
 

ECA Application Procedures 
   

 
 

Posting Bills 
2 days in advance 

Announcements (Form H) 
1 day before 

Request for and Return of IT Equipment (Form G) 
5 days in advance 

Students’ Union 

IT Department 

(Outside 
school) 

TIC of ECA 
Report Cards 

Mr Heskey Tsang 

Temporary Leave From Lessons 
Submission of Application (Form E) 

2 days in advance 

Evaluation (Form D) – to be submitted within 1 week 
after the function or activity 

TIC of  
Online Booking 
Ms Szemei Chan 

Letters for outsiders  
Proof-read by Ms. Karina Calver 

Organizing External Activities 
Submission of Proposal (Form B) 

3 weeks in advance 

Organizing Internal Activities 
Submission of Proposal (Form A) 

2 weeks in advance  

 

Camera Lending Service (Form F) 
5 days in advance 

Photography and 
Campus TV Club 

Mr Leo Chan 

Year Plan, Interim Report, Annual Report (Form C) 

ECA Coordinator 
Mr Eugene Wai 

ECA Secretary 
Ms Annabelle 

Fok 

Booking School Premises & Scheduling 
Submission of Application 

2 days in advance 

Sponsorship 
Submission of Application 

2 months in advance 

TIC of  
Club Financial 

Reports 
Mr Anthony Ng  

Principal 
Mr T. M. Kwok  

Public Relations 
Ms Florence 

Chung 

Proof-read for 
ECA posts and 

documents  
Ms Christy Sung 

Financial Report 

Photos–to be saved by TIC/TA under  
S:\00 Admin Folders\Adm 17 School Photos\ 

ECA Vice 
Chariman 

Mr David Chu  
(For Interest & 
Sports Groups) 

 
 

ECA Vice 
Chairman 

Mr Jeffrey Yim 
(For Academic, 

Religious & Service 
Groups) 

 

ECA Master 
Mr C. Y. Tam 

TIC 
 

Or 
 

TA 


