
 

Input the provided email address to receive the 

verification code. Enter the code and click 

“Verify” to proceed the registration.

Click “Create an Organisation Account” on the 

landing page 



Fill in the organisation name in Chinese or 

English, Type of Organisation, Type of 

Registration / Certificate and Certificate / Code 

number (including all symbols).

 (Type of Organisation: Please refer to LCSD’s 

facility booking procedures – Block Booking 

by Organisations for reference of classification.)


Fill in the Chinese/ English name and post/ title 

of Organisation Chairman.

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

Input the expiry date and upload the copy of 

relevant Registration / Certificate for identity 

proof [including Certificate of Incorporation/ 

Certificate of Registration of a Society/ Certificate of 

Registration of a Trade Union/ Confirmation of Non-

governmental organisations receiving subventions 

allocation from Social Welfare Department/ 

Confirmation of charitable organisations registered 

with the Inland Revenue Department, etc.]. 

Fill in the personal and contact information of 

Organisation Representative and upload 

the HKID copy.  Then, click “Continue”.
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

Fill in the correspondence address, contact  

number and email address of the organisation. 

Choose “Major Events Section” in Submission 

Office for handling your application.


Review and confirm that all filled information 

is correct. 


Read and agree the declaration, then click 

“Continue” to complete the application.



Input the code and click “Continue”. Your 

application of organisation user registration has 

been completed. Please record the “Application 

Reference No.” for future enquiries on application 

status. 
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