ie parents, spouse, children and siblings) alive; and

d. he/she is solely responsible for all funeral expenses incurred by the pensioner’s death and no other person will make application for the same purpose.

IV.
Application Procedures

8.
Application should be made in a standard application form which is available at the Pensioner Services Unit (please read para 19) and the Pensioners’ Corner of the Civil Service Bureau website (http://www.csb.gov.hk). 

9.
Completed application form must be signed by the applicant himself/herself and sent to the Pensioner Services Unit by mail or by hand.  In case of emergency, the applicant may fax the completed application form to the Pensioner Services Unit and follow by mail.

10.
In order to facilitate efficient and effective processing of the application, please provide all the information requested and ensure that they are accurate.

11.
Please fill in applicant’s name and address on the Acknowledgement of Application attached.  It will be returned to applicant upon receipt of the completed application form.

V.
Supporting Documents Required

12.
Original receipts of medical / funeral expenses and copies of the following documents should be attached to the application –

a. identification document of the applicant (eg HK Identity Card) (alternatively, applicant can present the original document in person to the Pensioner Services Unit);

b. proofs of the applicant’s relationship with the deceased (in case the application is related to funeral expenses) (please also read para 7);

c. death certificate (in case the application is related to funeral expenses);

d. proofs of monthly income of the applicant and his/her family members;

e. proofs of monthly rent/instalment and/or management fee for the applicant’s accommodation;

f. proofs of monthly maintenance fees of the applicant’s family (ie electricity, water, gas and residential telephone service); and 
g. proofs of monthly school fee of the applicant and family members living with him/her.
For reimbursement of medical expenses, the applicant is required to submit proofs (e.g. certificate or recommendation issued by a doctor or hospital) to show that the expenses are genuinely required and incurred on medical grounds in connection with a stated illness.  

Only original receipts of medical / funeral expenses which are issued within one year prior to the date of submission of the application will be counted as actual expenditure.  Moreover, the name of payer (i.e. applicant) and payee should be clearly stated on the receipts.  Unpaid bills will not be considered.
For d to g above, proofs should be issued within three months prior to the date of submission of the application.

VI.
Assessment

13.
Each application will be considered on its own merit taking into account the following factors –

a. monthly income of the applicant and his/her family members;

b. monthly living costs of the family;

c. amount of medical / funeral expenses; and
d. whether the applicant has received grant(s) from other source of funding for the same purpose.

VII.
Amount of Grant

14.
The amount of grant for an application is subject to a maximum of HK$6,000.

15.
An application for the PWF from the same applicant may be approved even though the applicant has already benefited from the PWF within the past twelve months for the same reason.  For application for reimbursement of medical expenses, the total grants approved within twelve months are subject to an accumulative maximum of HK$6,000.
16.
The accumulative maximum grant of HK$6,000 does not apply to cases in which the applicant applied for the PWF for several times within twelve months for different reasons.

VIII.
Payment Arrangement

17.
If the application is approved, the approved amount will be paid to the applicant by cheque.  In order to arrange payment, please state the applicant’s name and address in the application form clearly.

18.
In case the application form is not fully completed or supplementary information/supporting documents are needed, we shall notify the applicant by phone and in writing to provide the information / documents needed.  If we receive no response from the applicant in the past six months from the date of notification, the application will not be further processed.

IX.
Enquiries

19.
For enquiries about progress of the application, please contact staff of the Pensioner Services Unit.  The correspondence of the Pensioner Services Unit is as follows –

Address:
8/F, West Wing, Central Government Offices


2 Tim Mei Avenue, Tamar, Hong Kong
Telephone number:
2810 3850

Faxline:
2523 6416

Email:
csbpen@csb.gov.hk
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