
 

Input the verified 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 Department / Bodies name in Chinese or 

English, select "Government Bureaux / 

Departments (including trading fund departments) 

organising departmental / public functions" or 

"Public / Statutory Bodies organising departmental 

/ public functions" under the “Type of 

Organisation”. Select "Others" under "Type of 

Registration / Certificate" and input the assigned 

code to each Department / Bodies.



Fill in the Chinese/ English name and post/ title 

of Organisation Chairman (i.e. 

Section/District/Division Head at Segment D 

(MPS 45-49) or above who signed the 

authorisation letter)


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

Choose “No expiry date” and upload the 

authorisation letter signed by the 

section/district/division head at Segment D 

(MPS 45-49) or above. (If Department / Body 

fail to upload a valid authorisation letter, the 

LCSD will reject the application and require 

Department / Body to resubmit.)

Fill in the information of Organisation 

Representative (i.e. Segment C Officers 

with MPS 34-44 or above) and upload the 

HKID copy.  Then, click “Continue”.
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

Fill in the correspondence address, contact  

number, official email address (e.g. 

xxxx@lcsd.gov.hk) and select “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 verification 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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