
(2) Documentary Proof 
for Continuous Supervision  

Background:

 Section 8(2)(c), 10(a) & 12(2) of Clubs (Safety of 
Premises) Ordinance (Cap. 376).

 CoC standard Condition no.4.

 The operation, keeping, management and other 
control of the club-house shall be under the 
continuous and personal supervision of the CoC
holder.

 Relevant Circular Letter issued on 4.11.2022.



Circular Letter – Documentary Proof

 Available at OLA’s website: 
https://www.hadla.gov.hk/en/news.php

OLA’s 
website

What’s New

Then 
scroll down

https://www.hadla.gov.hk/en/news.php


 Direct link of Circular Letter on 4.11.2022
https://www.hadla.gov.hk/filemanager/en/docs/Circular%20l
etter%20(ENG)%20(4.11.2022)%20w%20letter%20head.pdf
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Documentary Proof 
to be submitted by applicant

CoC for

Club-house

New 
Application

Renewal
Application

Transfer 
Application



Examples of Documentary Proof 

a) Ownership record registered in the Land Registry (LR);

b) Stamped Tenancy Agreement between the registered owner
of the premises concerned and the applicant;

c) Authorization letter from the registered owner/ legal tenant
of the premises concerned to the applicant to operate, keep,
manage or control the premises;

d) Legal documents (e.g. Government Lease or Deed of Mutual
Covenant) explicitly designated the applicant to operate,
keep, manage or control the premises concerned; or

e) Other documents showing the applicant having the exclusive
right to use and enjoyment of the premises concerned.



Example of Documentary Proof 
(a) LR Ownership Record

INLAND LOT NO. xxx

8/F, ABC BUILDING
123 HAPPY STREET
HONG KONG

ABC COMPANY LIMITED

Owner = CoC holder  

土地註冊處 THE LAND REGISTRY (LR)
土地登記冊 LAND REGISTER



Example of Documentary Proof
(b) Stamped Tenancy Agreement

Stamp duty

Owner

Tenant = CoC holder



Example of Documentary Proof
(c)(i) Authorization Letter from Owner

Authorization letter from owner 

Owner

Reminder:  
Land registry ownership record is required to be 
submitted together with the authorization letter 

Club Manager assigned by owner
= CoC holder



Example of Documentary Proof
(c)(ii) Authorization Letter from Tenant

Authorization letter from Tenant 

Tenant

Reminder:  
- Stamped tenancy agreement is required to be submitted together with the authorization letter;
- Tenancy agreement should have no restriction on exclusive use by tenant only, sub-letting or 

the like.  

Club Manager employed by tenant
= CoC holder



Example of Documentary Proof
(d) Legal Documents, e.g. DMC

Residents’ 
Club with 
catering 
services at  
common area

First owner, i.e. Developer 

First Assignee

DMC Manager = CoC holder

DMC



Example of Documentary Proof
(d) Legal Documents, e.g. DMC

………, the Manager shall have full 
authority to do all acts and things as 
may be necessary for the proper 
management of the Lot ………

Duty & right of 
the Manager specified under DMC 

To repair ……… control, operate and 
manage the Recreational Areas and 
Facilities and ……… of the Common 
Areas and Facilities as the Manager 
shall deem appropriate and maintain 
the same.  

To have the sole right to represent all 
the Owners in all matters and dealings 
with the Government or any statutory 
body ………

The Common Areas and 
Facilities shall be under 
the exclusive control of 
the Manager ………



Example of Documentary Proof
(e) Other Documents

Services 
Agreement 
between 
Owner & 
Club Manager 

Owner

Club Manager appointed by owner
= CoC holder

Reminder:  
Land registry ownership 
record is required to be 
submitted together with 
the service agreement



Validity Period of Documentary Proof

 The applicant should submit the required document 
proof to demonstrate that the premises concerned 
could come under his/her continuous and personal 
supervision throughout the period of the CoC. 

 If the submitted document does not cover the full 
period of CoC, the applicant shall deliver to the OLA a 
copy of new documentary proof at least 30 days before 
the expiry of the previous submitted document, so as to 
comply with the CoC standard Condition 4. 

 If documentary proof is not submitted, OLA may refuse 
issue / renewal / transfer, cancel or suspend the CoC
under Sections 8, 10, and 12 of Cap. 376.



Documentary Proof -
Streamlined Procedure for Renewal

if OLA does not receive documentary 
proof upon renewal application

OLA attaches Declaration Form to 
application acknowledge receipt

Applicant returns signed Declaration 
Form confirming previously 
submitted one remain valid


