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CONTINUING PROFESSIONAL DEVELOPMENT SCHEME 
 

Guidelines 
 
 

1. Introduction  
 
1.1 The Continuing Professional Development (“CPD”) Scheme was launched 

in May 2005, on a voluntary basis.  Under the CPD Scheme, licensees 
(including estate agents and salespersons) are encouraged to earn a certain 
number of CPD points every year in the spirit of life-long learning. 

 
1.2 The Estate Agents Authority (“EAA”) reviews the Scheme from time to 

time, with a view to determining whether the Scheme should be made 
mandatory, and, if so, how and when this should be implemented.  

 
1.3 The EAA provides certain learning activities for licensees, including, for 

example, seminars and on-line learning activities.  Activities may also be 
offered by approved providers, including training institutions, trade 
associations, estate agencies, etc. 

 
 

2. Aims 
 

2.1 To further the competence of licensees and keep their professional 
knowledge up to date in order to enhance the trade’s continuing 
contribution to Hong Kong’s economic development. 

 
2.2 To strengthen public confidence and consumer protection through building 

a culture of professionalism and encouraging adherence to ‘best practice’ 
among licensees. 

 
2.3 To assist licensees in their quest for continuous learning, personal 

satisfaction and career development.  
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3. CPD Points  
 
3.1 CPD points would be assigned to CPD activities based on the nature of the 

activity and the input required from the learner.  Generally, one CPD 
point will be awarded for each hour of activity undertaken.  

 
 
4. CPD Categories and Subjects 

 
4.1 Generally speaking, areas related to law, compliance or supervisory issues 

are Compliance and Effective Management subjects.  Those conducive to 
all-round development and quality enhancement of licensees are All-round 
Advancement subjects.  

 
4.2 The following is a broad classification:  

Categories Subjects 
Examples  

 (not exhaustive and to be 
updated from time to time) 

Compliance 
and Effective 
Management 

Regulatory and Legal 
Compliance 

�  Estate Agents Ordinance and its 
Subsidiary Legislation, Code of 
Ethics and Practice Circulars 

�  Land Search 
�  Standard Forms 
�  Conveyancing and Tenancy 
�  First Sale of Residential 

Properties 
�  Professional Ethics and 

Integrity 
�  Laws Other than the Estate 

Agents Ordinance 

Effective Management and 
Operations  

�  Effective Management of Estate 
Agency Business 

�  Corporate Governance 
�  Risk Management 
�  Cyber Security 

All-round 
Advancement 

Industry Knowledge and Market 
Update 

�  Surveying, Property / Facilities 
Management and Town 
Planning  

�  Building, Architecture and 
Interior Design 

�  Estate Agency Practice in Other 
Jurisdictions 

Communication and 
Interpersonal Skills 

�  Language Skills 
�  Sales and Marketing Skills 
�  Customer Service Skills 
�  Emotional Intelligence 
�  Leadership Skills 

Business and Commercial 
Knowledge 

�  Accounting, Economics and 
Finance 



3 

 �  Information Technology and 
Data Analysis 

�  Human Resources Management 
and Administration 

Other Knowledge Conducive to 
Raising Competence or Enabling 
Personal Accomplishment of 
Licensees  

�  Environmental Protection 
�  Occupational Safety and Health 
�  Behavioural Aspects 

 
 
5.  Learning Modes 

 
5.1 CPD points can be earned through various modes of learning.  To foster 

balanced development and to facilitate interaction between trainers and 
fellow learners, licensees are encouraged to diversify the learning activities 
they undertake.  Certain modes may therefore be capped in terms of the 
number of CPD points that can be earned over a 12-month CPD period 
(see Section 7).  The main learning modes are as follows:  

 
 

Activity Mode Details CPD Points 

Compliance 
and Effective 
Management / 

All-round 
Advancement 

Points 
Cap  

Webinar /  
Online Training 

Class 

Real-time online seminar (i.e. webinar) / 
Real-time online training class 

1 per  
contact hour 

Case  
by case 

Nil* 

Seminar / Lecture Seminar/ lecture. 
1 per  

contact hour 
Case  

by case Nil 

EAA e-Quiz 
A case study on a topical issue conducted 
online by the EAA. (Annex A) 

1 
per e-Quiz 

Case  
by case  4 

Web-based 
Distance Learning 

Self-paced Internet learning packages.  1 per   
contact hour 

Case 
by case 

Nil*  

Multi-session 
Training Activity 

Generally refers to a structured series of 
training sessions with a total duration longer 
than 10 hours.  

1 per 
contact hour 

Case 
by case Nil 

Award-bearing 
Course 

A structured series of classroom sessions 
that would culminate in the academic award 
of a certificate, diploma, sub-degree or 
degree. 
 

1 per 
contact hour 

Case 
by case 

Nil 
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Teaching or 
Conducting 

Recognised CPD 
Activity 

Involvement in the activity should last for at 
least 1 hour. 
 
EAA clearance required.  

2 
per session 

Case 
by case 

6 

Pro bono Work 

Activities conducive to raising the standard 
or status of the profession such as: 
�  EAA committee work  
�  Attendance at public education/ 

promotion programmes. 
 
Involvement in the activity should last for at 
least 1 hour. 
 
EAA clearance required.   

2 
per session 

Case 
by case 6 

Luncheon Talk and 
Presentation 

Talks or presentation (with or without 
catering) conducive to raising standard of 
licensees. 
 
EAA clearance required. 

1 per  
contact hour 

Case 
by case 

Nil 

Tour, Delegation 
Visit or Professional 
Exchange Activity 

Tours, visits or professional exchange 
activities conducive to raising standard of 
licensees. 
 
Involvement in the activity should last for at 
least 1 hour. 
 
EAA clearance required. 

2 per 
session 

Case 
by case 6 

Delivering and 
Receiving 
Coaching / 

Mentoring and 
Knowledge Sharing 

Session 

One-to-one or group coaching / mentoring 
and knowledge sharing sessions conducive 
to raising standard of licensees. 
 
Involvement in the activity should last for at 
least 1 hour. 
 
EAA clearance required. 

2 per 
session 

Case 
by case 6 

Publication 

The published works should be solely that 
of the author and serve to advance 
professional knowledge.   
 
EAA clearance required.  

2 
per  

publication 

Case 
by case 

6 

*until further review 
 
5.2 For the Certificate of Attainment award (see Section 9), the following 

limitations apply in calculating CPD points: 
 

a. To encourage licensees to diversify their mode of learning, certain 
modes may be capped.  For example, the cap for the EAA e-Quiz is 
four CPD points per 12-month CPD period.  Therefore, even if a 
licensee completes more than four e-Quizzes (one CPD point each) 
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during a 12-month CPD period, only four CPD points can be earned. 
For the capped value of different modes of learning, please refer to the 
table in Clause 5.1 above. 

 
b. An activity repeated within a CPD period will not be counted the second 

time. 
 
c. Where “EAA clearance required” is specified for a particular activity 

mode, no CPD points can be earned without written approval from the 
EAA.  

 
d. In calculating the CPD attainment target for each CPD period, the points 

earned in compliance with conditions attached to licences will be 
excluded. 

 
5.3 Since life-long learning is a worthy goal in itself, licensees are encouraged 

to undertake CPD activities beyond the CPD Attainment Target stipulated.  
 
 

6.  Endorsement of CPD Activities 
 
(a) Application for Recognition of CPD Activities 

 
6.1 The following is the ways of handling application for recognition of CPD 

activities: 
Prior recognition granted 

�  Activity providers and individual licensees can 
submit attendance records or proofs of 
completion of the following activities to the 
EAA to claim CPD points 

Application for endorsement 
of recognition required 

�  Activity providers should submit 
details of the following activities to 
the EAA for applying endorsement 

CPD activities solely or jointly conducted by the 
EAA 

All other activities the Professional 
Development Committee of the EAA 
(“the Committee”) considers worth 
incorporating into the CPD Scheme e.g. 
activities conducted by estate agency 
firms or trade associations 
 

Activities solely or jointly conducted by the 
Endorsed Training Institutions (Annex B) 

Activities offered or accredited by the widely 
recognised professional associations of those 
professions or areas where the expertise of such 
fields are complementary to that of estate agency or 
beneficial to licensees 

Activities solely or jointly conducted by the 
government or statutory bodies 
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Reimbursable courses under the Continuing 
Education Fund 

Activities recognised under the Qualifications 
Framework 

 
(b) Claiming of CPD Points or Endorsement of Recognition 
 

6.2 The following applies to the claiming of CPD Points or endorsement of 
recognition : 

 
a. Subjects and learning modes of the activities must fall within the 

subjects as provided in Clause 4.2 and learning modes as provided in 
Clause 5.1; and 

 
b. Activities are subject to spot check by the EAA; and  
 
c. Claiming of CPD points or endorsement of recognition should be made 

within two months after completion of the activity; and 
 

d. Individual licensees should complete Form B when claiming CPD 
points; and providers of those activities for which prior recognition is 
granted should complete Form C. 

 
6.3 Except those activities for which prior recognition is granted as mentioned 

in Clause 6.1 above, in order to be recognised as CPD activities 
(Application Form see Form D), endorsement of recognition should be 
assessed by the Committee. All activity providers must observe the 
requirements set out under the Assessment Procedures in Annex C (see 
Annex C(1) for assessment details for seminars or multi-session training 
activities and Annex C(2) for e-Learning or other web-based activities and 
Annex C(3) for Webinar / Online Training Class) and submit an application 
to the EAA for endorsement. All CPD activities endorsed by the Committee 
(“recognised CPD activities”) will be posted on the EAA website.  The 
details to be provided include: 
 
a. Title of the activity 
b. CPD point(s) 
c. Mode of learning 
d. Subject 
e. Duration 
f. Fee  
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6.4 Activity providers may submit application to the EAA for endorsement of 
activity to be recognised under the CPD Scheme after the activity is held, 
subject to the following conditions: 
 
a. Activity providers should submit application to the EAA for 

endorsement and provide supporting materials which are relevant and 
available, such as course outlines, training materials or handouts, 
credentials of instructors and activity-end feedback forms collected 
from participants, within two months after the completion of the 
activity (Application Form see Form D); 
 

b. During the promotion of the activity, activity provider should state 
clearly that the CPD points for the activity are under application or 
would be applied for; and 
 

c. Upon receipt of the notice of recognition of the activity, activity 
providers should submit the attendance records of the participants to the 
EAA within seven working days.  They are required to submit 
computer-readable attendance records to the EAA. 
 

6.5 If the EAA considers that a recognised activity (and/or activity provider) no 
longer meets the requirements of the CPD Scheme, the EAA reserves the 
right to withdraw the relevant endorsement by giving reasonable notice to 
the activity provider concerned. 

 
 

7. CPD Period and CPD Attainment Target 
 

(a)  CPD Period 
 

7.1 Although the CPD Scheme is being implemented on a voluntary basis 
initially, the CPD period has been defined to facilitate implementation of 
a mandatory scheme in the long run.  

 
7.2 The CPD period for all licensees ends on a fixed date.  Each CPD period 

shall be a 12-month period commencing on 1 October each year and 
ending on 30 September the following year, irrespective of the length and 
expiry dates of the licences.  The CPD attainment target for a CPD 
period is 12 CPD points.  If a licensee does not hold a valid licence 
throughout the whole 12-month CPD period (e.g. new licensee or licensee 
who renews his licence sometime after its expiry), his CPD attainment 
target for that CPD period will be adjusted on a pro-rata basis (see Annex 
D). 
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7.3 For an activity straddling two CPD periods, CPD points will only be 
earned on the day of completion, except for award-bearing courses as 
described in Clause 7.10 below. 

 
(b) Carrying Forward of Excess CPD Points from One CPD Period to 

the Next 
 
7.4 To afford licensees flexibility in planning their time on work and study, 

starting from the CPD period commencing 1 October 2013 and ending 30 
September 2014, the CPD points accumulated in excess of the CPD 
attainment target in one CPD period could be carried forward to the next 
immediately succeeding CPD period (“next CPD period”), up to a certain 
limit as specified in Clauses 7.5 to 7.7 below. 
 

7.5 The maximum number of CPD points that could be carried over to the 
next CPD period is half of the CPD attainment target for that next period.  
That is, a maximum of six CPD points accumulated in excess of the 
attainment target in one CPD period could be carried forward to the next 
immediately succeeding normal 12-month CPD period.  CPD points in 
excess of the “carry-forward” limit of the next CPD period will not be 
counted. 

 
7.6 If a licensee does not hold a valid licence throughout the whole 12-month 

of the next CPD period, his CPD attainment target for that next CPD 
period will be adjusted on a pro-rata basis.  The maximum number of 
excess CPD points allowed to be carried over to the next CPD period will 
be half of the prorated CPD attainment target for that next period. 

 
7.7 In the calculation of CPD points attained, only the CPD points earned in 

excess of the CPD attainment target for a CPD period, free from the 
limitations set out in Clause 5.2 above, could be carried over to the next 
CPD period. 

 
7.8 In the calculation of the CPD attainment for the next CPD period, the CPD 

points carried forward from the previous CPD period will be counted first .  
After the deduction of the carried forward points, should the CPD points 
earned in that next CPD period exceed the remaining CPD points required 
to achieve the CPD attainment target of that period, the CPD points in 
excess could then be carried forward to the immediately succeeding CPD 
period, in accordance with Clauses 7.5 to 7.7 above. 
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7.9 Illustrations are set out at Annex E.  
 

(c) CPD Points Earned by Undertaking Award-bearing Courses 
 

7.10 Award-bearing courses are often of longer duration.  To truly reflect the 
time spent throughout the entire period of the programmes, CPD points 
earned through award-bearing courses would be counted based on the 
number of classroom learning hours attended in each CPD period when 
the course is undertaken, rather than when the whole course is 
completed, subject to licensees’ compliance of the attendance 
requirements set by the relevant institutions and provisions of evidence of 
attendance to the EAA.  

 
7.11 Acceptable evidence of attendance includes a certificate of attendance 

issued by the relevant institution, a confirmation letter stating the number 
of learning hours issued by the relevant institution or any similar formal 
written confirmation. 

�
 

8. Record-Keeping 
 

8.1 CPD-related matters will be posted on the EAA website for ease of access 
and greater accuracy.  Hyperlinks will be available on the website for 
accessing related sites. 

 
8.2 Licensees should visit the EAA website regularly to keep informed of the 

latest developments.  Licensees may also obtain the information from 
the EAA Office. 

 
8.3 As CPD points can be earned in a variety of ways and from different 

activity providers (the EAA being just one of them), the responsibility lies 
with licensees to keep accurate records of all CPD activities undertaken 
e.g. original certificate of attendance.  It is recommended that all CPD 
records be retained for at least five years. 

 
8.4 After successful completion, attendance at recognised CPD activities 

would be acknowledged by a certificate of attendance shown in Annex 
I of C(1) or certificate of completion shown in Annex I of C(2). 
Licensees should keep the original certificates themselves.  Receipt of 
payment cannot by itself be proof of completion of an activity, as absence, 
lateness or other factors may render the activity invalid for CPD purposes. 
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9.  Certificate of Attainment, CPD Attainment Symbol, CPD Mark for Estate  
Agencies and Premium CPD Attainment Symbols 

 
9.1 To foster learning and help estate agency management encourage greater 

participation in the CPD Scheme, the EAA grants a number of awards. 
 

(a)  Certificate of Attainment and CPD Attainment Symbol 
 
9.2 Licensees who have achieved the CPD attainment target for a CPD period 

will be presented with a Certificate of Attainment and a CPD Attainment 
Symbol in recognition of their self-enrichment efforts and support for the 
CPD Scheme. If necessary (such as loss of the Certificate of Attainment), 
licensees may submit a Voluntary Declaration of CPD Attainment 
(Form E) to the EAA for the EAA’s endorsement of points earned.    

 
9.3 The CPD Attainment Symbol will be printed on the estate agent card 

issued by the EAA upon licence renewal.  Awardees will also be entitled 
to print the CPD Attainment Symbol on their business cards.  The 
general conditions on the use of the CPD Attainment Symbol are in 
Annex F. 

 
 

(b) Premium CPD Attainment Symbols 
 

9.4 To recognise licensees’ continuous effort in enhancing their knowledge 
through participation in CPD activities, with effect from the CPD period 
commencing 1 October 2013 and ending 30 September 2014, premium 
CPD Symbols are to be presented to those licensees who have respectively 
achieved the CPD attainment target for three consecutive CPD periods and 
five consecutive CPD periods.  These premium Symbols, namely Silver 
Symbol for three consecutive CPD periods and Gold Symbol for five 
consecutive CPD periods, would be different from the standard Symbol for 
one CPD period.  

 
9.5 For example, licensees achieving the CPD attainment target in CPD periods 

ending 30 September 2014, 2015 and 2016 will be presented with a Sliver 
Symbol.  Those Silver Symbol awardees when further achieving the CPD 
attainment target in two subsequent CPD periods ending 30 September 
2017 and 2018 will be presented with a Gold Symbol. 

 
9.6 The EAA will award licensees with certificate and small badge of the Silver 

Symbols and Gold Symbols upon their achievement of the CPD attainment 
target for three consecutive CPD periods and five consecutive periods 
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respectively.  Premium CPD Attainment Symbol will be printed on the 
estate agent card issued by the EAA upon licence renewal.  Awardees will 
also be entitled to print the Premium CPD Attainment Symbol on their 
business cards. The general conditions on the use of Premium CPD 
Attainment Symbol are in Annex G. Awardees should note that no 
replacement for the certificate will be arranged once issued. However, if 
necessary (such as loss or damage of the small badge), awardees may apply 
to the EAA for replacement of the small badge (see Form G). 

 
(c) CPD Mark for Estate Agencies 

 
9.7 As at the 1st day of October of each year, agency shops with 80% or more 

of their licensed employees (amongst them must be the branch manager*) 
having attained the CPD attainment target for their previous CPD period 
(80% criterion), will be presented with the CPD Mark for Estate Agencies 
(CPD Mark).   

 
*The manager appointed for the purpose of s. 38 of the Estate Agents 
Ordinance. 

 
9.8 The CPD Mark will be valid for one year, from 1 January to 31 December 

of the following year (the validity year).  The agency shops issued with 
the CPD Mark may, during the validity year, display the CPD Mark decal 
at their respective business addresses and print the CPD Mark on their 
pamphlets, brochures and documents, as well as on the business cards of 
their employees. 
 

9.9 Agency shops fulfilling the 80% criterion may apply for the CPD Mark 
award through the submission of a Voluntary Declaration Form for CPD 
Mark for Estate Agencies (Form F) to the EAA between 1 October and 1 
November each year.  For details of the CPD Mark for Estate Agencies 
award scheme, please refer to the “Rules and Conditions for CPD Mark 
for Estate Agencies Award Scheme” (see Annex H).  The general 
conditions on the display or other use of CPD Mark decal and CPD Mark 
are in Annex I. 

 
9.10 The EAA may carry out random inspection of licensees’ records to ascertain 

the accuracy of the information given in the declaration (including the 
Voluntary Declaration of CPD Attainment and the Voluntary Declaration 
Form for CPD Mark for Estate Agencies).  False declarations may result 
in disciplinary action. 

 
9.11 To encourage wider participation in the CPD Scheme, the EAA provides 
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various kinds of incentives or subsidies to both licensees and activity 
providers from time to time, for example, venue rental subsidy. 

 
 
10. Attendance Requirements 

 
10.1 While the EAA has specified the procedure to be followed by participants 

in its approved activities (Annex C), other institutions/activity providers 
may have different house rules.  Licensees must comply with all 
applicable rules, which may include producing proof of identity for 
registering attendance, or stipulations about absence from the venue 
beyond an allowed time limit.  Breaches may result in a reduction in the 
number of CPD points earned or disqualification from the activity 
concerned. 

 
10.2 Other misbehaviour, such as talking on a mobile phone during class, may 

also lead to disqualification.  Plagiarism may result in disqualification and 
disciplinary sanctions. 

 
 
11. CPD Information and Enquiries 

 
11.1  These Guidelines are posted on the EAA website (www.eaa.org.hk) and 

updated regularly.  Please refer to the EAA website from time to time for 
supplements and updates, as well as for the latest CPD activities.  

 
11.2 CPD information may be time-sensitive, as some may be adopted at short 

notice, or the information may be so lengthy that it can only be cost-
effectively provided via electronic means.  Licensees are advised to take 
the initiative to visit the EAA website regularly for the latest CPD news. 

 
11.3 For questions on the CPD Scheme, please contact the EAA through its 

Hotline 2111 2777 (Continuing Professional Development Scheme) or by 
e-mail (eaatraining@eaa.org.hk).  
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e-Quiz – Purpose and Terms  
What is e-Quiz? 
e-Quiz is an on-line Continuing Professional Development (CPD) activity offered by the Estate 
Agents Authority (EAA) free of charge.  It takes the form of a simulated property transaction, 
resembling a situation that a licensee may come across in everyday practice, and may cover matters 
outside the introductory scope of the qualifying examination syllabi. 
 
After reading the case study and supporting materials, participants are asked to answer a quiz 
comprising 10-20 questions.  One CPD point will be awarded to licensees who attain the pass mark 
specified for that particular e-Quiz.  The pass mark may vary, depending on the case study’s level 
of difficulty.  
   
Frequency of e-Quiz 
There will be one e-Quiz every two months.  The e-Quiz is scheduled for release on the second 
Tuesday of the issuing month.    
Registration for Participants Requiring Manual Mark ing 
Licensees who require their answers to be marked manually need not register in advance.  e-Quiz 
materials will be supplied by request via the fax-on-demand service provided by calling the EAA at 
2111 2777 around the scheduled release date.  Those who wish to take part after receiving the 
materials can submit their answers according to the instructions given on the Request for Manual 
Marking of e-Quiz form (see Form A).  Participants will have to produce (or provide a copy of) their 
Estate Agent Card for identification.  
  
Non-licensee Participants 
Non-licensees (including licensees whose licence has expired) need prior approval from the EAA 
before taking an e-Quiz and can only participate in the manual mode.  Please seek written consent 
from the EAA before submitting answers.  
  
Dual Registration 
Where a licensee who has registered to participate online at the same time asks the EAA to have 
answers marked manually, the online answers will be disregarded.  Only the answers marked 
manually will count. 
 
Submission of Answers 
Answers must be submitted before the deadline specified, usually within two weeks of the e-Quiz 
being issued.  Please pay special attention to the deadline for each release.  Answers given must 
be solely worked out by the participant. 
 
Results 
Results will be released to each valid participant immediately after finishing the e-Quiz.  The 
decision of the EAA is final and no request for review will be entertained. 
A participant must be a valid licence holder on the day the e-Quiz is released, or have obtained prior 
written consent from the EAA, otherwise answers may be disregarded. 
 
E-Quiz Archive 
The latest e-Quiz and answers will be archived on the EAA website after the release of a new e-Quiz.  
Information in the archive is open to all. 
 
Enquiries 
EAA Hotline: 2111 2777 (Continuing Professional Development Scheme)  Fax: 2152 3600    
Email: eaatraining@eaa.org.hk   Website www.eaa.org.hk 

Annex A 
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������������������������  
Endorsed Training Institutions 

1. ������  
The Chinese University of Hong Kong 

2. ��������	
��  
School of Continuing and Professional Studies, The Chinese University of Hong Kong 

 
3. ���
��  

City University of Hong Kong 
4. ���
����	
��  

School of Continuing and Professional Education, City University of Hong Kong 
5. ���
������  

Community College of City University 
 

6. ������  
Hong Kong Baptist University 

7. ������������  
School of Continuing Education, Hong Kong Baptist University 

8. ����������  
College of International Education, Hong Kong Baptist University 

 
9. ���� ��  

The Education University of Hong Kong 
 

10. ������  
The Hong Kong Polytechnic University 

11. ������ ��	
��  
School of Professional Education and Executive Development, The Hong Kong 
Polytechnic University 

12. ������ �� ����  
Hong Kong Community College, The Hong Kong Polytechnic University 

 
13. ������  

The Hong Kong University of Science and Technology 
 

14. ����  
Lingnan University 

15. ������	
��  
Lingnan Institute of Further Education, Lingnan University 

16. ��������  
The Community College at Lingnan University 

 
 

Annex B 
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17. ��� ��  
The Open University of Hong Kong 

18. ��� ��!"#��	
��  
Li Ka Shing Institute of Professional and Continuing Education, The Open University 
of Hong Kong 

 
19. ����  

The University of Hong Kong 
20. ������	
��  

School of Professional and Continuing Education, The University of Hong Kong 
21. ������	
��$%&��'�  

HKU SPACE Po Leung Kuk Community College 
22. ����()��  

HKU SPACE Community College 
 

23. *+��,-.��/0  
Caritas Community and Higher Education Service 

24. *+123���4  
Caritas Bianchi College of Careers 

25. *+����  
Caritas Institute of Higher Education 

 
26. ��5���6�  

The Hong Kong Management Association 
 

27. ��789:	&  
Hong Kong Productivity Council 

  
28. ;�<=&  

Vocational Training Council 
29. ;�<=&��������  

Hong Kong Institute of Vocational Education, Vocational Training Council 
30. ;�<=&->	
��  

Institute of Professional Education and Knowledge, Vocational Training Council 
31. ;�<=&?@��AB�C  

Integrated Vocational Development Centre, Vocational Training Council 
32. ;�<=&��-. ������  

Technological and Higher Education Institute of Hong Kong, Vocational Training 
Council 

33. ;�<=&DE-.����  
School for Higher and Professional Education, Vocational Training Council 

34. ;�<=&��F�GH��   
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Hong Kong Design Institute, Vocational Training Council 
 

35. *I ��  
Centennial College 

 
36. JK��  

Chu Hai College of Higher Education 
 
37. L75���  

Hang Seng Management College 
 
38. ��M�'�  

Hong Kong Adventist College 
 
39. ��NO��  

Hong Kong Art School 
 
40. ��PQ'�  

Hong Kong Buddhist College 
 
41. ����	
�4  

Hong Kong College of Technology 
 
42. ������'�  

Hong Kong Institute of Technology 
 
43. ��RQ��  

Hong Kong Shue Yan University 
 
44. STU�,�H�4  

Kaplan Business and Accountancy School 
 
45. VW��'�  

Pui Ching Academy 
 
46. XYZNOGH (�� )��[\�]  

SCAD Foundation (Hong Kong) Limited/ Savannah College of Art and Design, Inc. 
 
47. ̂ _��  

Tung Wah College 
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48. ̀ ���'�  
Yew Chung Community College 

 
49. ab���'�  

YMCA College of Careers 
 

50. cdefg�hijklmnop� qrstulvw��xy  
Other educational institutions eligible to offer sub-degree programmes as may be from 
time to time be published on government websites 
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Assessment of CPD Activities 
 

Assessment procedure is set out in the following pages, to which all activity providers should 
refer. Assessment Procedure for seminars and multi-session training activities is at Annex 
C(1);  Assessment Procedure for e-Learning or web-based activities is at Annex C(2) and 
Assessment Procedure for webinar / online training class is at Annex C(3) .  Please visit the 
EAA website (http://www.eaa.org.hk) for the latest amendments, if any.  While CPD 
activities approved by the EAA will meet the minimum requirements of the EAA CPD 
Scheme, their relevance and suitability for individual licensees may vary.  Participants are 
requested to make due enquiries before enrolment.  The EAA accepts no responsibility for 
learning activities offered by activity providers. 

 
 

Annex C 
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ASSESSMENT PROCEDURE  
For Seminars and Multi-Session Training Activities  

 

Last update in October 2017 

1. Assessment Procedure 

 

1.1 (a) Activity providers should submit applications to the EAA within two months 
after completion of CPD activity. 
 

(b) Application form can be downloaded from the website of the EAA 
(http://www.eaa.org.hk). 

 
1.2 Activity providers should be able to demonstrate their abilities and capacity for 

conducting relevant activities and should have suitable venues. To this end, activity 
providers are required to submit documentation which details the objectives, 
content, the number and type of CPD points to be applied for, contact hours, 
admission and assessment requirements (if any), instructor/presenter CVs, 
facilities, quality assurance mechanisms and activity fees.  The EAA may request 
further information and meet with the responsible instructors/presenters and other 
personnel as required for the endorsement and assessment.  An on-site visit may 
be conducted during the application stage. 

 
1.3 The EAA may publish a list of the recognised CPD activities and their respective 

CPD points on its website at www.eaa.org.hk. 
 

1.4 Provided that all relevant information is submitted, activity providers will normally 
receive a formal notification of the results of their applications, successful or 
otherwise, approximately four weeks after the date of application.  
 

Annex C(1) 
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2. Assessment Criteria 

2.1  Content 
 

2.1.1 As specified in the CPD Scheme Guidelines, activities that bear a close 
relationship with law, compliance or supervisory issues are under the 
Compliance and Effective Management category.  Other types of 
activities that may help to raise the standard of licensees are under the 
All-round Advancement category.  Activities should be designed to 
focus on either the Compliance and Effective Management or All-
round Advancement category.  

 
2.1.2 The following is a broad classification: 

Categories Subjects 
Examples  

 (not exhaustive and to be updated from 
time to time) 

Compliance 
and Effective 
Management 

Regulatory and Legal 
Compliance 

�  Estate Agents Ordinance and its 
Subsidiary Legislation, Code of Ethics 
and Practice Circulars 

�  Land Search 
�  Standard Forms 
�  Conveyancing and Tenancy 
�  First Sale of Residential Properties 
�  Professional Ethics and Integrity 
�  Laws Other than the Estate Agents 

Ordinance 

Effective Management and 
Operations  

�  Effective Management of Estate Agency 
Business 

�  Corporate Governance 
�  Risk Management 
�  Cyber Security 

All-round 
Advancement 

Industry Knowledge and 
Market Update 

�  Surveying, Property / Facilities 
Management and Town Planning  

�  Building, Architecture and Interior 
Design 

�  Estate Agency Practice in Other 
Jurisdictions 

Communication and 
Interpersonal Skills 

�  Language Skills 
�  Sales and Marketing Skills 
�  Customer Service Skills 
�  Emotional Intelligence 
�  Leadership Skills 

Business and Commercial 
Knowledge 
 

�  Accounting, Economics and Finance 
�  Information Technology and Data 

Analysis 
�  Human Resources Management and 

Administration 
Other Knowledge Conducive 
to Raising Competence or 
Enabling Personal 
Accomplishment of Licensees  

�  Environmental Protection 
�  Occupational Safety and Health 
�  Behavioural Aspects 
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2.1.3 CPD points may be granted to those activities which aim at enhancing 

the general performance of the licensees and are highly relevant to the 
estate agency industry. 
  

2.1.4 Activity titles should be reflective of the activity content. The 
attendance requirement for CPD activity is set out in paragraph 5.1.4.   

 
2.2  Learning Modes and CPD Points 

 
2.2.1 CPD points can be earned through a variety of activity modes, namely  

1. Multi-session training activities  
As a general guideline multi-session training activities refer to a 
series of activities with a total duration longer than 10 hours, 
often with a curriculum and leading to an award like certificate 
or diploma. 

2. Seminars or lectures  
These refer to seminars / lectures of a few hours in duration.  

   
2.2.2 Upon approval of the CPD activity, a copy of the finalized 

schedule/timetable (including venue information) of the CPD 
activity should be delivered to the EAA seven days in advance by 
fax (2152-3600) or by email (eaatraining@eaa.org.hk).  Written 
notice of any subsequent changes in time schedules, activity venues 
or cancellation of classes should be given to the EAA as soon as 
possible, as there may be unannounced class visits to the activity 
venue. 

 
 

2.3  Instructors or Presenters 
 

2.3.1 Activity providers should recruit an adequate number of appropriately 
qualified and experienced instructors or presenters. 

 
2.3.2 The instructors or presenters should have relevant academic and/or 

professional qualifications, and will have normally undertaken 
appropriate level of teaching and/or industry experience. In the 
application form, activity providers should clearly state their 
appointment criteria including required academic qualifications, 
professional qualifications and training/industry experience. Activity 
providers must provide detailed information, including the names of the 
instructors/presenters, their academic qualifications and awarding 
institutions, professional qualifications and awarding institutions, and 
relevant experience. 
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2.4  Quality Assurance 
 

2.4.1  For all activities, there must be a person-in-charge who is responsible 
for the overall management and quality of the activity. The person 
should possess relevant training or experience in managing similar 
activities. 

 
2.4.2  Activity providers should have in place a comprehensive mechanism 

for assuring and monitoring the quality of the activity to ensure that 
the activity is delivered up to standard.  

 
2.4.3  The processes for quality assurance should be well documented and 

clearly understood by all personnel involved.  The EAA reserves the 
right to inspect these documents. 

 
2.4.4  Participant evaluations should be carried out at the end of CPD 

activities.  
 

2.4.5  Significant change proposed in the activities during the approval 
period, e.g. changes to contact hours, content, 
instructors/presenters, assessment requirements, nature of the 
activity, etc., must have prior approval from the EAA by 
submitting a change request in writing. Upon re-assessment and 
where necessary, the EAA may suspend or revoke the approval status 
of the activities, or specify conditions to be met.  

 
2.4.6  Activity providers should agree to allow members or 

representatives of the EAA to attend any of the activities free of 
charge for quality assurance purposes.  The EAA reserve the right 
to obtain independent feedback from activity participants during or 
after the activities.   

 
 

2.5  Other Requirements 
 
2.5.1  Activity providers should cooperate with the EAA. 

 
2.5.2  The EAA may conduct inspection of CPD activities without prior 

notice. 
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3. Assessment Outcome 
 

3.1 One contact hour in approved activities will generally be awarded one 
CPD point. 
 

3.2 Activity provider will receive a letter of assessment outcome, which can be one 
of the following:- 
(a) The CPD activity is unconditionally approved as presented; OR 
(b) The CPD activity is approved subject to conditions (In such cases, the           

EAA will monitor the fulfillment of conditions at the appropriate time.); 
OR 

(c) The CPD activity is not approved.  
 

3.3 Activity providers may use the following statement in their 
marketing/advertising/promotional materials/literature of approved CPD 
activities: “x CPD points approved by the EAA for the EAA CPD Scheme”.  
 

3.4 The EAA will monitor the progress of the activities and may request activity 
providers to follow conditions or directions to maintain the activity within the 
assessment criteria and framework. 

 
3.5 A proposed CPD activity may not be approved if in the opinion of the EAA it 

does not contribute to the professional development of the participants, or is of 
sub-standard quality. 

 
3.6 In the event of a formal non-approval, activity providers may re-submit as a 

new application after appropriate improvements and modifications have been 
made. 

 

4. Approval Period 
 
4.1 Only recognised activities conducted within the approval period specified in 

the letters of assessment outcome shall entitle the participants to claim CPD 
points. Providers shall not claim their CPD activities as the EAA recognised 
activities after the approval period expires. 

 
  



25 

5. Responsibilities of Activity Providers 

 
5.1 General Responsibilities 
 

5.1.1 Activity providers should ensure that participants shall observe 
classroom discipline and do not cause disturbance to others such as 
talking on the mobile phone, etc. 
 

5.1.2 Activity providers should implement a secure system to register a 
participant’s entry to and departure from the activity venue, such as 
by asking him/her to sign in and out and/or by electronic means. 

 
5.1.3 Activity providers should submit copies of attendance records to 

the EAA within seven days of the CPD completion of the CPD 
activities, and keep these records for at least three years. They are 
required to submit to the EAA computer readable attendance records. 

 
5.1.4 If a participant has not attended a CPD activity/CPD activity 

scheduled by modules in full, the CPD points awarded shall be 
reduced. For a CPD activity/CPD activity scheduled by modules 
delivered in seminar/ lecture approved with 1-10 CPD points, one 
CPD point will be deducted where a participant is absent for any 
reason from the activity for 15 minutes or more cumulatively and no 
CPD point will be awarded if so absent for over 1 hour.  

 
5.1.5 For multi-session training activities with 11 contact hours or more, 

the maximum non-attendance allowable is 20% of the total contact 
hours, no CPD points should be awarded if participants are absent for 
more than 20% of the activity. Providers can exercise stricter 
attendance requirement depending on the nature and objective of the 
CPD activities.   

 
5.1.6 Time spent on breaks/recesses, test or examination cannot be regarded 

as contact hours and is excluded from the calculation of CPD points.  
 
 

5.2 To the EAA 
 

5.2.1 To facilitate the work of the EAA, activity providers should liaise 
closely with the EAA. 
 

5.2.2 Activity providers applying for assessment shall be responsible for 
providing all necessary and required information to the EAA, and 
access to facilities and personnel as required.  The EAA shall bear no 
responsibility for its inability to proceed with any part of the assessment 
or any delays to the process if any such required information or access 
is not provided. 
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5.2.3 The EAA reserves the right not to accept any request for assessment of 
all or any part of the activities proposed.  

 
5.2.4 If at any time during the approval period, activity providers fail to, or 

are unable or unwilling to comply with any direction or condition 
stipulated by the EAA, or the guidelines as stated in this document, the 
EAA may suspend or revoke the approval status of the CPD activities 
after a reasonable period of notification. 
 

5.2.5 The EAA shall not be held responsible for any consequences arising 
from the assessment process including any delays to the validation 
process or any cessation of the process. 

 
 
 

5.3 To the Participants 
 

5.3.1 A certificate of attendance should be provided to all participants on 
successful completion of a CPD activity.  The certificate should bear 
the signature and name of a responsible person (e.g. the head of 
organization), as well as the stamp of the organization, and shall include 
the following information :  

�  Name of the organization 
�  Title of the activity 
�  CPD activity code 
�  Date and time of the activity  
�  CPD points approved 
�  CPD points earned by the participant 
 
(A sample certificate of attendance is available at the Annex I of Annex 
C(1).) 

 

5.3.2 Reasonable notice should be given where an activity is changed or 
postponed.  The typhoon/rainstorm guidelines (Annex II of Annex 
C(1)) should be observed whenever possible. 
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ESTATE AGENTS AUTHORITY 

Continuing Professional Development Scheme 
 

CERTIFICATE OF ATTENDANCE 
 
IMPORTANT:  PRINT or TYPE all information in BLACK INK 
 
An authorized representative of the CPD activity provider must sign this certificate.  The participant must 
retain this certificate for a period specified by the Estate Agents Authority. 
 
PARTICIPANT INFORMATION 
English Name :  

Chinese Name :  

Licence No. :  

 
CPD ACTIVITY PROVIDER 
English Name :  

Chinese Name :  

Phone Number : (for verification if required) 
 
ACTIVITY INFORMATION 
Title :  

Reference Code  :  

Date  :  

Time : From _______ am/pm to ___________  am/pm 

CPD Points approved : ___________ points 

CPD Points earned by 
participant 

: 
___________ points 

Remarks :  

 
 
 

   
Signature of Authorized Representative   

   
 
 
 

  

   
Name (in block letters)  

for and on behalf of 
(please stamp) 

 Date 

 

Annex I of 
Annex C(1) 
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Bad Weather Arrangement for CPD Activities 
 
Whenever possible, if a CPD activity has to be postponed/cancelled due to Typhoon 
Signal No.8 or above or Black Rainstorm Warning, a telephone number should be 
provided to which enquiries can be made.  The CPD activity provider will advise 
participants of the alternative date of the activity concerned in due course. 

 
For CPD activities that have not yet started: 

 
Conditions CPD Activities 
The Typhoon Signal No. 8 or above or 
Black Rainstorm Warning is still issued / 
likely to be issued as announced by the 
Hong Kong Observatory at / after 6:30 a.m. 
 

Cancel for the morning activities 

The Typhoon Signal No. 8 or above or 
Black Rainstorm Warning is still issued / 
likely to be issued as announced by the 
Hong Kong Observatory at / after 12:00 
noon. 
 

Cancel for the afternoon activities 

The Typhoon Signal No. 8 or above or 
Black Rainstorm Warning is still issued / 
likely to be issued as announced by the 
Hong Kong Observatory at / after 3:00 p.m. 
 

Cancel for the evening activities 

The Typhoon Signal No. 8 or above or 
Black Rainstorm Warning is cancelled 
before / at 6:30 a.m. 
 

Continue for the morning, afternoon & 
evening activities 

The Typhoon Signal No. 8 or above or 
Black Rainstorm Warning is cancelled 
before / at 12:00 noon. 
 

Continue for the afternoon & evening 
activities 

The Typhoon Signal No. 8 or above or 
Black Rainstorm Warning is cancelled 
before / at 3:00 p.m. 
 

Continue for the evening activities 

 
 
 
 

Annex II of 
Annex C(1) 
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For CPD programmes that have already started: 
 

Conditions CPD Programmes 
The Typhoon Signal No. 8 or above is 
issued or likely to be issued as announced 
by the Hong Kong Observatory. 
 

Immediately suspend for all activities 

The Black Rainstorm warning is issued. 
 

Continue for all activities 
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ASSESSMENT PROCEDURE 
For e-Learning/Web-based Activities  

 
Last update in October 2017 

 

1. General Assessment Procedure 

 

1.1 (a) Activity providers should submit applications to the EAA within two months 
after completion of CPD activity. 
 

(b) Application form can be downloaded from the website of the EAA 
(http://www.eaa.org.hk). 

 
1.2 The EAA will assess the activity based on the activity content, objective, admission 

requirements, course design, learning materials, course delivery, learning support, 
participant tracking mechanism, overall quality assurance mechanism, assessment, 
as well as provider experience. 
 

1.3 The EAA may publish a list of the recognised CPD activities and their respective 
CPD points on its website at http://www.eaa.org.hk.  
 

1.4 Provided that all relevant information is submitted, activity providers will normally 
receive a formal notification of the results of their applications, successful or 
otherwise, approximately four weeks after the date of application. 
 
 

 

Annex C(2) 
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2. Assessment Criteria 

2.1  Content 
 

2.1.1  As specified in the CPD Scheme Guidelines, activities that bear a 

close relationship with law, compliance or supervisory issues are 

under the Compliance and Effective Management category.  

Other types of activities that may help to raise the standard of 

licensees are under the All-round Advancement category. Activities 

should be designed to focus on either the Compliance and Effective 

Management or All-round Advancement category.  
 

2.1.2   The following is a broad classification: 

 

Categories Subjects 
Examples  

 (not exhaustive and to be 
updated from time to time) 

Compliance 
and Effective 
Management 

Regulatory and Legal Compliance 

�  Estate Agents Ordinance  
and its Subsidiary 
Legislation, Code of Ethics 
and Practice Circulars 

�  Land Search 
�  Standard Forms 
�  Conveyancing and Tenancy 
�  First Sale of Residential 

Properties 
�  Professional Ethics and 

Integrity 
�  Laws Other than the Estate 

Agents Ordinance 

Effective Management and 
Operations  

�  Effective Management of 
Estate Agency Business 

�  Corporate Governance 
�  Risk Management 
�  Cyber Security 

All-round 
Advancement 

Industry Knowledge and Market 
Update 

�  Surveying, Property / 
Facilities Management and 
Town Planning  

�  Building, Architecture and 
Interior Design 

�  Estate Agency Practice in 
Other Jurisdictions 

Communication and Interpersonal 
Skills 

�  Language Skills 
�  Sales and Marketing Skills 
�  Customer Service Skills 
�  Emotional Intelligence 
�  Leadership Skills 

Business and Commercial 
Knowledge 

�  Accounting, Economics and 
Finance 



32 

 �  Information Technology and 
Data Analysis 

�  Human Resources 
Management and 
Administration 

Other Knowledge Conducive to 
Raising Competence or Enabling 
Personal Accomplishment of 
Licensees  

�  Environmental Protection 
�  Occupational Safety and 

Health 
�  Behavioural Aspects 

 

2.1.3   CPD points may be granted to those activities which aim at 

enhancing the general performance of the licensees and are highly 

relevant to the estate agency industry. 
  
 

2.2  Objective 
 

2.2.1 The activity objectives should be clearly defined for the target 
participants. 

 
2.2.2 The learning outcomes must be specific and attainable through 

electronic delivery. 
 
 

2.3  Admission 
 

2.3.1 Prospective learners should be advised of the IT competence, 

equipment and learning resources (e.g. hardware and software) required 

prior to commencement of the activity. 

 

2.3.2 Entry requirements, if any, should be appropriate to the level and nature 

of the web-based distance learning mode of CPD. 
 

2.4  Course Design 
 

2.4.1 The activity should be specifically designed for delivery through the 

web-based distance learning mode of study.  

 

2.4.2 The e-learning courseware should make appropriate use of tools, such 

as text, graphics, sound, video as well as asynchronous and synchronous 

communication technologies. 

 

2.4.3 The course design should aim at producing a learning environment that 

can support both independent and interactive modes of learning. 
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2.4.4 The course design should aim at providing flexible learning tailored to 

a variety of target participants and variations in learning pace.  

 
2.5  Learning Materials 

 

2.5.1 All materials must be ready and available on-line for the EAA’s 

inspection, supplemented by additional notes and documents. Clear 

instructions must be available to guide the participants through the 

materials on-line, in terms of the recommended order of activity and 

number of hours to be spent on different components.  Participants 

must be able to go through the learning process on their own with the 

instructions provided. On-line help should also be available.  

 

2.5.2 The language of learning materials should be keyed to the reading 

competence of participants (in either Chinese or English). 

 

2.5.3 Links to other websites might be provided for additional learning 

materials and reference. Permission and copyright of all links and 

learning materials must be properly addressed. 

 

2.5.4 There must be adequate materials on-line to warrant the minimum 

number of recommended learning hours for CPD points that would be 

awarded upon completion of the learning activity. 

 
2.6  Course Delivery and Learning Support  

 

2.6.1 Activity providers should have adequate infra-structure for electronic 

delivery of the activity. 

 

2.6.2 Participants should be given detailed instructions for the activity, and 

guided to all relevant learning resources on-line. Effective on-line 

support should be available including prompt and thorough response to 

enquiries, provision of guidance to individual learners upon request, 

and provision of information on activity requirements.  

 

2.6.3 Some optional face-to-face components may be used to augment the 

web-based distance learning mode of study. 

 



34 

2.7  Participant Tracking Mechanism 
 

2.7.1 Activity providers must be able to maintain the integrity of student-

record keeping through, for example, a front-end log-on and identity-

checking system. Identity of participants must be verified. Continual 

verification is also required. Examples include measures such as the 

regular prompt for entry and re-entry of participants’ personal 

information.  

 

2.7.2 A tracking system should also be in place to keep track of the 

participant’s log-on time, idle-time and activities undertaken during the 

entire time logged on. An audit report should be generated and 

maintained for audit purpose. 

 

2.7.3 Activity providers must ensure that all personal data are kept strictly 

confidential and protected. They are not to be released to any other 

parties for any other usage. 

2.8  Overall Quality Assurance 

2.8.1 For all activities, there must be a person-in-charge who is responsible 

for the overall management and quality of the activity. The person 

should possess relevant training or experience in managing similar 

activities. 

 

2.8.2 Activity providers should have in place a comprehensive 

mechanism for assuring and monitoring the quality of the activity.  

The EAA will impose as strict requirements on web-based or e-

learning activities as those on face-to-face mode. 

 

2.8.3 There should be a system of regular review of course content and 

materials to ensure their quality and currency. 

 

2.8.4 Activity providers must maintain back-up and recovery systems for 

web-based activities in case of system failure and problems. 

 

2.8.5 The processes for quality assurance should be well documented and 

clearly understood by all personnel involved. The EAA reserves the 

right to inspect these documents. 
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2.8.6 Learner evaluations should be carried out at the end of CPD 

activities. Evaluation results must be maintained and submitted to the 

EAA upon request. 
 

2.8.7 Significant change proposed in the activities during the approval 

period, e.g. changes to learning hours, content, and assessment 

requirements etc., must have prior approval from the EAA by 

submitting a change request in writing. Upon re-assessment and 

where necessary, the EAA may suspend or revoke the approval status 

of the activities, or specify conditions to be met.  

2.9  Course Assessment 

2.9.1 It is recommended that assessment component (quiz or test), either an 

on-line assessment or a face-to-face assessment, be implemented to 

ensure that the participant accomplishes the learning outcome.  

 

2.9.2 Assessment should be valid and reliable in measuring participants’ 

attainment of activity objectives. 

 

2.9.3  Assessment must be submitted together with the application for 

approval. 

 

2.9.4  Prior to admission to the activity, participants should be informed of any 

mandatory assessments. 

2.10 Experience of Activity Provider and Person in charge  

 

2.10.1 The activity provider / designer should be qualified and experienced in 

e-learning including its design, delivery and the administration of 

assessment.  

 

2.10.2 The person in charge should preferably have experience in the delivery 

of e-learning or similar activities. 
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3. Assessment Outcome 
 

3.1 Given that participants are free to spend as long (or as short) a time as they 

want or need on the activity, providers must specify the minimum number of 

hours that the participant is expected to spend on the activity in order to master 

all the materials provided so as to meet the activity objectives.  Generally, one 

hour of participation in e-learning activities will be awarded one CPD point.  

 

3.2 Activity provider will receive a letter of outcome, which can be one of the 

following: 

(a) The CPD activity is unconditionally approved as presented; OR 

(b) The CPD activity is approved subject to conditions (In such cases, the 

EAA will monitor the fulfillment of conditions at the appropriate time.); 

OR 

(c) The CPD activity is not approved.  

 

3.3 Activity providers may use the following statement in their 

marketing/advertising/promotional materials/literature of approved CPD 

activities: “x CPD points approved by the EAA for the EAA CPD Scheme”. 

 

3.4 The EAA will monitor the progress of the activities and may request activity 

providers to follow conditions or directions to maintain the activity within the 

assessment criteria and framework. 

 

3.5 A proposed CPD activity may not be approved if in the opinion of the EAA it 

does not contribute to the professional development of the participants, or 

which is found to be of sub-standard quality. 

 

3.6 In the event of a formal non-approval, activity providers may re-submit a new 

application after appropriate improvements and modifications have been made.  

 

 
4.  Approval Period 

 

4.1   Only approved activities conducted within the approval period specified in the 

letters of assessment outcome shall be entitled to claim CPD points. Providers 

shall not claim their CPD activities as the EAA approved activities after the 

approval period expires. 
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5. Responsibilities of Activity Providers 

 

5.1 General Responsibilities 

 

5.1.1 Log-on and tracking systems should be in place to verify participant 

identity and keep track of the participant’s log-on time, idle-time and 

activities undertaken during the entire time activity. 

 

5.1.2 Activity providers should submit copies of log-on records to the 

EAA within seven working days of the completion of the CPD 

activities, and keep these records for at least 3 years.  They may 

also be required to submit computer readable records in a format 

specified by the EAA. A sample log-on record should be submitted 

to the EAA at the time of application.  
 

5.1.3 CPD points will be awarded to the participant who attains the pass 

mark specified for the assessment of that web-based activity. Providers 

can impose additional requirements, e.g. the total active log-on time 

should not be less than 80% of the time recommended by the provider 

for the participant to complete the learning activity.  

 

5.2 To the EAA 

 

5.2.1 Activity providers should liaise closely with the EAA. 
 

5.2.2 Activity providers applying for assessment are responsible for 

providing all necessary and required information to the EAA. The 

EAA shall bear no responsibility for any delays to the process if any 

required information or access is not provided.  
 

5.2.3 The EAA reserves the right not to accept any request for assessment 

of all or any part of the activities proposed.  

 

5.2.4 If at any time during the approval period, activity providers fail to, or 

are unable or unwilling to comply with any direction or condition 

stipulated by the EAA, or the guidelines as stated in this document, the 

EAA may suspend or revoke the assessment status of the CPD 

activities after a reasonable period of notification. 
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5.2.5 The EAA shall not be held responsible for any consequences arising 

from the assessment process including any delays to the validation 

process or any cessation of the process. 
 

5.3 To the Learners 

 

5.3.1 A certificate of completion should be provided to all learners on 

successful completion of a CPD activity.  The certificate should 

bear the signature and name of a responsible person (e.g. the head of 

organization), as well as the stamp, of the organization, and shall 

include the following information :  

�  Name of the organization 

�  Title of the activity 

�  CPD activity code 

�  CPD points approved 

�  CPD points earned by the participant 

 

(A sample certificate of completion is available at the Annex I of Annex 

C(2).) 
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ESTATE AGENTS AUTHORITY 
Continuing Professional Development Scheme 

 
CERTIFICATE OF COMPLETION 

 
IMPORTANT:  PRINT or TYPE all information in BLACK INK 
 
An authorized representative of the CPD activity provider must sign this certificate.  The participant must 
retain this certificate for a period specified by the Estate Agents Authority. 
 
PARTICIPANT INFORMATION 
 
English Name :  

Chinese Name :  

Licence No. :  
 
CPD ACTIVITY PROVIDER 
 
English Name :  

Chinese Name :  

Phone Number : (for verification if required) 
 
ACTIVITY INFORMATION 
 
Title :  

Reference Code  :  

CPD Points approved : ___________ points 

CPD Points earned by 
participant 

: 
___________ points 

Remarks :  
 

 
 
 

  

Signature of Authorized Representative   
   
 
 
 
 

  

   
Name (in block letters)  

for and on behalf of 
           (please stamp) 

 Date 

 
  

Annex I of 
Annex C(2) 
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ASSESSMENT PROCEDURE 
For Webinar / Online Training Class 

 
Last update in March 2021 

 

1. General Assessment Procedure 

 

1.1 (a) Activity providers should submit applications to the EAA within two months 
after completion of CPD activity. 
 

(b) Application form can be downloaded from the website of the EAA 
(http://www.eaa.org.hk). 

 
1.2 Activity providers should be able to demonstrate their abilities and capacity for 

conducting relevant activities and should have suitable and sufficient online 
training facilities. To this end, activity providers are required to submit 
documentation which details the objectives, content, admission, experience of 
activity provider, person in charge and instructors or presenters, course design, 
learning materials, course delivery, learning support, participant tracking 
mechanism as well as overall quality assurance. The EAA may request further 
information and meet with the responsible instructors/presenters and other 
personnel as required for the endorsement and assessment.  
 

1.3 The EAA may publish a list of the recognised CPD activities and their respective 
CPD points on its website at http://www.eaa.org.hk.  
 

1.4 Provided that all relevant information is submitted, activity providers will normally 
receive a formal notification of the results of their applications, successful or 
otherwise, approximately four weeks after the date of application. 
 
 

 

Annex C(3) 
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2. Assessment Criteria 
 

2.1  Objective 
 

2.1.1 The activity objectives should be clearly defined for the target 

participants. 

 

2.1.2 The learning outcomes must be specific and attainable through Webinar 

/ Online Training Class. 

 

 
2.2  Content 

 

2.2.1 As specified in the CPD Scheme Guidelines, activities that bear a close 

relationship with law, compliance or supervisory issues are under the 

Compliance and Effective Management category.  Other types of 

activities that may help to raise the standard of licensees are under the 

All-round Advancement category. Activities should be designed to 

focus on either the Compliance and Effective Management or All-round 

Advancement category.  
 

2.2.2  The following is a broad classification: 

 

Categories Subjects 
Examples  

 (not exhaustive and to be 
updated from time to time) 

Compliance 
and Effective 
Management 

Regulatory and Legal Compliance 

�  Estate Agents Ordinance  
and its Subsidiary 
Legislation, Code of Ethics 
and Practice Circulars 

�  Land Search 
�  Standard Forms 
�  Conveyancing and Tenancy 
�  First Sale of Residential 

Properties 
�  Professional Ethics and 

Integrity 
�  Laws Other than the Estate 

Agents Ordinance 

Effective Management and 
Operations  

�  Effective Management of 
Estate Agency Business 

�  Corporate Governance 
�  Risk Management 
�  Cyber Security 

All-round 
Advancement 

Industry Knowledge and Market 
Update 

�  Surveying, Property / 
Facilities Management and 
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Town Planning  
�  Building, Architecture and 

Interior Design 
�  Estate Agency Practice in 

Other Jurisdictions 

Communication and Interpersonal 
Skills 

�  Language Skills 
�  Sales and Marketing Skills 
�  Customer Service Skills 
�  Emotional Intelligence 
�  Leadership Skills 

Business and Commercial 
Knowledge 
 

�  Accounting, Economics and 
Finance 

�  Information Technology and 
Data Analysis 

�  Human Resources 
Management and 
Administration 

Other Knowledge Conducive to 
Raising Competence or Enabling 
Personal Accomplishment of 
Licensees  

�  Environmental Protection 
�  Occupational Safety and 

Health 
�  Behavioural Aspects 

 

2.2.3   CPD points may be granted to those activities which aim at 

enhancing the general performance of the licensees and are highly 

relevant to the estate agency industry. 

 

2.2.4   Activity titles should be reflective of the activity content. The 

attendance requirement for CPD activity is set out in paragraph 5.1.3.   
 
 

2.3  Admission 
 

2.3.1 Prospective learners should be advised of the IT competence, equipment 

and learning resources (e.g. hardware and software) required prior to 

commencement of the activity. 

 

2.3.2 Entry requirements, if any, should be appropriate to the level and nature 

of the Webinar / Online Training Class learning mode of CPD. 
 

 
2.4  Experience of Activity Provider/ Person in charge and Qualification of 

Instructors or Presenters 
 

2.4.1 Activity providers should recruit an adequate number of appropriately 
qualified and experienced instructors or presenters. 

 
2.4.2 The activity providers should be qualified and experienced in Webinar 
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/ Online Training Class including its design, delivery and the 
administration.  

 
2.4.3 The person in charge should preferably have experience in the delivery 

of webinar and online training class  
 

2.4.4 The instructors or presenters should have relevant academic 
and/or professional qualifications, and will have normally 
undertaken appropriate level of teaching and/or industry 
experience. In the application form, activity providers should clearly 
state their appointment criteria including required academic 
qualifications, professional qualifications and training/industry 
experience. Activity providers must provide detailed information, 
including the names of the instructors/presenters, their academic 
qualifications and awarding institutions, professional qualifications 
and awarding institutions, and relevant experience. 
 

2.5  Course Design 
 

2.5.1 The activity should be specifically designed for delivery through the 
Webinar / Online Training Class learning mode of study.  

 
2.5.2 The Webinar/ Online Training Class courseware should make 

appropriate use of tools, such as text, graphics, sound, video as well as 
asynchronous and synchronous communication technologies. 

 
2.5.3 The course design should aim at producing a learning environment that 

can support both independent and interactive modes of learning. 

 
2.5.4 The course design should aim at providing flexible learning tailored to 

a variety of target participants and variations in learning pace.  
 

 
2.6 Learning Materials 

 
2.6.1 All materials must be ready and available on-line for the EAA’s 

inspection, supplemented by additional notes and documents. 

 
2.6.2 The language of learning materials should be keyed to the reading 

competence of participants (in either Chinese or English). 

 
2.6.3 Links to other websites might be provided for additional learning 

materials and reference. Permission and copyright of all links and 
learning materials must be properly addressed. 

2.6.4 There must be adequate materials on-line to warrant the minimum 
number of recommended learning hours for CPD points that would be 
awarded upon completion of the learning activity. 
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2.7 Course Delivery and Learning Support 
 

2.7.1 Activity providers should have adequate infra-structure for Webinar / 

Online Training Class. 

 

2.7.2 Participants should be given detailed instructions for the activity, and 

guided to all relevant learning resources on-line. Effective on-line 

support should be available including prompt and thorough response to 

enquiries, provision of guidance to individual learners upon request, 

and provision of information on activity requirements.  
 

 
2.8 Participant Tracking Mechanism 

 

2.8.1 Activity providers must be able to maintain the integrity of student-

record keeping through, for example, a front-end log-on and identity-

checking system. Identity of participants must be verified. Regular 

checking on class attending is also required.  

 

2.8.2 A tracking mechanism should also be in place to keep track of the 

attendance of participants.  

 

2.8.3 Activity providers must ensure that all personal data are kept strictly 

confidential and protected. They are not to be released to any other 

parties for any other usage. 

 

 
2.9 Overall Quality Assurance 

 

2.9.1 For all activities, there must be a person-in-charge who is responsible 

for the overall management and quality of the activity. The person 

should possess relevant training or experience in managing similar 

activities. 

 

2.9.2 Activity providers should have in place a comprehensive 

mechanism for assuring and monitoring the quality of the activity 

to ensure that the activity is delivered up to standard. The EAA will 
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impose as strict requirements on Webinar / Online Training Class 

as those on face-to-face mode. 

 

2.9.3 The processes for quality assurance should be well documented and 

clearly understood by all personnel involved. The EAA reserves the 

right to inspect these documents. 

 

2.9.4 Participant evaluations should be carried out at the end of online 

CPD activities. The EAA reserve the right to obtain independent 

feedback from activity participants after the activities. 

 

2.9.5 Significant change proposed in the activities during the approval 

period, e.g. changes to learning hours content and 

instructor/presenters must have prior approval from the EAA by 

submitting a change request in writing. Upon re-assessment and 

where necessary, the EAA may suspend or revoke the approval status 

of the activities, or specify conditions to be met.  

 

2.9.6 Activity providers should provide training links to  the EAA and 

allow members or representatives of the EAA to attend any of the 

online activities free of charge for quality assurance purposes.   
 

 

3.  Assessment Outcome 

 

3.1 One contact hour on approved activities will generally be awarded one 

CPD point. 

 

3.2 Activity provider will receive a letter of outcome, which can be one of the 

following: 

(a) The CPD activity is unconditionally approved as presented; OR 

(b) The CPD activity is approved subject to conditions (In such cases, the EAA 

will monitor the fulfillment of conditions at the appropriate time.); OR 

(c) The CPD activity is not approved.  

 

3.3 Activity providers may use the following statement in their 

marketing/advertising/promotional materials/literature of approved CPD 

activities: “x CPD points approved by the EAA for the EAA CPD Scheme”. 
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3.4 Upon approval of the CPD activity, a copy of the finalized 

schedule/timetable (including the activity link) of the online CPD activity 

should be delivered to the EAA seven days in advance by fax (2152-3600) 

or by email (eaatraining@eaa.org.hk).  Written notice of any subsequent 

changes in time schedules, activity link or cancellation of classes should be 

given to the EAA as soon as possible.  

 

3.5 The EAA will monitor the progress of the activities and may request activity 

providers to follow conditions or directions to maintain the activity within the 

assessment criteria and framework. 

 

3.6 A proposed CPD activity may not be approved if in the opinion of the EAA it 

does not contribute to the professional development of the participants, or 

which is found to be of sub-standard quality. 

 

3.7 In the event of a formal non-approval, activity providers may re-submit a new 

application after appropriate improvements and modifications have been made.  

 

 
4.  Approval Period 
 

4.1 Only approved activities conducted within the approval period specified in the 

letters of assessment outcome shall be entitled to claim CPD points. Providers 

shall not claim their CPD activities as the EAA approved activities after the 

approval period expires. 

 

 
5. Responsibilities of Activity Providers 
 

5.1 General Responsibilities 

 

5.1.1 Log-on and tracking systems should be in place to verify participant 

identity and keep track of the participant’s log-on time, idle-time and 

activities undertaken during the entire time activity. 

 

5.1.2 Activity providers should submit copies of log-on records to the 

EAA within seven working days of the completion of the CPD 

activities, and keep these records for at least 3 years.  They may 
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also be required to submit computer readable records in a format 

specified by the EAA. A sample log-on record should be submitted 

to the EAA at the time of application.  
 

5.1.3 If a participant has not attended a webinar/online training class in full, 

the CPD points awarded shall be reduced. For example, if a webinar  

carries 3 CPD points, one CPD point will be deducted where a 

participant is absent for any reason from the activity for 15 minutes or 

more cumulatively and no CPD point will be awarded if so  absent 

for over 1 hour.  

 

5.1.4 Time spent on breaks/recesses, test or examination cannot be regarded 

as contact hours and is excluded from the calculation of CPD points.  
 

 

5.2 To the EAA 

 

5.2.1 To facilitate the work of the EAA, activity providers should cooperate 

and liaise closely with the EAA. 
 

5.2.2 Activity providers applying for assessment are responsible for 

providing all necessary and required information to the EAA. The 

EAA shall bear no responsibility for any delays to the process if any 

required information or access is not provided.  
 

5.2.3 The EAA reserves the right not to accept any request for assessment 

of all or any part of the activities proposed.  

 

5.2.4 If at any time during the approval period, activity providers fail to, or 

are unable or unwilling to comply with any direction or condition 

stipulated by the EAA, or the guidelines as stated in this document, the 

EAA may suspend or revoke the assessment status of the CPD 

activities after a reasonable period of notification. 

 

5.2.5 The EAA shall not be held responsible for any consequences arising 

from the assessment process including any delays to the validation 

process or any cessation of the process. 
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5.3 To the Learners 

 

5.3.1 A certificate of completion should be provided to all learners on 

successful completion of a CPD activity.  The certificate should 

bear the signature and name of a responsible person (e.g. the head of 

organization), as well as the stamp, of the organization, and shall 

include the following information :  

�  Name of the organization 

�  Title of the activity 

�  CPD activity code 

�  CPD points approved 

�  CPD points earned by the participant 

 

(A sample certificate of completion is available at the Annex I of Annex 

C(3).) 

 

5.3.2 Reasonable notice should be given where an activity is changed or 

postponed.  The typhoon/rainstorm guidelines (Annex II of Annex 

C(3)) should be observed whenever possible. 
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ESTATE AGENTS AUTHORITY 
Continuing Professional Development Scheme 

 
CERTIFICATE OF COMPLETION 

 
IMPORTANT:  PRINT or TYPE all information in BLACK INK 
 
An authorized representative of the CPD activity provider must sign this certificate.  The participant must 
retain this certificate for a period specified by the Estate Agents Authority. 
 
PARTICIPANT INFORMATION 
 
English Name :  

Chinese Name :  

Licence No. :  
 
CPD ACTIVITY PROVIDER 
 
English Name :  

Chinese Name :  

Phone Number : (for verification if required) 
 
ACTIVITY INFORMATION 
 
Title :  

Reference Code  :  

CPD Points approved : ___________ points 

CPD Points earned by 
participant 

: 
___________ points 

Remarks :  
 

 
 
 
 

  

Signature of Authorized Representative   
   
   
 
 
 
 

  

Name (in block letters)  
for and on behalf of 

           (please stamp) 

 Date 

  

Annex I of 
Annex C(3) 
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Bad Weather Arrangement for CPD Activities 
 
Whenever possible, if a CPD activity has to be postponed/cancelled due to Typhoon 
Signal No.8 or above or Black Rainstorm Warning, a telephone number should be 
provided to which enquiries can be made.  The CPD activity provider will advise 
participants of the alternative date of the activity concerned in due course. 

 
For CPD activities that have not yet started: 

 
Conditions CPD Activities 
The Typhoon Signal No. 8 or above or 
Black Rainstorm Warning is still issued / 
likely to be issued as announced by the 
Hong Kong Observatory at / after 6:30 a.m. 
 

Cancel for the morning activities 

The Typhoon Signal No. 8 or above or 
Black Rainstorm Warning is still issued / 
likely to be issued as announced by the 
Hong Kong Observatory at / after 12:00 
noon. 
 

Cancel for the afternoon activities 

The Typhoon Signal No. 8 or above or 
Black Rainstorm Warning is still issued / 
likely to be issued as announced by the 
Hong Kong Observatory at / after 3:00 p.m. 
 

Cancel for the evening activities 

The Typhoon Signal No. 8 or above or 
Black Rainstorm Warning is cancelled 
before / at 6:30 a.m. 
 

Continue for the morning, afternoon & 
evening activities 

The Typhoon Signal No. 8 or above or 
Black Rainstorm Warning is cancelled 
before / at 12:00 noon. 
 

Continue for the afternoon & evening 
activities 

The Typhoon Signal No. 8 or above or 
Black Rainstorm Warning is cancelled 
before / at 3:00 p.m. 
 

Continue for the evening activities 

 
 

  

Annex II of 
Annex C(3) 
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For CPD programmes that have already started: 
 

Conditions CPD Programmes 
The Typhoon Signal No. 8 or above is 
issued or likely to be issued as announced 
by the Hong Kong Observatory. 
 

Immediately suspend for all activities 

The Black Rainstorm warning is issued. 
 

Continue for all activities 
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Pro-rata CPD Attainment Targets in a CPD Period 
 

 
 
  

                                                 
1 For the purpose of the award of CPD Mark for Estate Agencies and CPD Attainment Symbol, a licensee should at least earn 1 CPD point to be recognised as fulfilling the CPD attainment 
requirement. For the purpose of calculation for the award of CPD Mark for Estate Agencies, those licensed employees whose CPD attainment target is “0” and the licensee’s CPD attainment is 
also “0” would be excluded. 

Total number of days holding a valid 
licence in a CPD period 

 
CPD attainment targets 

 
 

Maximum no. of CPD points that can be 
carried forward from the CPD period 
immediately before the current CPD 

period 

1-30 days 01 0 

31-60 days 2 1 

61-90 days 3 1.5 

91-120 days 4 2 

121-150 days 5 2.5 

151-180 days 6 3 

181-210 days 7 3.5 

211-240 days 8 4 

241-270 days 9 4.5 

271-300 days 10 5 

301-330 days 11 5.5 

331-366 days 12 6 

Annex D 
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Illustrations - Carry Forward CPD Points Accumulated in Excess from One CPD Period to the Next 

 
Example 1 (Next immediate CPD period is a standard 12-month period) 

 
CPD Period Attainment Target Total points accumulated1 CPD points to fulfill the attainment target CPD points in excess 

1st CPD 
Period 

1 Oct 13 - 30 Sep 14 
(12-month period) 12 points 20 points 12 points 8 points 

       
CPD Period Attainment Target 

Max. no. of points to be carried 
forward from previous CPD Period 

(50% attainment target of this period) 

CPD points that can be carried forward  
from previous CPD Period  

Remaining points required to 
achieve attainment target2 

Next 
immediate 

CPD Period 

1 Oct 14 - 30 Sep 15 
(12-month period) 12 points 6 points 6 points 6 points 

 
Example 2 (Next immediate CPD period is not a standard 12-month period) 

 

CPD Period Attainment Target Total points accumulated1 CPD points to fulfill the attainment target CPD points in excess 

1st CPD 
Period 

1 Oct 13 - 30 Sep 14 
(12-month period) 12 points 21 points 12 points 9 

       

CPD Period Attainment Target 
Max. no. of points to be carried 

forward from previous CPD Period 
(50% attainment target of this period) 

CPD points that can be carried forward  
from previous CPD Period 

Remaining points required to 
achieve attainment target2 

Next 
immediate 

CPD Period 

1 Jan 15 - 30 Sep 15 
(273 days) 10 points 5 points 5 points 5 

 
 

                                                 
1 CPD points earned free from the restrictions set out in Clause 5.2 of the CPD Scheme Guidelines. 
2 In the calculation of the CPD attainment for the next CPD period, the CPD points carried forward from the previous CPD period will be counted first .  After the deduction of the carried 
forward points, should the CPD points earned in that next CPD period exceed the remaining CPD points required to achieve the CPD attainment target of that period, the CPD points in excess 
could then be carried forward to the immediately succeeding CPD period, in accordance with Clauses 7.5 to 7.8 of the CPD Scheme Guidelines. 

Annex E 
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General Conditions on Use of CPD Attainment Symbol 

 
 

The holder of the Certificate of Attainment in Continuing Professional Development may 
print the CPD Attainment Symbol (the “Symbol”), displayed on the Certificate of 
Attainment, on his/her business cards in strict compliance with the following conditions: 
 
(1) Format 

(a) the Symbol (comprising logo and words) may be reduced or enlarged 
proportionately for printing on business cards, but no change to the design, layout, 
fonts and words is permitted;  

(b) the Symbol must be printed in its original colour or in black; and 
(c) the CPD period covered by the certificate awarded must be indicated by printing the 

year in which the CPD period ends below the words on the Symbol.  The years in 
which all previous CPD periods end and for which CPD Certificates of Attainment 
have been awarded may also be printed in chronological order below the words on 
the Symbol. 

(2) There is no restriction on which part of the business card the Symbol is printed. 

(3) The holder of the Certificate of Attainment shall, upon request in writing from the 
Estate Agents Authority, cease to use any business card which bears the Symbol. 

(4) Any Licensee who knowingly or without reasonable explanation makes any false or 
misleading statement to the public or furnishes any false or misleading information to 
the Estate Agents Authority in connection with his/her CPD points attainment may be 
subject to disciplinary sanction by the Estate Agents Authority. 

(5) Copyright of the Symbol belongs to the Estate Agents Authority. 

(6) The Estate Agents Authority reserves the right to vary these General Conditions. 

(7) Enquiries: 2111 2777 (Continuing Professional Development Scheme). 

Annex F 
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Explanatory Notes on Use of CPD Attainment Symbol 
 
Subject to the General Conditions as stipulated in the CPD Certificate of Attainment, holder of the said 
certificate may print the CPD Attainment Symbol on his/her business cards in the following format: 
 
(a) The Symbol (comprising logo and words) may be reduced or enlarged proportionately for printing on 

business cards, but no change to the design, layout, fonts and words is permitted.   
 
Examples: 

          
 

(b) The Symbol must be printed in its original colour or in black. 
 

Original Colour       Black 
                   
 
 
 
 
 
 
 
Holder of the CPD Certificate of Attainment may download the Symbol (in JPEG or AI format) in 
“Download Area” of the EAA’s website. 

 
(c) The CPD period covered by the certificate awarded must be indicated by printing the year in which 

the CPD period ends below the words on the Symbol.  The years in which all subsequent CPD periods 
end and for which CPD Certificates of Attainment have been awarded may also be printed in 
chronological order below the words on the Symbol. 
 
Examples  
For CPD period ended in 2006   For CPD periods ended in, say, 2006, 2007 and 2008 

 
 

          
 

 
 

 
 

 
 
Enquiries 
2111 2777 (Continuing Professional Development Scheme)   

2006     2006 - 2008 2006 
2007 
2008 

Pantone Colour 179C 

Pantone Black 

Pantone Colour 404C 

Pantone Black 

Pantone Colour 404C 

or 
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General Conditions on Use of Premium CPD Attainment Symbol 

 
The awardees of the Premium CPD Attainment Symbol (“the Premium Symbol”), no matter 
it is the Silver Symbol (achievement of CPD Attainment Target for three consecutive CPD 
periods) or Gold Symbol (achievement of CPD Attainment Target for five consecutive CPD 
periods), may print the Premium Symbol on their business cards in strict compliance with 
the following conditions: 
 
(1) Format 

(a) The Premium Symbol (comprising logo and words) may be reduced or enlarged 
proportionately for printing on business cards, but no change to the design, layout, 
fonts and words is permitted; 

(b) The Premium Symbol must be printed in its original colour or in black;  
(c) The CPD periods covered must be indicated by printing below the Symbol the CPD 

periods in which the CPD attainment target is achieved.  The years, in which the 
previous CPD periods end when the CPD attainment target have been achieved, may 
also be printed in chronological order below the Symbol; and 

(d) Each CPD period may only be assigned to one Premium Symbol and thus be printed 
below one Premium Symbol.  Should a Gold Symbol be awarded, the Gold Symbol 
would replace the Silver Symbol to which the same CPD periods are assigned.   

(2) There is no restriction on which part of the business card the Premium Symbol is printed. 
(3) The awardee of the Premium Symbol shall, upon request in writing from the Estate 

Agents Authority, cease to use any business card which bears the Premium Symbol. 
(4) Any licensee who knowingly or without reasonable explanation makes any false or 

misleading statement to the public or furnishes any false or misleading information to 
the Estate Agents Authority in connection with his/her CPD points attainment may be 
subject to disciplinary sanction by the Estate Agents Authority. 

(5) Copyright of the Premium Symbol belongs to the Estate Agents Authority. 
(6) The Estate Agents Authority reserves the right to vary these General Conditions. 
(7) Enquiries: 2111 2777 (Continuing Professional Development Scheme). 

Annex G 
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Explanatory Notes on Use of Premium CPD Attainment Symbol 
 
Subject to the General Conditions as stipulated in the CPD Guidelines, awardees of the 
Premium CPD Attainment Symbol (“the Premium Symbol”) may print the Premium 
Symbol on their business cards in the following format: 
 
(a) The Premium Symbol (comprising logo and words) may be reduced or enlarged 

proportionately for printing on business cards, but no change to the design, layout, fonts 
and words is permitted. 

(b) The Symbol must be printed in its original colour or in black.  Awardees may download 
the Premium Symbol (in JPEG or AI format) in “Download Area” of the EAA website. 

(c) The CPD periods covered by the Premium Symbol in which the CPD periods end must 
be indicted by printing below the Premium Symbol.  The years in which all subsequent 
CPD periods end may also be printed in chronological order below the Premium 
Symbols.   

(d) Each CPD period may only be assigned to one Premium Symbol.  Should a Gold 
Symbol be awarded, the Gold Symbol would replace the Silver Symbol to which the 
same CPD periods are assigned. 

 
Examples: 
 
For attainments of CPD target ended in CPD periods 2014, 2015 and 2016 – a Silver Symbol 
 

  or          
 
 
 
 
 
 

 
 

2014 - 2016 2014 
2015 
2016 
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For attainments of CPD target ended in CPD periods 2014, 2015, 2016, 2017 and 2018 – a 
Gold Symbol 
 

    or          
 
 
 
 
 
 

 
 
 
For attainments of CPD target ended in CPD periods 2014, 2015, 2016, 2017, 2018, 2019, 
2020 and 2021 – a Gold Symbol and a Silver Symbol 
 
 

                  
 
 
 
 
Or 
 

              
 
 
 
 
 
 

2014 - 2018 2014 
2015 
2016 
2017 
2018 

2014 - 2018 2019 - 2021 

2014 
2015 
2016 
2017 
2018 

2019 
2020 
2021 
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For attainments of CPD target ended in CPD periods 2014, 2015, 2016, 2018, 2019 and 
2020 – two Silver Symbols 
 
         

           
 
 
 
 
 
Or 
 

      
   
 
 
 
 
 
 
 
 
 
 

Enquiries: 2111 2777 (Continuing Professional Development Scheme).

2014 - 2016 
2018 - 2020 

2014 
2015 
2016 
2018 
2019 
2020 
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Rules and Conditions for 

CPD Mark for Estate Agencies Award Scheme 
(Last updated: December 2012) 

 
Introduction 
 
1. Estate Agents Authority (“EAA”) launched its Continuing Professional Development 

(CPD) Scheme on a voluntary basis in May 2005 to enhance the competence of estate 
agency licensees and to keep their professional knowledge up to date. 

 
2. To encourage the participation of the CPD Scheme by individual licensees, the EAA will 

present a Certificate of Attainment and a CPD Attainment Symbol to individual licensees 
who have acquired the point requirement in a CPD period in recognition of their self-
enrichment efforts and support for the CPD Scheme. 

 
3. In addition, the EAA will award a CPD Mark for Estate Agencies (��������	


��
� ) to encourage participation of the CPD Scheme by agency firms.  
 
Objectives 
 
4. The aim of the award of the CPD Mark for Estate Agencies (“CPD Mark”) is to 

strengthen public confidence and the protection of consumers through building 
professionalism and encouraging best practice among licensees. 

 
Rules and Conditions for the award of CPD Mark 
 
5. Holders of Statement of Particulars of Business (SPOB) with 80% or more of their 

employed licensees (amongst which there must be the branch manager1) (“80% criterion”) 
as at the 1st day of October of each year, having been awarded the CPD Attainment 
Certificate for the CPD periods immediately preceding their current individual CPD 
periods may apply for the award of a CPD Mark through the submission of a Voluntary 
Declaration Form for CPD Mark for Estate Agencies.   

  
6. The CPD Mark will be valid for one year, from 1 January to 31 December of the 

following year (“the validity year”).  To ensure that their application for the CPD Mark 
would be processed before 1 January the following year, holders of SPOB should submit 
a Voluntary Declaration Form for CPD Mark for Estate Agencies to the EAA between 1 
October and 1 November each year.   

 
7. For the purpose of the declaration, each licensee can only claim to be an employee of 

one SPOB as of the declaration date in each year.   

                                                 
1 i.e. the manager appointed for the purpose of s. 38 of EAO 

Annex H 
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8. The declaration is voluntary. 

 
9. The holders of SPOB will be issued with a CPD Mark decal in recognition of their self-

enrichment efforts and staunch support for the CPD Scheme.  The SPOB holders issued 
with the CPD Mark (“CPD Mark holders”) may, during the validity year, display the 
CPD Mark decal at their respective business addresses and print the CPD Mark on their 
pamphlets, brochures, and other documents and materials issued by them.  The CPD 
Mark holders will also be entitled to print the CPD Mark on the business cards of their 
employees issued by them. 

 
10. CPD Mark holders and their individual licensed employees must comply with the rules 

and conditions set out herein.  Non-compliance of the rules and conditions set out 
herein or incorrect or false declaration made to the EAA by any SPOB holder or its 
licensed employees would lead to suspension or termination of the use of CPD Mark, in 
addition to any disciplinary action the EAA may take against the SPOB holder or its 
licensed employees. 

 
11. The EAA may carry out random inspection of estate agencies’ records to ascertain the 

accuracy of the information given in the declaration forms e.g. Certificate of CPD 
Attainment of the licensed employees, employment records, etc.  

 
Suspension and Termination of the use of CPD Mark 
 
12. Notwithstanding anything herein mentioned, the EAA may, at its sole and absolute 

discretion and without assigning any reason therefor, terminate or suspend the right to 
use the CPD Mark by any CPD Mark holder.  In such an event, the CPD Mark holder 
concerned must immediately and unconditionally cease using the CPD Mark and shall 
forthwith: -  
 
(a) remove the CPD Mark decal from their business addresses and cease using and 

procuring their employees to cease using any pamphlets, brochures, documents, 
materials, or business cards which bear the CPD Mark; 

(b) cease to hold out to the public in any way that they are holders of the CPD Mark; 
and 

(c) return to the EAA all CPD Mark decals. 
 

Display or use of CPD Mark decal and CPD Mark 
 
Display of CPD Mark decal   
 
13. CPD Mark holders may, within the validity period of the CPD Mark, display the CPD 

Mark decal at their business address.  No amendments or modifications to the design 
and layout are permitted. 
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Use of CPD Mark 
 
14. The CPD Mark may be reduced or enlarged proportionately for printing on pamphlets, 

brochures, documents, materials and business cards of the employees of CPD Mark 
holders, but no change to the design and layout is permitted. 

 
15. The CPD Mark must be printed in its original colour or in black. 
 
16. There is no validity period for printing the CPD Mark on pamphlets, brochures, 

documents, materials and business cards of the employees of CPD Mark holders 
provided that the year in which the CPD Mark is obtained (i.e. the year of declaration) 
must be indicated below the CPD Mark on these prints.  All subsequent years in which 
a CPD Mark is obtained may also be printed in chronological order below the CPD Mark.  
Any year in which the use of the CPD Mark has been suspended or terminated for 
whatever reason cannot be printed. 

 
17. There is no restriction on which part of the business cards, pamphlets, brochures, 

documents or materials is printed. 
 
18. Subject to the permission herein granted, copyright of the CPD Mark and ownership of 

the CPD Mark decal belongs to the EAA. 
 
Indemnity 
 
19. CPD Mark holders shall indemnify and keep the EAA and its agents fully and effectually 

indemnified against any loss, damage, claim or liability of whatever nature or kind 
whether or not resulting from the negligence of the EAA or its agents which they or any 
one or more of them may incur or suffer directly or indirectly arising from, in connection 
with or as a result of any default or negligence by CPD Mark holders in complying with 
these rules and conditions; or as a result of any dispute between the CPD Mark holder 
and its customers; or any claim or complaint made by its customers, or otherwise as a 
result of the holder of SPOB being a CPD Mark holder; or any of the representations, 
warranties or declarations made by the CPD Mark holders being untrue, inaccurate, 
incomplete or misleading.  This provision shall survive suspension and termination of 
the right to use the CPD Mark. 

 
Non-liability and waiver 
 
20. The EAA shall accept no responsibility or liability whatsoever in relation to any dealings 

between CPD Mark holder, its licensed employees and customers, or otherwise arising 
as a result of the holders of SPOB being CPD Mark holders or their suspension or 
cessation to be CPD Mark holders.  This provision shall survive suspension or 
termination of the right to use the CPD Mark. 
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21. By applying for the CPD Mark award voluntarily, holders of SPOB and their individual 

licensed employees are deemed to have agreed to expressly, unconditionally and 
absolutely waive all their rights and claims against the EAA and its agents, in relation to 
the CPD Mark award. 

 
 
Handling of information 
 
22. Holders of SPOB are obliged to supply information pertaining to their shops’ information 

and individual licensed employees’ personal data as required in the declaration form.  It 
shall be the absolute obligation of the holders of SPOB to procure and obtain the consent 
of their licensed employees to participate in the CPD Mark for Estate Agencies Award 
Scheme and to the supply of their personal data by the holders of SPOB on the 
declaration forms.  The EAA will use the personal data provided in the declarations for 
the following purposes – 
 
(a) processing the application; 
(b) enforcing or complying with the Estate Agents Ordinance (Chapter 511); and 
(c) in research and statistics. 
 

23. The personal data provided by holders of SPOB and individual licensed employees in 
the declaration forms will be handled in accordance with the provisions contained in the 
Personal Data (Privacy) Ordinance (Chapter 486).  Individual employees have the right 
to access and correct any personal data provided by writing to the Data Protection Officer 
of the EAA. 

 
Application Procedure 
 
24. “Voluntary Declaration Form for CPD Mark for Estate Agencies” and “Rules and 

Conditions for the CPD Mark for Estate Agencies Award Scheme” are available at the 
EAA office and on the EAA website.   

 
25. Holders of SPOB are required to submit the original of the completed and signed 

declaration form to the EAA’s Professional Development Section (Room 4801, 48/F, 
Hopewell Centre, 183 Queen’s Road East, Wanchai, Hong Kong) in person or by post.  

 
Enquiry 
  
Tel: 2111 2777 (Continuing Professional Development Scheme) 
Fax: 2152 3600 
Website: http://www.eaa.org.hk/ 
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     � � � � � � � � 	 
 � � 
� � � � � � � � 	 
 � � 
� � � � � � � � 	 
 � � 
� � � � � � � � 	 
 � � 
  
      CPD Mark For Estate Agencies 

       2008 - 2011 

   � � � � � � � � 	 
 � � 
� � � � � � � � 	 
 � � 
� � � � � � � � 	 
 � � 
� � � � � � � � 	 
 � � 
  
  CPD Mark For Estate Agencies 

   2008  
   2009 
   2010 
   2011 

     � � � � � � � � 	 
 � � 
� � � � � � � � 	 
 � � 
� � � � � � � � 	 
 � � 
� � � � � � � � 	 
 � � 
  
      CPD Mark For Estate Agencies 

      2010 

C  0 
M 100 
Y 100 
K 10 
 
C  90  
M 100 
Y   0  
K  40 

C  0 
M 20 
Y 100 
K 10 C  60 

M 100 
Y  80 
K  10 

 

  
CPD Mark for Estate Agencies Award Scheme 

Explanatory Notes on Display or Use of CPD Mark Decal and CPD Mark   
Subject to the rules and conditions as stipulated in the Rules and Conditions for CPD Mark for Estate Agencies 
Award Scheme, holders of Statement of Particulars of Business issued with the CPD Mark (“CPD Mark holders”) 
may display the CPD Mark decal at their respective business addresses and print the CPD Mark on their pamphlets, 
brochures, documents, materials and business cards of their employees issued by them according to the following 
requirements and format: 
 
Display of CPD Mark Decal 
CPD Mark holders may, within the validity period (i.e. 1 January to 31 December of the year after the declaration 
year) of the CPD Mark, display the CPD Mark decal at their business address.  No amendments or modifications 
to the design and layout are permitted. 
 
Use of CPD Mark 
(a) The CPD Mark (comprising logo and words) may be reduced or enlarged proportionately for printing on 

pamphlets, brochures, documents, materials and business cards of the employees of CPD Mark holders, but 
no change to the design and layout is permitted. 

 
Examples: 

                                
(b) The CPD Mark must be printed in its original color or in black.           

Original Color          Black 

                              
(c) CPD Mark holders may print the CPD Mark on pamphlets, brochures, documents, materials and business 

cards of the employees of CPD Mark holders at any time as long as the year in which the CPD Mark is 
obtained (i.e. the year of declaration) is clearly indicated below the CPD Mark on their prints.  All 
subsequent years in which a CPD Mark is obtained may also be printed in chronological order below the CPD 
Mark.  Any year in which the use of the CPD Mark has been suspended or terminated for whatever reason 
cannot be printed.   
Examples: 
Awarded the CPD Mark in 2010    Awarded the CPD Mark for four consecutive years, say, from 2008 to 2011  

                                        
 
 
Enquiry: 2111 2777 (Continuing Professional Development Scheme) 
 

or 

K 100 
 

K 30 

K 100 

K 100 K 100 

Annex I 



 

65 
  

 
� � � � � � � � 	 
 � � 	 
 � � �� � � � � � � � 	 
 � � 	 
 � � �� � � � � � � � 	 
 � � 	 
 � � �� � � � � � � � 	 
 � � 	 
 � � �  

Request for Manual Marking of e-Quiz 
 
 

� � � � � � � � 	 ( 
 � � 
 � )  

To: The Professional Development Section of the Estate Agents Authority (EAA) 

 
� � � � � � 
 � � � � � � � � � � � �  ! " # $ % & ' ( ) � � � � � � 	 * �
+ , - � � . / # 0  1� � 2 3 � � �  ! " # 0  * � � 	 # 0  4 5 16 � � 2 7
8 9 : ; � � �  ! " # � � 0  & < � � 0  = > 1 I understand the terms of the e-Quiz set out 
in the CPD Scheme Guidelines and wish to have my answers marked by the EAA manually.  I agree that the 
EAA’s result is final and any online answers submitted by me for the same e-Quiz will be invalid. 

 

� � ? @ � I enclose herewith: 
 
(a) � � # 0 A B my answer sheet 
(b) � � C � � � � D E � F 6 G H I J � K = L . / E � M a copy of my Estate Agent Card 

(no photocopy is required if the original is produced) 
 
 
� � Note: 
�  ������	
��
��������� an entry received after the deadline will not be processed 
�  ������� ����  !�"#$�%&�'()* results and the answer guide will be provided 

in the same language in which the e-Quiz you took. 
 
� � 2 3 . / * N � � O P Q � � 	 R S � � + , - � � �  ! " 0  T U V W X D Y
C Z &T [ \ � � 
 � � � � � ] ^ _` a � � 
 � � � � � ] ^ b c d # H e f g _h
i j k l � # m # n Z o p q T r s t � � � � $ u v (w 511x )# y u 1 I agree that the 
personal data collected below may be used for the purpose of administering the e-Quiz, producing the e-Quiz 
completion certificate, conducting and verifying attendance at Continuing Professional Development Scheme 
activities, other directly related purpose or for enforcing and complying with the provisions of the Estate Agents 
Ordinance (Cap. 511).   
 
� � � � � � G * Y z { � � 	 ( ) O P | Z d } ~ � � # � � O P 1  
I understand that I can ask data users to correct my personal data by writing to the EAA. 
 
• € � • ‚  
Name of Applicant �   

ƒ „ … †  
Licence No. �  

‡ ˆ � ‰ Address �  
Š ‹ … † Telephone No. �      
Œ ‚ Signature �   • Ž Date �  
 
� �� �� �� � Enquiries 
� � � � � � 	 • • EAA Hotl ine� 2111 2777 (� � 
 � � � � � Continuing Professional 
Development Scheme) 
‘ ’ Fax� 2152 3600 Š “ Email� eaatraining@eaa.org.hk � ‰ Website: www.eaa.org.hk 

�������� Form A 
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��������������������������������  

CONTINUING PROFESSIONAL DEVELOPMENT (CPD) SCHEME  
 
������������ APPLICATION FORM  
��������	
��
�����������	
��
�����������	
��
�����������	
��
���  - ��������������������������������  
Award of CPD Points - Applicable to Individual Licensees 
 

 

���������������� 				
��
�
��
�
��
�
��
�   Part I: Information of Applicant 

��� ��  
Name of the 
Applicant 

(�� )                          (�� ) 
(Chinese)                       (English) 

	
��  
Licence No. 

 

���  
Tel Number 

 

����  
Name of the 
Company 

(��� ) 
(If applicable) 

 

���������������� 				���������������� (1)  Part II: Activity Mode (1) (��������	��������	��������	��������	 “ � ” 


 
  Please “� ” where appropriate)  
 

�   (a) �� ����� /����� �  /��  / ���  /  !"#$��%&  ('
()*+,-. 10 /+$%& ) / 0123456$��  (7#'()�8
9012:; <�= <>3?@3?3456$�� ) / ��AB3C  
Attending Webinar/Online Training Class / Seminar / Lecture / Multi-session 
Training Activity (a series of activities with a total duration longer than 10 hours) 
/ Award-bearing Course (a structured series of classroom sessions that would 
culminate in the academic award of a certificate, diploma, sub-degree or degree) / 
Web-based Distance Learning 

�  (b) DE @FG 1HI $JKLMNO%& (2)(3) 
Teaching or Conducting Recognised CPD Activity(2)(3) 

�   (c) PQRSTU (3)  
Participating in Pro bono Work(3) 

�   (d) VW XY��Z[� (3) 
Participating in Luncheon Talk and Presentation(3) 

�  (e) VW \3] <^_]`a@LMbc%& (3) 
Participating in Tour, Delegation Visit or Professional Exchange Activity(3) 
 �   (f) U�de  / feZghij%& (3)(4) 
Delivering Coaching / Mentoring and Knowledge Sharing Session(3)(4) 

�   (g) klde  / feZghij%& (3)(4) 
Receiving Coaching / Mentoring and Knowledge Sharing Session(3)(4) 

    

 

������ ��	 (i) 
Fill in Part III: Form (i)  

�   (h) �mnU   
Publication 

 

 ������ ��	 (ii)  
Fill in Part III: Form (ii)  

  

FOR OFFICE USE ONLY 

Date Received:  _____________ 

Application No.: ______________ 

�������� Form B 
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����� ����� ������ 				
�������
�������
�������
�������   Part III: Details for application of awarding CPD points 
 
�������� Form (i) 

%&��   
Name of Activity 

 

%&oGpq ��  
Name of Activity Provider 

 

”•–—  
Type of Provider  
(���� ����	 “ � ”

  Please “� ” where 
appropriate) 
 

 
�   (i) rstu FG @vG $JKLMNO %&  

CPD activities solely or jointly conducted by the EAA 
�   (ii)  rI0��pq (5)wxFG@vG$%&  

Activities solely or jointly conducted by the Endorsed Training Institutions (5) 
�   (iii)  ryzIl$LM{�|}@I0$% &~•€•LM‚ghƒ„ ~…†‡

ˆ^‰ŠM‚J	�‹Œ•@Ž•  
Activities offered or accredited by the widely recognised professional associations 
of those professions or areas where the expertise of such fields are complementary 
to that of estate agency or beneficial to licensees 

�   (iv) •‘@’“pqwxFG@vG$%&   
Activities solely or jointly conducted by the government or statutory bodies 

�   (v) JKLMNO”•–—˜01™š›œ$��  
Reimbursable courses under the Continuing Education Fund 

�   (vi) 1HI•5žŸq˜$%&  
Activities recognised under the Qualifications Framework 

�  (vii)   ¡stuLM™¢£¤�I•¥v¦§JKLMNO–—$%& ~̈ ©‡
ˆ^‰��@ª�FG$%& « «
Other activities the Professional Development Committee of the EAA considers 
worth incorporating into the CPD Scheme e.g. activities conducted by estate 
agency firms or trade associations  

 

%&oG @I: pq Z%
&¬�  
Organizer / Accreditor of the 
Activity and Activity Code 

(��� ) 
(If applicable) 

e­5 ®  
Information of Instructor 

��� ���� (f)� (g) 
Applicable for Activity Mode (f) to (g) 

%&¯°Z+±  / ��²
³¯° (6) (7) (8) 
Date and Time of the 
Activity / Activity Start 
Date (6) (7) (8) 

 

 

%&7´¯° «/ µ–O¶¯°  
/ O¶¯° (��� )(6)(7)(8) 

Expected Completion 
Date/Completion Date (If 
applicable) (6)(7)(8) 

 

JKLMNO+· (6)(7)(8) 

CPD Period(6)(7)(8) 01/10/ ____ 
¸  
to 

30/09/_____ 
%& +, (9) 
Duration of Activity(9) 
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¹º (10) 

Subject (10) 

 
(�����	
�� “ � ” 

Please “� ” where appropriate) 

���������������������������� Compliance and Effective Management 

»  CE1 ¼’v½  
Regulatory and Legal 
Compliance 

»  ‡ˆ^‰¾¨ < ¿À’¨ <Á¼¼Â
ZÃMÄÅ (11) Estate Agents Ordinance 
and its Subsidiary Legislation, Code of 
Ethics and Practice Circulars(11) 

»  Æ‡ÇÈ (11) Land Search(11) 
»  ÉÊ�Ë (11) Standard Forms(11) 
»  ÌMÍÎZÏÐ (11) Conveyancing and 

Tenancy(11) 
»  'ÑÒÓÌMÔÕ (11) First Sale of 

Residential Properties(11) 
»  LMÁ¼ZÖ× (11) Professional Ethics 

and Integrity(11) 
»  ‡ˆ^‰¾¨ØÙ$ ¡’Ú (11) Laws 

Other than the Estate Agents Ordinance(11) 

 
»  CE2 ‹Ût‰ZÜÝ  

Effective Management and 
Operations 

»  ‹Ût ‰‡ˆ^‰MS (11) Effective 
Management of Estate Agency Business(11) 

»  ÞMtß (11) Corporate Governance(11) 
»  àát‰ (11) Risk Management(11) 
»  ��âã (11) Cyber Security(11) 

 

�	
��
�	
��
�	
��
�	
��
  All-round Advancement 

»
  

AA1 ŠMghZäå5æ  
Industry Knowledge and 
Market Update 

»  
 

çè <ÌM /éêt‰Zëä½— (11) 

Surveying, Property / Facilities 
Management and Town Planning(11) 

»  ìí <ìîZïðé– Building, 
Architecture and Interior Design 

»   ¡�’tñò‡ˆ^‰MóS Estate 
Agency Practice in Other Jurisdictions 
 

»  AA2 ôÄZ�õö÷øù  
Communication and 
Interpersonal Skills 

»  úûüý Language Skills 
»  ÜÔZäåþyøù Sales and Marketing 

Skills 
»  ��� Søù Customer Service Skills 
»  ��� ª Emotional Intelligence 
»  ƒeøù Leadership Skills 

 
»  AA3 ÜªZªMgh  

Business and Commercial 
Knowledge 

»  
 

�– < �� Z 	 Sgh Accounting, 
Economics and Finance 

»  
 

5æ¹øZ, 
 i � Information 
Technology and Data Analysis 

»  �ý5 � t‰ZŠ• Human Resources 
Management and Administration 

 
»  AA4  ¡‹•| 
 J	� � üý

@� �# � $gh  
Other Knowledge Conducive 
to Raising Competence or 
Enabling Personal 
Accomplishment of 
Licensees 

»  ���� Environmental Protection 
»  � MâãZ �� Occupational Safety and 

Health 
»  Š• � ‰ Behavioural Aspects 
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|} � stuV � $5® (¨©%&ð � (���

����������� ���	�����  ( 

!"# )Z�� : �� ) (12) 
Documentary Proof Attached for the EAA’s 
Reference (e.g. Contents of Activity (Please provide 
the course outline with hourly breakdown and teaching 
materials / handouts, if any) and Evidence of 
Attendance.) (12) 

( !$%&'()*�+�!,-./0  If necessary, please provide 
the information in a separate attachment) 

 

 

�������� Form (ii) 

nU�� * 
Name of Publication* 

 

™_ ��  
Publisher 

 
 

 

™_  / �m¯° (6) (7) (13) 
Publication Date(6) (7) (13) 

 

¹º (10) 

Subject (10) 

 
(�����	
�� “ � ” 

Please “� ” where appropriate) 

���������������������������� Compliance and Effective Management 

»  CE1 ¼’v½  
Regulatory and Legal 
Compliance 

»  ‡ˆ^‰¾¨ < ¿À’¨ <Á¼¼Â
ZÃMÄÅ (11) Estate Agents Ordinance 
and its Subsidiary Legislation, Code of 
Ethics and Practice Circulars(11) 

»  Æ‡ÇÈ (11) Land Search(11) 
»  ÉÊ�Ë (11) Standard Forms(11) 
»  ÌMÍÎZÏÐ (11) Conveyancing and 

Tenancy 
»  'ÑÒÓÌMÔÕ (11) First Sale of 

Residential Properties(11) 
»  LMÁ¼ZÖ× (11) Professional Ethics 

and Integrity(11) 
»  ‡ˆ^‰¾¨ØÙ$ ¡’Ú (11) Laws 

Other than the Estate Agents Ordinance(11) 
 

»  CE2 ‹Ût‰ZÜÝ  
Effective Management and 
Operations 

»  ‹Ût‰‡ˆ^‰MS (11) Effective 
Management of Estate Agency Business(11) 

»  ÞMtß (11) Corporate Governance(11) 
»  àát‰ (11) Risk Management(11) 
»  ��âã (11) Cyber Security(11) 

�	
��
�	
��
�	
��
�	
��
  All-round Advancement 

»
  

AA1 ŠMghZäå5æ  
Industry Knowledge and 
Market Update 

»  
 

çè <ÌM /éêt‰Zëä½— (11) 

Surveying, Property / Facilities 
Management and Town Planning(11) 

»  ìí <ìîZïðé– Building, 
Architecture and Interior Design 

»   ¡�’tñò‡ˆ^‰MóS Estate 
Agency Practice in Other Jurisdictions 
 



 

70 
  

»  AA2 ôÄZ�õö÷øù  
Communication and 
Interpersonal Skills 

»  úûüý Language Skills 
»  ÜÔZäåþyøù Sales and Marketing 

Skills 
»  ��� Søù Customer Service Skills 
»  ��� ª Emotional Intelligence 
»  ƒeøù Leadership Skills 

 
»  AA3 ÜªZªMgh  

Business and Commercial 
Knowledge 

»  
 

�– < �� Z 	 Sgh Accounting, 
Economics and Finance 

»  
 

5æ¹øZ, 
 i � Information 
Technology and Data Analysis 

»  �ý5 � t‰ZŠ• Human Resources 
Management and Administration 
 

»  AA4  ¡‹•| 
 J	� � üý
@� �# � $gh  
Other Knowledge Conducive 
to Raising Competence or 
Enabling Personal 
Accomplishment of Licensees 

»  ���� Environmental Protection 
»  � MâãZ �� Occupational Safety and 

Health 
»  Š• � ‰ Behavioural Aspects 

* �1�023��4567   Please provide copy of publication as attachment 
 
����� ����� ������ 				
����
����
����
����   Part IV: Signature of applicant 

Œ˜  Signature™__________________________ •Ž  Date™______________________________ 
 

(1) ����� ����������� �� 5.1 �  Please refer to Clause 5.1 of the CPD Scheme Guidelines for details.  
(2) !"#$������%&'()  Instructor of a Recognised CPD Activity.  
(3) *�+,-.%&'�/01234 1 56   The applicant’s involvement in the activity should last for at least 1 hour.  
(4) 

 
() (78 9:;  / <:;  / =>+?  / �(+?  / @(+? )'ABC4*�#$ 4������%&'DEFG  
HI�J'�(+?  / @(+?K�LMNOPQRST UPVW�XY SZL[\]^_`Ua  The qualifications 
of the instructors including presenters / speakers / facilitators / coaches / mentors will be considered as and when recognition of 
activities under the CPD Scheme are applied for by the activity providers. Where the coaches or mentors are practitioners of the 
trade, they are to be holders of estate agent’s licence at the rank of manager or above, with at least three years’ relevant working 
experience. 

 

(5) ����� ����������� �bc B  Please refer to Annex B of the CPD Scheme Guidelines for details.  
(6) 

 

 

d����������� �� 7.10�efg'"hijA	k0l m�no%&pqrs��6� mituvw�%
&xyze,'��6�  ����� ����������� �� 7.3 �  For an activity straddling two CPD periods, 
CPD points will only be earned on the day of completion, except for award-bearing courses as described in Clause 7.10 of the 
CPD Scheme Guidelines.  Please refer to Clause 7.3 of the CPD Scheme Guidelines for details. 

 

(7) *�+K�L^ %&xy{rs|
 m}~•€•‚L^"ƒ��������%&it*� m„…C†‡"ˆ‰Š�
�����i t Application for award of CPD points has to be made within two months after completion of the activity; 
otherwise, no CPD points can be earned. 

 

(8) *�+,��%&64MNOPV‹�?QR�L+  The applicant is a holder of a valid licence (Estate Agent’s Licence 
(Individual) or Salesperson’s Licence) at the time of participating in the activity. 

 

(9) Œ•SyŽ••'6‘†‡�`�wit  Time spent on breaks/recesses, test or examination is excluded from the calculation 
of CPD points. 

 

(10) ����� ����������� �� 4 ’  Please refer to Section 4 of the CPD Scheme Guidelines for details.  
(11) ������%&!� 2017\ 10 | 1 z“ mƒ” ••– —˜•™•– —š›'tœ  ��Q+'QR•b�žcŸ 

�Q+,n�¡6�
  (¢£�¡6�¤¥¦§ ) ,~•€��������¨ƒˆn©›' ••– —š›'it mS
�£žc¤ª•«¬ m£­�Q+…�®¯ °�£­�Q+ƒˆ±.%&'it m²•�`ƒˆ£žceŸ ' ••– —
š›'it  CPD activities are no longer classified into core or non-core subjects as from 1 October 2017.  Licensees whose 
licences have been attached with a condition requiring them to acquire a certain number of CPD points from core subjects under 
the CPD Scheme of the EAA within a certain period of time which has yet to expire and who have yet to fulfill the relevant 
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condition are requested to note that by acquiring CPD points from this CPD activity, such licensees shall be deemed to have 
acquired CPD points from core subjects for fulfilling the relevant condition. 

(12) $"³´'‚µ¶·78¸L^%&9¹º»¼‚'‚µ¶½ ¾¸L^%&9¹º»¼‚¿·iÀ6©'Á#½ mVÂ
ÃœÄ'ÅÆ½ÇÁ#   Acceptable evidence of attendance includes a certificate of attendance issued by the relevant activity 
providers, a confirmation letter stating the number of learning hours issued by the relevant activity providers or any similar formal 
written confirmation.   

 

(13) *�+,¼ÈÉ`  / É`‚Ê64MNOPV‹�?QR�L+  É`K4ËÌÍÎ½VÏÐ½  ̧ Ñ�º»VÒÓ�
Ô4_`oÕÖ'É`†,±¿  The applicant is a holder of a valid licence (Estate Agent’s Licence (Individual) or 
Salesperson’s Licence) at the time of publishing the publication. The publication has to be a printed and binded book or an e-book. 
Publications required by employing agencies or institutes as part of job duties is excluded. 

 

 
�������������������������������� Personal Information Collection Statement 
MNOP ~•€ (×~•€ Ø ) H±* �È eÙÚVÛPeˆ's+AÜC`Ý¿�Þ : (a) ÛPL^'*�"ƒ�����
���%&it'*� ; (b) ß¬˜àHMNOPžá (� 511’ )'â¡ ; S  (c) ãäSå�  ,±*� È•æs+AÜçT
èéêë  �ì�Q+¥‡•æ*� ÈeíîAÜ m$‡vïð~•€ÛPÂ*�  ÙÚeˆ's+AÜCuvñòóôß
¬�g�Þî+õ  L^ö�S÷Ås+AÜŸ  m�øùMNOP~•€úûAÜ9‰  The personal data collected or 
generated from this Application Form will be used by the EAA for the following purposes: (a) processing the application for award of 
CPD points; (b) enforcing compliance with the Estate Agents Ordinance (Chapter 511); and (c) researches and statistics.  The provision 
of the information in this Application Form is voluntary. Licensee who could not provide all necessary data may affect the processing 
by the EAA of his/her application. Personal data collected will only be transferred to such persons who are responsible for carrying out 
the above purposes. Personal data access and correction request should be addressed to the Data Protection Officer of the EAA. 
 
	
	
	
	
 ��� �  �Q+ ��/ü· •K"~•€ý¯�wit —'%& md™"ˆ~•€ �
�
�
�
 þ � m„…C†‡"ˆ‰Š���

���it   
Remarks:  Where “EAA clearance required” is specified for a particular activity mode, no CPD points can be earned without written  

approval from the EAA.  
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��������������������������������  

CONTINUING PROFESSIONAL DEVELOPMENT (CPD) SCHEME  
 
������������ APPLICATION FORM  
��������	
��
�����������	
��
�����������	
��
�����������	
��
���  - ���
��������
��������
��������
�����  
(������ 
��������� 
��������� 
��������� 
��� ) 
Award of CPD Points - Applicable to Activity Providers 
(Prior Recognition Granted) 

 

���������������� 				�� !�� !�� !�� !   Part I: Activity Provider 

pq��  
Name of Provider 

 
 

 
”•–—  
Type of Provider  
( � � � � � � � � 	 “ � ”

  Please “� ” where 
appropriate) 
 

�   rI0��pq (1)wxFG@vG$%&  
Activities solely or jointly conducted by the Endorsed Training Institutions (1) 

�   ryzIl$LM{�|}@I0$% &~•€•LM‚ghƒ„ ~…†‡ˆ
^‰ŠM‚J	�‹Œ•@Ž•  
Activities offered or accredited by the widely recognised professional associations of 
those professions or areas where the expertise of such fields are complementary to 
that of estate agency or beneficial to licensees 

�   •‘@’“pqwxFG@vG$%&   
Activities solely or jointly conducted by the government or statutory bodies 

�   JKLMNO”•–—˜01™š›œ$��  
Reimbursable courses under the Continuing Education Fund 

�   1HI•5žŸq˜$%&  
Activities recognised under the Qualifications Framework 

 

%&��   
Name of Activity 

 

%& ¬�  
Activity Code 

(��� ) 
(If applicable) 

 
���������������� 				�"���"���"���"�� (2)  Part II: Mode of Learning (2) (��������	��������	��������	��������	 “ � ” 


 
  Please “� ” where appropriate)  
 

�� ����� /�� ��� � Webinar / Online Training Class 
�� : �  / ã � v  Seminar / Lecture  
�� ��� y' 	
 %&  (o � ¿ � 6© 
� 10 56'%& ) Multi-session Training Activity (a series of activities with a total 

duration longer than 10 hours) 
 
�� $"hijA	'k0  (xyo � ¿k � {$"h¶½ ��� �� i � Vi � ijA	'k0 )  Award-bearing Course 

(a structured series of classroom sessions that would culminate in the academic award of a certificate, diploma, sub-degree or 
degree)  
 

�� �� : � S<:  Luncheon Talk and Presentation 
 

�� � i � � OÈ ��� V��ò � %&  Tour, Delegation Visit or Professional Exchange Activity 
 

�� � � �� iÀ  (è � > � iÀ  1' � �iÀk0 ) Web-based Distance Learning (self-paced Internet learning packages)  

FOR OFFICE USE ONLY 

Date Received:  _____________ 

Application No.: _____________ 

�������� Form C 
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��� �� �� ��� ������ ��� ��� ������ ��� �	
���
��	
���
��	
���
��	
���
��   Part III: Details for application of awarding CPD points for 
participants 
 

��²³¯°  
Activity Start Date  

µ–O¶¯°  / O¶¯° (3)(4)(5) 

Expected Completion 
Date/Completion Date(3)(4)(5) 

 

JKLMNO+· (3)(4)(5) 

CPD Period(3)(4)(5) 01/10/ ____ 
¸  
to 

30/09/_____ 
%& +, (6) 
Duration of Activity(6) 

 

¹º (7) 

Subject (7) 

 
(�����	
�� “ � ” 

Please “� ” where appropriate) 

���������������������������� Compliance and Effective Management 

»  CE1 ¼’v½  
Regulatory and Legal 
Compliance 

»  ‡ˆ^‰¾¨ < ¿À’¨ <Á¼¼Â
ZÃMÄÅ (8) Estate Agents Ordinance and 
its Subsidiary Legislation, Code of Ethics 
and Practice Circulars(8) 

»  Æ‡ÇÈ (8) Land Search(8) 
»  ÉÊ�Ë (8) Standard Forms(8) 
»  ÌMÍÎZÏÐ (8) Conveyancing and 

Tenancy 
»  'ÑÒÓÌMÔÕ (8) First Sale of 

Residential Properties(8) 
»  LMÁ¼ZÖ× (8) Professional Ethics and 

Integrity(8) 
»  ‡ˆ^‰¾¨ØÙ$ ¡’Ú (8) Laws 

Other than the Estate Agents Ordinance(8) 
 

»  CE2 ‹Ût‰ZÜÝ  
Effective Management and 
Operations 

»  ‹Ût‰‡ˆ^‰MS (8) Effective 
Management of Estate Agency Business(8) 

»  ÞMtß (8) Corporate Governance(8) 
»  àát‰ (8) Risk Management(8) 
»  ��âã (8) Cyber Security(8) 

�	
��
�	
��
�	
��
�	
��
  All -round Advancement 
»
  

AA1 ŠMghZäå5æ  
Industry Knowledge and 
Market Update 

»  
 

çè <ÌM /éêt‰Zëä½— (8) 

Surveying, Property / Facilities Management 
and Town Planning(8) 

»  ìí <ìîZïðé– Building, 
Architecture and Interior Design 

»   ¡�’tñò‡ˆ^‰MóS Estate 
Agency Practice in Other Jurisdictions 
 

»  AA2 ôÄZ�õö÷øù  
Communication and 
Interpersonal Skills 

»  úûüý Language Skills 
»  ÜÔZäåþyøù Sales and Marketing 

Skills 
»  ��� Søù Customer Service Skills 
»  ��� ª Emotional Intelligence 
»  ƒeøù Leadership Skills  

»  AA3 ÜªZªMgh  
Business and Commercial 
Knowledge 

»  
 

�– < �� Z 	 Sgh Accounting, 
Economics and Finance 

»  
 

5æ¹øZ, 
 i � Information 
Technology and Data Analysis 

»  �ý5 � t‰ZŠ• Human Resources 
Management and Administration 
 
 



 

74 
  

»  AA4  ¡‹•| 
 J	� � üý
@� �# � $gh  
Other Knowledge Conducive 
to Raising Competence or 
Enabling Personal 
Accomplishment of Licensees 

»  ���� Environmental Protection 
»  � MâãZ �� Occupational Safety and 

Health 
»  Š• � ‰ Behavioural Aspects 

|} � stuV � $5® (9) 
Documentary Proof Attached for the EAA’s Reference(9)  

3¤��  
Name of the Participant 

(š› )                      (œ› ) 

(Chinese)                   (English) 
	
��  
Licence No.  

( !$%&'()*�+�!,-./0  If necessary, please provide the information in a separate attachment) 

 
����� ����� ������ 				�� !���� !���� !���� !��   Part IV #### Signature of Activity Provider 

Name of Activity Provider 

oGpq��  

 

_____________________________________________________________________ 

 

Signature  ! ** 

 

___________________________  

 

Date ¯°  

 

____________________________ 

Name of Person Signing  

 ! ���  

 

___________________________ 

Position  

� ?  

 

____________________________ 

** Please affix company chop� " �� #$  
 

(1) ����� ���	
��
�� ���� B�  Please refer to Annex B of the CPD Scheme Guidelines for details.  
(2)  ����� ���	
��
��� �� 5.1 ��  Please refer to Clause 5.1 of the CPD Scheme Guidelines for details.  
(3) ����	
��
��� �� 7.10��������� !"#$ %&'()*+,-.��/� %�0123�)*456�7

���/� ������ ���	
� �
��� �� 7.3 ��  For an activity straddling two CPD periods, CPD points will only be earned 
on the day of completion, except for award-bearing courses as described in Clause 7.10 of the CPD Scheme Guidelines.  Please refer to Clause 
7.3 of the CPD Scheme Guidelines for details. 

 

(4) ����� ���	
��
��� ��� C�  Please refer to Annex C of the CPD Scheme Guidelines for details.  
(5) 8��0��9 7�:)*/;<=>?@A
9BC�DE � The participant who applies for CPD point(s) is a holder of a valid licence 

(Estate Agent’s Licence (Individual) or Salesperson’s Licence) at the time of participating in the activities 
 

(6) FGH5IJK�/LMNOP
3�0 � Time spent on breaks/recesses, test or examination is excluded from the calculation of CPD points.  
(7) ����� ���	
��
��� �� 4 Q�  Please refer to Section 4 of the CPD Scheme Guidelines for details.  
(8) ��	
��)*RS 2017T 10U 1 6V %WX YKZ [\Y]KZ [^_�0` �&�BE�BCa�:b�cd�BE7'�

e/�f  (gh�e/�ijkl ) 7mno��	
��
�pWq'r_� YKZ [^_��0 %H&hb�isatu %hv
�BEw�xy z&hv�BEWq{|)*��0 %}a~PWqhb��cd� YKZ [̂ _��0 � CPD activities are no longer 
classified into core or non-core subjects as from 1 October 2017.  Licensees whose licences have been attached with a condition requiring them 
to acquire a certain number of CPD points from core subjects under the CPD Scheme of the EAA within a certain period of time which has yet to 
expire and who have yet to fulfill the relevant condition are requested to note that by acquiring CPD points from this CPD activity, such licensees 
shall be deemed to have acquired CPD points from core subjects for fulfilling the relevant condition. 

 

(9) �•€)*f•‚ƒH„/L0… %†�‡ˆ‰@Š‹  (&D�Œ )� Please provide the course outline with hourly breakdown and teaching 
materials / handouts (if any). 

 

�������������������������������� Personal Information Collection Statement 

������� (���� 	 ) 
��
�������������������� : (a) �� !��
"#$%&'()*+,-./��
 ; (b) 0
123
����45 (6 5117 )�89 ; :  (c) ;<:=* >?��
�@A����BCDEFG >HI$J�KL@A�
M�NO�� PQLRS
T�����U�
 >����������VRWXYZ01[\��O�] > !^_:`a����bc P
de�������fg��hi >
The personal data collected or generated from this Application Form will be used by the EAA for the following purposes: (a) processing the application for award of 
CPD points; (b) enforcing compliance with the Estate Agents Ordinance (Chapter 511); and (c) researches and statistics.  The provision of the information in this 
Application Form is voluntary. Licensee who could not provide all necessary data may affect the processing by the EAA of his/her application. Personal data collected 
will only be transferred to such persons who are responsible for carrying out the above purposes. Personal data access and correction request should be addressed to the 
Data Protection Officer of the EAA. 
�������� ��� �  �BE &�•Ž• Y•�mno‘y
3�0 [�)* %�]�qmno �������� ’“ %”w•MN�q–—��	
���0 �  
Remarks:  Where “EAA clearance required” is specified for a particular activity mode, no CPD points can be earned without written  approval from 

the EAA.  
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��������������������������������  
CONTINUING PROFESSIONAL DEVELOPMENT (CPD) SCHEME   

	
�	
�	
�	
� APPLICATION FORM  
 

��!"�#����	

���!"�#����	

���!"�#����	

���!"�#����	

�  - ���
��������
��������
��������
�����  
Application for Endorsement of CPD Activity -  
Applicable to Activity Providers 

  
���������������� ������ !�� !�� !�� !  Part I: Activity Provider 

 
 
(a)  !$% !$% !$% !$% Name of Provider 

 
 

(b)  !&' !&' !&' !&' Type of Provider  
(��������	 “ � ” 
  Please 
“ � ” where appropriate) 

 

 

•ž ����Ÿ   (€./”•#¡¢£¤OP )  Estate agency 

firms (Please provide detailed background information of the 
provider)  

 

•ž ����¥¦  (€./”•#¡¢£¤OP )  Estate agency 

trade associations (Please provide detailed background 
information of the provider)  

 

•ž hi  (€./”•#¡¢£¤OP )  Others (Please provide 

detailed background information of the provider) 
   

�"���"���"���"�� ����#$%&#$%&#$%&#$%&  Part II: Activity Information 
 

 
(c) ()
�()
�()
�()
�  Application for Endorsement 

 

•ž ]^§•€¨G   Pre-event application 

•ž ]^©•€¨G   Post-event application 

 
(d) ��$%��$%��$%��$%  Title of the Activity 

(
�89:�;<=>
���  Activity titles 
should be reflective of the activity content) 

 

 

(e) *+,-.*+,-.*+,-.*+,-.  Aims and Objectives  

 

(f) ��/0��/0��/0��/0 Target Participants  
(��������	 “ � ” 
�&?@A  Please 
“ � ” where appropriate. Allow multiple selections) 
 

�� �QMNOP  / ‹�?  Licensed Estate Agents / Salespersons 

�� !" +õ  General Public 

�� 
Õ?_ In-house 

�� ÂÃ  Others (�ü·  Please specify: ___________________) 

FOR OFFICE USE ONLY 

Date Received: _____________  

Application No.:____________ 

�������� Form D 
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(g) �"���"���"���"�� (1) Mode of Learning(1)  

(��������	 “ � ” 
  Please “� ” where 
appropriate) 

 

�� ��� �� /�� ��� � (2) Webinar / Online Training Class(2) 

�� : �  / ã � v (2) Seminar / Lecture (2) 
 
�� ��� y' 	
 %&  (o � ¿ � 6© 
� 10 56'%& )(2) 

Multi-session Training Activity (a series of activities with a total 
duration longer than 10 hours)(2)  

�� $"hijA	'k0  (xyo � ¿k � {$"h¶½ ��� �

� i � V i � i jA 	 ' k0 )(2) Award-bearing Course (a 
structured series of classroom sessions that would culminate in the 
academic award of a certificate, diploma, sub-degree or degree)(2)  

�� �� : � S<: (2) Luncheon Talk and Presentation(2) 
 

�� � i � � OÈ ��� V��ò � % (2) Tour, Delegation Visit or 

Professional Exchange Activity(2) 
�� ` ‚ � (  / @(S #$ t % %& (3) Delivering Coaching / 

Mentoring and Knowledge Sharing Session(3)  
�� ³ & � (  / @ ( S # $ t % % & (3) Receiving Coaching / 

Mentoring and Knowledge Sharing Session(3)   
�� � � �� iÀ  (è � > � iÀ  1' � �iÀk0 )(2) Web-

based Distance Learning (self-paced Internet learning packages) (2) 
 

(h) 1-1-1-1- (4) Subject (4) 

(��������	
“ � ” 
 Please “� ” 
where appropriate)) 

����������������������������  Compliance and Effective Management 

�  CE1 '() â  

Regulatory and Legal Compliance 

�  MNOPžá � ÂbT ( á �*'' …Sß� +
, (5) Estate Agents Ordinance and its Subsidiary 
Legislation, Code of Ethics and Practice Circulars(5) 

�  - Mö . (5) Land Search(5) 

�  /0� c (5) Standard Forms(5) 

�  1 �ñ 2 S 34 (5) Conveyancing and Tenancy 

�  o 5671 � 89 (5) First Sale of Residential 
Properties(5) 

�  �� *' S : ; (5) Professional Ethics and 
Integrity(5) 

�  MNOPžáWl'ÂÃ (< (5) Laws Other than 
the Estate Agents Ordinance(5) 
 

�  CE2 L = •PS‹ >  

Effective Management and 
Operations 

�  L = •PMNOP� ? (5) Effective Management of 
Estate Agency Business(5) 

�  @�• A (5) Corporate Governance(5) 

�  BC •P (5) Risk Management(5) 

�  � ù DE (5) Cyber Security(5)  

�
�����
�����
�����
����  All-round Advancement 

� AA1 ¬� #$ S FG A H  

Industry Knowledge and Market 
Update 

�  IJ �1 � /KL •PS MF â� (5) Surveying, 
Property / Facilities Management and Town 
Planning(5) 

�  NO �NP S Q 
 K � Building, Architecture and 
Interior Design 

�  ÂÃ R( • ST MNOP� U?  Estate Agency 
Practice in Other Jurisdictions  

�  AA2 V+ S+ W^ XYZ  

Communication and 
Interpersonal Skills 

�  [\ ‡ ] Language Skills 
�  ‹ 8 S FG^_YZ Sales and Marketing Skills 
�  `ab?YZ Customer Service Skills 
�  � cde Emotional Intelligence 
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�  f ( YZ Leadership Skills 
 

�  AA3 ‹ e S e � #$  

Business and Commercial 
Knowledge 

�  
 

v� � U g S h?#$ Accounting, Economics 
and Finance 

�  
 

A H š Y S© i t j Information Technology and 
Data Analysis 

�  + ] A k •PS¬ l Human Resources 
Management and Administration 
 

�  AA4 ÂÃL m • n �Q+ î‡ ] V
s+y o ' #$  

Other Knowledge Conducive to 
Raising Competence or Enabling 
Personal Accomplishment of 
Licensees 

�  pq ú r Environmental Protection 

�  X� DE S st Occupational Safety and Health 
�  ¬4–P Behavioural Aspects 

(i) ��23��23��23��23  Duration of Activity  
 
_______ ª7  Hour(s) 

 
(j)  4567456745674567 Attendance Requirement  

(��� BCDEF�GHIE��J"KL
Please provide details of the calculation of 
attendance rate and deduction of absence, etc.) 

 
 
 
 
( !$%&'()*�+�!,-./0  If necessary, please 
provide the information in a separate attachment) 

 
(k) 
�.89:;<=��
�.89:;<=��
�.89:;<=��
�.89:;<=��  CPD Points 

Applied For 
 

 
 
_______ « point(s) 

 
(l) ��>?��>?��>?��>? Contents of Activity 

(���
����������� ���	�
����  ( !"# ) Please provide the course 
outline with hourly breakdown and teaching 
materials / handouts, if any) 

 

 
 
 
 
( !$%&'()*�+�!,-./0  If necessary, please 
provide the information in a separate attachment) 
 

 
(m) @ A � " B C@ A � " B C@ A � " B C@ A � " B C Expected Learning 

Outcome 
 

 
 
 
( !$%&' ()*�+�!,-./0  If necessary, please 
provide the information in a separate attachment) 
 

 
(n) DEDEDEDE FGFGFGFG  Medium of Instruction  

(��������	 “ � ” 
  Please “� ” where 
appropriate) 

 

 
�� u[  English  

�� ¨ �  Chinese ( �  _vw  Cantonese  

�  x+w  Putonghua ) 
 

 

(o) @ A H I � 3@ A H I � 3@ A H I � 3@ A H I � 3  Expected Number of 

Participants / 4 5 � 34 5 � 34 5 � 34 5 � 3  Number of 

Participants 
 

 

 

(p) JKLMN�OPJKLMN�OPJKLMN�OPJKLMN�OP  Proposed Date of 

First Delivery / N � O PN � O PN � O PN � O P  Date of 

Event 
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(q) @ A Q R N � M 3@ A Q R N � M 3@ A Q R N � M 3@ A Q R N � M 3  Expected 

Frequency of Activity per Year (STUSTUSTUSTU

V � � W 
 � ( )V � � W 
 � ( )V � � W 
 � ( )V � � W 
 � ( )  Pre-event 

application only) 
 

 

 
 

(r)  ��XU��XU��XU��XU  Fee 
(��������	 “ � ” 
  Please “� ” where 

appropriate.) 
 

 
�� yz  Free of charge 
 
�� ��;K { òi z  Fee payable by participants: $____________ 

 

 

(s) Y Z [ \Y Z [ \Y Z [ \Y Z [ \  Prospective Venue / [ \[ \[ \[ \  

Venue (M�NO
�P*  To be completed for 

face-to-face activity) 

 
��  Name __________________________________________ 

‡ %  Address ________________________________________ 

 
(t) ]^_`]^_`]^_`]^_` Assessment Methodologies  

(Q RSTU�VW  For example course-end 
exercise or test) 

 

 
 
 
( !$%&'()*�+�!,-./0  If necessary, please 
provide the information in a separate attachment) 
 

 
(u) abcdefH].gh
abcdefH].gh
abcdefH].gh
abcdefH].gh
  Additional 

Materials for the EAA’s Reference 

 
 
 
( !$%&'()*�+�!,-./0  If necessary, please 
provide the information in a separate attachment) 

  
 

�'���'���'���'�� ����()��*+,�
%&()��*+,�
%&()��*+,�
%&()��*+,�
%&  
Part III: Information Related to Web-based Distance Learning 
(M�X	YZ[U
� P* To be completed for web-based distance learning activity) 

 
 

(v) i j k l � "i j k l � "i j k l � "i j k l � " � �� �� �� �  Web-based 
Distance Learning Activity  

 

 
�� ���  Newly developed  
 
�� �	
��
������  Based on recognised face-to-face 

activities 

 

(w) abcdefm�nijkl�"abcdefm�nijkl�"abcdefm�nijkl�"abcdefm�nijkl�"
op.iqop.iqop.iqop.iq  / rstu.
�,vrstu.
�,vrstu.
�,vrstu.
�,v
rrrr  Website / Demo Account 
Information and Instructions for the 
EAA’s Access to Web-based Distance 
Learning Materials 

  

 
 
 
 
 
( !$%&'()*�+�!,-./0  If necessary, please 
provide the information in a separate attachment) 
 

 
(x) w x , y z .  {w x , y z .  {w x , y z .  {w x , y z .  { Log-on and 

Tracking Mechanism 
 
 

 
 
 
( !$%&'()*�+�!,-./0  If necessary, please 
provide the information in a separate attachment) 
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����- ---�� ������ ����./%&./%&./%&./%&  Part IV: Profile of Instructor(s) 
( !$%&'()*�+�!,-./0  If necessary, please provide the information in a separate attachment) 

 
 ¬­  Instructor (1) ¬­  Instructor (2) 

•‚  Name                   

 

 

®¯  / ‚°   Position / Title  

 

 

±²³´Tµ¶·¸  

Highest Academic Qualifications 

and Awarding Institution 

 

 

 


�OXTµ¶¹º  

Professional Qualifications and 

Awarding Body 

 

 

 

 

»]^¼ml�#½R¾¿  

Relevant Working Experience to 

the Subject of the Activity 

  

[\–À]^#¾¿  

Experience in Conducting 

Similar Activities 

 

 

 

 

  
 

����0 000�������� 11112345234523452345   Part V: Quality Assurance 
 
|}~• {|}~• {|}~• {|}~• {  Quality Assurance Mechanism    
 
•  ‹ Yes   •  & ‹  No 
 
© “‹ ”~�|} '(� :p ) $ *� +,- p ) $ . ö� / Z 01 ÊÂ 23  
If “Yes”, please provide details of the quality assurance mechanism (including procedures and assessment criteria)
 

 ( !$%&'()*�+�!,-./0  If necessary, please provide the information in a separate attachment) 
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����6 666� ���� ���1 111#$78�#$78�#$78�#$78�   Part VI: Person-in-charge 

 
]^ÁÂ�  
Person-in-charge 

(p˜ ) 
(Chinese) 

(™˜ ) 
(English) 

®¯  / ‚°  
Position / Title 

 

ÃÄŠ‹  
Telephone No.  

 
‘’…†  
Fax No. 

 

Š“�‰  
E-mail Address 

 

�‰  
Address 

 
  

 
�9���9���9���9�� : :;:;:;:; Part VII: Remarks  

 
�������������������������������� ������������� ��������� ��������� ��������� !!!!�"#$%�"#$%�"#$%�"#$% &&&&  Activity provider shall comply with the CPD 
Scheme Guidelines and the below explanatory notes. ����

(1) ����� ����������� �� 5.1 �  Please refer to Clause 5.1 of the CPD Scheme Guidelines for details.  

(2) 9¹º» | Kà ' ����������� � �������� C î�••0 } �¿·'Ÿ   (� ~• MNOP~•€' �
€ http://www.eaa.org.hkWƒˆ2 • ' ����������� �S••0 } Ê ‚ )  Activity provider shall observe 
the requirements set out at the “Assessment Procedure” at Annex C the CPD Scheme Guidelines (Please visit the latest 
version at the EAA website http://www.eaa.org.hk).  
 
9¹º»KÁú ƒ �Â „… 
'AÜ † 42 • S 0 Á'  † ‡ -.%&-„"~•€#$4" ˆ #'�����
�%& mS /V9¹º»L„�±*�b�‰Š „… m~•€†v ‰ƒ �9¹º»' „… 
'AÜ' 0 ÁêSx Š
ê`‰Šú¶  ‰‰Š+F9¹º»'‰Š „… 
e ƒ î† 0 ÁV†x Š 'AÜe� ‹ '‰Š Œ• V ŒŽ m~•
€ • † ˆ• ‰Šô‰V{ì   Activity provider shall ensure that the information contained in the training materials is 
accurate and up-to-date.  The EAA makes no warranty as to the accuracy or completeness of the information contained in 
any of the training materials of the activity provider, irrespective of whether the subject activity is endorsed by the EAA as 
a recognised CPD activity or not, and/or any training materials are attached to this application or otherwise.  The EAA 
will not accept any liability or responsibility whatsoever for any loss or damage caused to any person howsoever arising 
from any inaccuracy or incompleteness of any information contained in the training materials of the activity provider.  
 
~•€$Cy ‘ *�y4#$��������%&'AÜ� ƒ �~•€ �€ ' •��������%&o •
È— The EAA may upload details of the endorsed CPD activities onto the “List of all upcoming CPD activities” of the 
EAA website. 

(3) () (789 :;  / <:;  / =>+?  / �(+?  / @(+? )'ABC4*� #$ 4������%&'DE
FG  HI�J'�(+?  / @(+? K�LMNOPQR ST UPVW�XYSZL[\]^_`Ua  The 
qualifications of the instructor, including presenters / speakers / facilitators / coaches / mentors, will be considered as and 
when recognition of activities under the CPD Scheme are applied for by the activity providers. Where the coaches or 
mentors are licensees of the trade, they are to be holders of estate agent’s licence at the rank of manager or above, with at 
least three years’ relevant working experience. 
 
*�#$4" ˆ #������%&  / "ƒ��������it$�%& ’ rs|S%&xy{rs|
•
ò Application for endorsement as a recognised CPD activity / claiming CPD points can be made pre- and post-event 
within two months after completion of the activity. 
 
d™"ˆ~•€ �
�
�
�
 þ � m„…C†‡"ˆ‰Š������it  No CPD points can be earned without written  
approval from the EAA.  
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9¹º»K�"#$4" ˆ #%&xy{V"ˆ~•€½Çþ � { “ s_` ” 
}~•€•ò‚µ •–   
Activity provider shall submit copies of attendance records to the EAA within seven days of the completion of the 
recognised activity or written approval from the EAA.   
 

(4) ����� ����������� �� 4 ’  Please refer to Section 4 of the CPD Scheme Guidelines for details. 
(5) ������%&!� 2017\ 10 | 1 z“ mƒ” ••– —˜•™•– —š›'tœ  ��Q+'QR•b�ž

cŸ �Q+,n�¡6�
  (¢£�¡6�¤¥¦§ ) ,~•€��������¨ƒˆn©›' ••– —š
›'it mS�£žc¤ª•«¬ m£­�Q+…�®¯ °�£­�Q+ƒ ˆ±.%&'it m²•�`ƒˆ£
žceŸ ' ••– —š›'it  CPD activities are no longer classified into core or non-core subjects as from 1 
October 2017.  Licensees whose licences have been attached with a condition requiring them to acquire a certain number 
of CPD points from core subjects under the CPD Scheme of the EAA within a certain period of time which has yet to expire 
and who have yet to fulfill the relevant condition are requested to note that by acquiring CPD points from this CPD activity, 
such licensees shall be deemed to have acquired CPD points from core subjects for fulfilling the relevant condition.  

 
����< <<<�������� 1111�� !=>�� !=>�� !=>�� !=>   Part VIII 1111 Signature of Activity Provider   
Name of Activity Provider 
Å\”•‚Æ  

 
______________________________________________________________ 

 
Signature Œ˜ ** 

 
__________________________  

 
Date •Ž  

 
_________________________ 

 
Name of Person Signing  
Œ˜�•‚  

 
 
__________________________ 

 
Position  
®¯  

 
 
_________________________ 

** Please affix company chop� " �� #$    
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��������	  š›œ  Fax• 2152 3600ž  
To: Estate Agents Authority 
<Ÿ • ¡¢£¤¥‚¦§ 183¨©\pZ 48 ª 4801«  
Address: Room 4801, 48/F, Hopewell Centre, 183 Queen’s Road East, Wanchai, Hong Kong 

 

� � � � � � � �� � � � � � � �� � � � � � � �� � � � � � � �  – 	 
 � � 
	 
 � � 
	 
 � � 
	 
 � � 
  
Continuing Professional Development (“CPD”) Scheme 

Voluntary Declaration of CPD Attainment 
 
J	���  
Name of Licensee :  
	
��  
Licence No :  

	
 45 ¯°  
Licence Expiry Date:   

JKLMNO+· * 
CPD Period* :  

Ç  
to  

 
*L^������6�'¡ —SitŸ  m��� •���������� —� 7 ’ Please refer to Section 7 of the  
CPD Scheme Guidelines on the meaning of CPD Period and the CPD attainment target. 
   

������ �� ����	
������� !"# $  
I hereby declare that during the relevant CPD Period I have accumulated:  

WyT�>�� ¼m��
���³«  
CPD points for Compliance and Effective Management subjects    

Èz.É�
 ¼m��
��� ³«  
CPD points for All-round Advancement subjects    

��€3��€3��€3��€3 Total CPD points    
    
����'()*'()*'()*'()* Licensee’s Signature: __________________________ +,+,+,+, Date: ___________________________ 
 
+-./01+-./01+-./01+-./01 Daytime Telephone No: ______________________ 
    

���	
��
���	
��
���	
��
���	
��
  Personal Information Collection Statement 

<=>?mno ¬­mno ®¯° ±{8²³�´µ@¶?�q�.E ·•P¸¹Oº »°¬¼¯° ¶?D½���	
��
�¾¿À³H¾
¿ÁQ�8� Â°¬Ã¯° Äu\Å±<=>?bÆ ¬� ÇÈÈ Q¯�Ée Â° H° ¬Ê¯° ËÌHÍ
 �7{8²³•€.E ·ÎÏÐÑÒ Ó�&Ô�BE
jN•€8²³�ÕÖ · %×N2ØÙmno¶?„8� �´µ�q�.E ·•12ÚÛÜÝÄu‡�OºÖEÞ �D½ß�Hà
á.E ·cd %�âã<=>?mnoäå ·æ– � The personal data collected or generated from this Declaration Form will be used by 
the EAA for the following purposes: (a) processing the application for Certificate of Attainment and CPD Attainment Symbol; (b) enforcing 
compliance with the Estate Agents Ordinance (Chapter 511); and (c) researches and statistics. The provision of the information in this Declaration 
Form is voluntary. Licensee who could not provide all necessary data may affect the processing by the EAA of his/her application. Personal data 
collected will only be transferred to such persons who are responsible for carrying out the above purposes. Personal data access and correction request 
should be addressed to the Data Protection Officer of the EAAç°

 
 

 
���� !"���� !"���� !"���� !" �#$�#$�#$�#$ Method of Receiving the Certificate of Attainment 

				
��
��
��
�� 



������������������������������������������������������������������������ � !� !� !� ! "#$%"#$%"#$%"#$% &&&&
'()*
&'()*
&'()*
&'()*
&'+&',,-'+&',,-'+&',,-'+&',,-& &&&)(&.(/01*)*&)234&4*.)3(5&36&7(8&9342&)(&:*.*3;*&)2*&<*:)363.=)*&(6&>))=35/*5)&?7&0(4)@A)(&.(/01*)*&)234&4*.)3(5&36&7(8&9342&)(&:*.*3;*&)2*&<*:)363.=)*&(6&>))=35/*5)&?7&0(4)@A)(&.(/01*)*&)234&4*.)3(5&36&7(8&9342&)(&:*.*3;*&)2*&<*:)363.=)*&(6&>))=35/*5)&?7&0(4)@A)(&.(/01*)*&)234&4*.)3(5&36&7(8&9342&)(&:*.*3;*&)2*&<*:)363.=)*&(6&>))=35/*5)&?7&0(4)@A&&&&

&&&&
�� ° ° mno7Kè±
9�8²��0é %•2ê¾¿À³ëìíîïðñ±
9�òó<Ÿ �&±
9ôõömno÷W¾

¿À³ %�Sî!f:‡  “� ” ¨�øùú>û÷W %�Ž•hùú>û� · : 
__________________________________________________________________________________________________________   
Subject to the EAA’s endorsement of the points, the CPD Certificate of Attainment will be sent by ordinary post to the registered 
address of the licensee.  If licensees wish to collect the Certificate from our offices, please kindly put a “� ” in the box. If you would 
like to collect it through an authorized representative, please provide details on that representative: 
__________________________________________________________________________________________________________ 

��������  Form E 
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  ��������������������������������������������������������  – 	
��
	
��
	
��
	
��
  
Voluntary Declaration Form for CPD Mark for Estate Agencies 

(€ÊËÌTŒ˜#•ÍY# •‚•‚•‚•‚ 9Q������	
��
� ) 
(Please submit the original  of the completed and signed form to the EAA’s Professional Development Section.) 

 
���������������� : ƒ;��„…†
�ƒ;��„…†
�ƒ;��„…†
�ƒ;��„…†
� Part I: Particulars of SPOB 
‹��� ˜ ·½
 ™ 
SPOB No. 

 
& Ñ'�Q+ � © * 
Total No. of licensed employees* 

 

‹��� ˜ ·½  
e ƒ ‹�M š  
Business address shown in 
the SPOB 

 
M T  (á� ›œ• ) 
District (e.g. Wan Chai) 

 

‹��� ˜ ·½  
�L+ žŸ /Ÿ   
Name of SPOB Holder 

 
øù+SÏ w  
Contact person & telephone number 

 

 

���������������� : ‡ˆ8‰��‡ˆ8‰��‡ˆ8‰��‡ˆ8‰�� ���� *  Part II: Particulars of licensed employees* 

 žŸ Name 
QR
 ™ 

Licence Number 

�* ¡ \Öî 9 | 30 zx ¢ '��6�"h £¤ ¶½ ***  
Awarded the CPD Certificate of Attainment for the CPD period 

ended on 30 September of the declaration year *** 

1.           
   (BCBCBCBC **Branch Manager **)   

- Yes �  „  No �  

2.   - Yes �  „  No �  

3.   - Yes �  „  No �  

4.   - Yes �  „  No �  

5.   - Yes �  „  No �  

6.   - Yes �  „  No �  

7.   - Yes �  „  No �  

8.   - Yes �  „  No �  

9.   - Yes �  „  No �  

10.   - Yes �  „  No �  

(H Nb
jklmno )  
(Continue on additional sheets, if necessary) 

%&%&%&%& Total   

 

ü › "h • e¥£¤¦ ’ —' e¥ m | KL 80%VW�  
& Ñ�Q+ (78UP **) "hs+ £¤ ¶½  

Remark: To be awarded the CPD Mark, 80% of licensed employees (including the 
manager**) of an agency shop must have awarded the Certificate of Attainment 

*pq� r�stuO 10 v 1 wxwyzr�{'|}~•M$ ��$J� P€•‚$J�ƒ„r�stuO 9 v 30 w…†�()‡ˆ"‰Š‹
Œ•M > Include all licensed employees of the holder of this SPOB as at 1st October of the declaration year, regardless of whether they have been awarded the 
Certificate of Attainment for the CPD period ended on 30 September of the declaration year. 

** Ž• •����45 ‘6 38 4’i�“� > The manager appointed for the purpose of s. 38 of EAO. 

***  !$%&'()‡ˆ:./bc P
”_ •$%&'()*+–— 6̃ 7 7:™š E> Please refer to Section 7 and Annex F of the CPD Scheme Guidelines 
on the meaning of CPD period and CPD attainment target. 

  
 

 

��������  Form F  
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���������������� : Š…Š…Š…Š… Part III: Declaration 

üEý>ûüþ � A � ¨ � © �� A � ¨@ �� (� Ï—� � ge )	 •üER 
 � Y<=>? �� 	
��¾¿ÁQ
�( � ÉwH
b 
 [% †4 � • � �Df• �üE 	 • � üE� � H� �� ��•€� · � ; �� � 4 � Hœ � %güEùú<=>?mno � „
� ;© � �îïKè � ��•€� · �  On behalf of my sole proprietorship, partnership or company (as the case may be), I hereby declare 
that I have read and fully understood the “Rules and Conditions for CPD Mark for Estate Agencies Award Scheme”. I declare that the foregoing 
information is FULL, COMPLETE AND TRUE to the best of my knowledge and belief and I authorize the Estate Agents Authority to verify the 
foregoing information in any manner as it deems fit. 

 
 

_____________________ 

 
 

__________________________ 

 
 

________________________________ 

 
 

_________________ 
6 � Date �� >û / þ � A � /  

© � E # ��  
Name of Representative/ Sole 

Proprietor/ Partner # 

�� >û /þ � A � /© � E #  
<=>? (.E )BC¨ �  

Estate Agent’s Licence (Individual) No. of 
Representative/ Sole Proprietor / Partner# 

ùú  ! H ��" Q  
Authorized Signature 
and Company Chop 

# �€›�œ•ž Delete as appropriate 
 

����������������  
IMPORTANT NOTICE 

 
���	
��
���	
��
���	
��
���	
��
 Personal Information Collection Statement 
<=>?mno (“mno ”)±{8²³�´µ@¶?�q�.E ·•P¸¹Oº : (a)¶?D½�<=>? � � 	
��¾¿ÁQ
(“Y �� ¾¿ÁQ [ ”)8� #$ 7mno %&�' �� ( Y �� ¾¿ÁQ [� �� ; (b)Äu\Å±<=>? bÆ (� 511Q )�Ée ;H (c)
ËÌHÍ
 �7{8²³•€.E ·Î ÏÐÑÒÓ �&ÔA
�� ) •³�DEjN•€8²³�ÕÖ · %×N2ØÙmno¶
?„�•
��8� �´µ�q�.E ·•12ÚÛÜÝÄu‡�OºÖEÞ �D½ß�Hàá.E ·cd %�âã<=>?m
noäå ·æ– � The personal data collected or generated from this Declaration Form will be used by the EAA for the following purposes: 
(a) processing the application including announcing the awardees on the the EAA website; (b) enforcing compliance with the Estate Agents 
Ordinance (Chapter 511); and (c) researches and statistics. The provision of the information in this Declaration Form is voluntary. SPOB holders 
who could not provide all necessary data may affect the processing by the EAA of its application to participate in the Scheme. Personal data 
collected will only be transferred to such persons who are responsible for carrying out the above purposes. Personal data access and correction 
request should be addressed to the Data Protection Officer of the Estate Agents Authority. 
 
������������������������ Announcement of Results 
mno � „ � ;© � �îï7mno %& ‡ �' �� ( Y �� ¾¿ÁQ [� �� %Æ&A
�� ) •³ * ¨ � A
 �+ HA
< , �
&  - ¸Mô  .��  ·7mno %& � Y �� ¾¿ÁQ [
���¾¿ �/ ‡ �' %�• Y 01�' [cd› œ2 2152 3600 @3
í 2  eaatraining@eaa.org.hk � The EAA will announce the list of awardees of the CPD Mark, e.g., the SPOB numbers, business names and business addresses 
on its website in such manner as the EAA may think fit. If you wish to be excluded from the list of awardees of the “CPD Mark for Estate Agencies Award 
Scheme” on the EAA website, you may fax to us at 2152 3600 or e-mail us at eaatraining@eaa.org.hk to inform us of the request. 
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��������������������������������   
Continuing Professional Development (CPD) Scheme 
�
�����������������	
��
�����������������	
��
�����������������	
��
�����������������	
�  

Application for Replacement of Small Badge of Premium CPD Attainment Symbol    
���������������� : 
��
�
��
�
��
�
��
�  Part I: Information of Applicant 

 

�����  
Name of the Applicant 

(�� )                           (�� ) 
(Chinese)                        (English) 

	
��  
Licence No. 

 

���  
Tel Number 

 

/ 6$78 * 
Type of small badge* 

 �  • Gold  
  
 �  9 Silver 

:;<= * 
Reason for 
Replacement* 

 �  >? Lost      
  
 �  @A Damaged**  

�  P*�\] ��
����
���
����
���
����
���
����
�  Fill in and sign Part II & III 
 
�  P*�\] ��
���
���
���
�  Fill in and sign Part III  

* ����'�	
��  “� ” 
  Please put a “� ” in the appropriate box(es). 
** '()'()'()'() Œ§ '5 ¨ ’  Must return  the damaged small badge 
    
���������������� : ‹ŒŠ…‹ŒŠ…‹ŒŠ…‹ŒŠ…  Part II: Declaration of Loss 
  
B � �C,-: ™/ 6$D ð ~ E 0 F +± G ‹r‡ˆ^‰stu  (H stu I ) 2™ �B � �J� d K $J
KLMNO+ ·2™$/ 6$ 23232323 ~© B � L 9 MN>? $/ 6$ ~ O …P š : ™@<Q $/ 6$� stu 3
B � RST�B �$ <B / 6$U>? 3   
I understand that I can be in possession of only ONE small badge, including the replacement, awarded for the assigned 
CPD periods, and I would be required to submit the extra small badge to the Estate Agents Authority (“EAA”) if the 
original small badge, previously reported lost, was subsequently found. I hereby declare that my original small badge 
is lost. 
 
 

 ! Signature : 
 
 ¯° Date : 

 
 

 
 

     
    

���������������� : 
����
����
����
����  Part III: Signature of Applicant 
  

B � V “_6� W)$5® XVYZ ~ [U\] Z F^B ��_$ H_`a œI ð Wb $¾› 3  
I confirm that the information given on this application form is correct and have read and agreed to the conditions set 
out in the “Important Notes” of this form. 
 
 

 ! Signature : 
 
 ¯° Date : 

 
 

 
 

     
               

��������  Form G  
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•�Ž••2TU•�Ž••2TU•�Ž••2TU•�Ž••2TU  To be completed during collection* 
 

�  B � U b N@A $/ 6$ ~ [cd: ™$/ 6$ 3  
I returned the damaged small badge and acknowledge receipt of the replacing small badge. 

�  B � Ucd: ™$/ 6$ 3  
I acknowledge receipt of the replacing small badge. 

 

 ! Signature : 

 
 
 ¯° Date : 

 
 
 

 
 

     
* ����'�	
��  “� ” 
  Please put a “� ” in the appropriate box. 
  
*+,-*+,-*+,-*+,-  Important Notes 
 
1. 5 ¨ ’u‡ ©f ././././   

The small badge can be replaced once only. 
 
2. ©f 5 ¨ ’' z �4 01010101 1202222  ! {z � • †¼ ª   

A non-refundable fee of HK$120 is charged for replacement of the small badge. 
 

3. ~•€• U *�{v¼ «+# *�+ f ƒ © ¼5 ¨ ’  *�+K�Ù ¬ ~•€ +#« {os|
 ­ è ¬ 3�45,673�45,673�45,673�45,67
89898989 :;:;:;:; ©fz � S f ƒ © ¼'5 ¨ ’ m� <=>?@�"ABCDE"�F�<=>?@�"ABCDE"�F�<=>?@�"ABCDE"�F�<=>?@�"ABCDE"�F� má� ® Ö¶ mæ ‚ ÛX?ö•   
The EAA will notify you in writing to collect the replacing small badge upon verification of your application. You must pay the 
charge in cash and collect the replacing small badge in person at the EAA office within one month after the issuance of the 
notification by the EAA. Please bring with your Estate Agent Card or other identity proof, e.g. the Hong Kong Identity Card, 
for checking by the EAA staff.  
 

4. ¯� "h °± £¤² ’'�Q+u$ý6‘ZLÂ o¯ s�Ô'������6� "h'5 ¨ ’ .�.�.�.�  (78 © ¼'5 ¨
’,
 ) � ³ { ´µ¶• '5 ¨ ’ m… | K ·ª© ¼V ¸¹ '5 ¨ ’ º MNOP~•€   
An awardee of the Premium CPD Attainment Symbol should only be in possession of ONE small badge, including the replacement, 
awarded for the assigned CPD periods at any given time. In other words, if a small badge, previously reported lost, was 
subsequently found, the awardee concerned is required to return any extra small badge to the EAA. 

 
�������������������������������� Personal Information Collection Statement 
 
MNOP~•€ (“~•€ ”) H±*�ÈeÙÚV ÛPeˆ's+AÜC`Ý¿�Þ : (a) ÛPL^ ©f°±£¤² ’ / 6$
'*� ; (b) ß¬˜àHMNOPžá (� 511’ )'â¡ ; S  (c) ãäSå�  ,±*�½•æs+AÜçTèéêë  �ì
�Q+¥‡•æ*�ÈeíîAÜ m$‡vïð~•€ÛPÂ*�  ÙÚeˆ's+AÜCuvñòóôß¬�g�Þî+
õ L^ö�S÷Ås+AÜŸ  m�øùMNOP~•€úûAÜ9‰  The personal data collected or generated from this 
Declaration Form will be used by the EAA for the following purposes: (a) processing the application for replacement of small badge of 
Premium CPD Attainment Symbols; (b) enforcing compliance with the Estate Agents Ordinance (Chapter 511); and (c) researches and 
statistics.  The provision of the information in this Declaration Form is voluntary. Licensee who could not provide all necessary data 
may affect the processing by the EAA of his/her application. Personal data collected will only be transferred to such persons who are 
responsible for carrying out the above purposes. Personal data access and correction request should be addressed to the Data Protection 
Officer of the EAA. 
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M N O P ~ • € » ¼ EAA Hotl ine:  2111 2777 (� � � � � � � � Continuing Professional Development)  
½ ¾ Fax: 2152 3600    Ï ¿ Email :  eaatrain ing@eaa.org.hk    � À Website: www.eaa.org.hk 
 


