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Dietetic Service Request Form
Instruction:
1. Before submitting this form, please ensure to read and agree to the Terms & Conditions on page 1. 
2. Once a completed form is received, your request will be handled within 14 calendar days. 
3. For any questions, please contact External Affairs Officer, Mr. Matthew Fung at external@hkda.com.hk.

Terms & Conditions:

1. No endorsement. Hong Kong Dietitians Association (HKDA) does not directly or indirectly endorse any products or services provided by the Client. HKDA holds the right to review materials associated with the services provided by HKDA, and to request for the removal of inappropriate endorsements. For advertisement in our member resources including newsletters, webinars and physical events, please email External Affairs Officer, Mr. Matthew Fung at external@hkda.com.hk for further details.  

2. Service confirmation. To allow sufficient time for processing, please submit your request at least 6 weeks prior to the date of service. Your request will be handled within 14 calendar days. Recruitment typically takes 1-2 calendar weeks and will be initiated upon the receipt of a signed quotation.

3. Service rescheduling or cancellation under Adverse Weather and “Extreme Conditions”. Upon agreement, if the following condition(s) are met, rescheduling shall be arranged with 100% service charge of the original quotation, for once, subject to the availability of HKDA representative(s), and within three months of original service date. If Client cannot or does not wish to reschedule the service within three months of original service date, 25% service charge will be incurred for cancellation. 

Please indicate the Adverse Weather and “Extreme Conditions” in which service rescheduling or cancellation is mandated or advised according to your internal policies and guidelines: 

	  E.g. “Typhoon Signal No.8 or above, issued on the same day, before working hours.” 




4. Service rescheduling or cancellation for any other reasons. For reasons not specified above, rescheduling shall be arranged upon at least 14 calendar days of advance notice, with an additional 25% surcharge (equivalent to 125% of original honorarium charge on signed quotation), for once, subject to the availability of HKDA representative(s), and within three months of original service date. Any rescheduling requests with less than 14 days notice before the service date will not be accepted and a 100% service charge will be incurred for cancellation. If Client cannot or does not wish to reschedule the service within three months of original service date, 100% service charge will be incurred for cancellation. 

5. Payment. Upon service completion, an e-invoice will be issued, and payment should be made within 30 calendar days from invoice date. Please note that a $500 late fee will be incurred if payment is not received on time (based on received date). There are two ways you may make payment:
i. By cheque made payable to “Hong Kong Dietitians Association Limited” and send
to P.O. Box 73916 Kowloon Central Post Office. OR
ii. Direct deposit to HSBC Account Number 469-3-003917, and submit payment slip by email to treasurer@hkda.com.hk and copied to external@hkda.com.hk

6. Honorarium. Please refer to Appendix I for standard service charges. Extra charges may be incurred for special requests, subject to discussion and final agreement between HKDA and Client. 

7. All Rights Reserved. In case of any dispute, the decision of Hong Kong Dietitians Association (HKDA) shall be final and conclusive. 

☐ By checking this box, I acknowledge that I have read and accepted the above terms and conditions. Client Information
Name of organisation: ______________________________________________________________________
Contact person: Mr./Ms./Mrs./Dr. _____________________________________________________________
Position: _____________________	Email: ______________________________________________________
Contact phone (day): _____________________ (mobile): __________________________________________
Organisation’s address: ______________________________________________________________________
_________________________________________________________________________________________

Service Request Details
Type of service: 
☐ Talk          ☐ Consultation       ☐ Article writing      ☐ Recipe development & analysis
☐ Other, please specify: _____________________________________________________________________
Target group (e.g., p.6 students, elderly, etc.): ____________________________________________________
Date: _______________  Time:  ________________________ Duration: _____________________________
Topic: __________________________________________________________________________________
Format: ☐ Face to Face      ☐ Online           ☐ Hybrid            ☐ Written work 
Venue: ___________________________________________________________________________________
Spoken language of content: ☐ Cantonese           ☐ English           ☐ Mandarin     
Written language of content: ☐ Cantonese           ☐ English           ☐ Bilingual    

Please provide further details for service planning (if any):
	E.g. “30-min talk + 30-min cooking demonstration” “500-word article to be published on XXX website / journal” “20 recipes: development, 7+1 analysis, and 50-word nutrition tips for each recipe” 

















___________________________________          __________________________________
Client’s Signature						   Client’s Company Chop

___________________________________
Date
Appendix I: Honorarium for Standard Services

1. Categories of organisation. 
a. “Schools” refers to kindergarten, primary or secondary institutions.
b. “Charitable organisations” refers to charitable institutions and trusts of a public character, which are exempt from tax under section 88 of the Inland Revenue Ordinance: https://www.ird.gov.hk/eng/tax/ach_index.htm 
c. “Government” refers to any Bureau / Department / Related Organisation of the Government of the HKSAR And Related Organisation: https://www.directory.gov.hk/basic_search.jsp?lang=eng 
d. “Tertiary institutions” refers to any institutions under the list of Local Higher Education according to the Education Bureau of the HKSAR: https://www.edb.gov.hk/en/edu-system/postsecondary/local-higher-edu/institutions/index.html 
e. “Private companies” refers to any organisations not defined as “Schools”, “Charitable organisations”, “Government”, “Tertiary institutions”. 

2. Please refer to the list of standard service charges below. Extra charges may be incurred for special requests, subject to discussion and final agreement between HKDA and Client. 

	
	Schools & 
Charitable organisations
	Government & 
Tertiary institutions
	Private companies

	Duration
	     Talk

	1 hour or less
	$1,600
	$2,000
	$2,400

	1.5 hours
	$2,400
	$3,000
	$3,600

	2 hours
	$3,200
	$4,000
	$4,800

	3 hours
	$4,800
	$6,000
	$7,200

	Word Count
	Article Writing

	Less than 500 words
	$800
	$1,000
	$1500

	500 – 1000 words
	$1,000
	$1,200
	$1800

	1500 words
	$1,200
	$1,500
	$2,400

	Duration
	Consultation

	1 hour or less
	$900
	$1,200
	$1,500

	2 hours
	$1,800
	$2,400
	$3,000

	3 hours
	$2,700
	$3,600
	$4,500

	Type
	Recipe Development & Analysis*

	Vetting (each)
	$200
	$300
	$500

	Recipe development (each)
	$800
	$1,000
	$1,200

	7 + 1 analysis (each)
	$200
	$300
	$500

	Other (each) 
(e.g., nutrition tips)
	$200
	$300
	$500


*Remark: For reference only. Actual quotation subject to the extent of consultancy and information requested by Client.
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