
Procedural Guide on 
Submission of Electronic Election Advertisements and Declaration By E-mail 

以電郵方式呈交電子選舉廣告及聲明的程序指引 
 

This procedural guide is provided for the submission of electronic election 
advertisements in accordance with Chapter 7 of the Guidelines on Election-related 
Activities in respect of the District Council Election.  
本程序指引乃根據「區議會選舉活動指引」第七章有關以電子方式呈交電子選舉廣告程序而提供。  

 
Before Submission 
呈交前

Reference 
/Form 
參考 
/表格

Tick for 
completion 

完成後 
請加

 

 
 

(1) Acquire a personal digital certificate in relation to the 
use of digital signature (if not yet have a valid one) from 
the following recognized certification authorities –  
如並無有效的數碼簽署，向以下認可核證機關申請有關使用數

碼簽署的個人數碼證書：  
 
Recognized 
certification 
authorities 
認可核證機關 

Online application 
網上申請 

Submit in 
person 
親自呈交 

Hongkong Post 
香港郵政 

https://www.hongko
ngpost.gov.hk 

See 
Annex A 
見附表一 

 
Digi-Sign 
Certification 
Services Limited 
電子核證服務有限

公司 

http://dg-sign.com See 
Annex B 
見附表二 

 

 
Please bring along your HKID card for face-to-face 
identity verification.  
請帶備你的香港身份證，以供當面核實身分。  
 

Annex A 
附表一 

Annex B 
附表二 

 

 

(2) Upon receipt of the certificate file (contained in a 
floppy disk / e-Cert File Card) and personal PIN, import 
the certificate into a mail client (e.g. Outlook Express/ 
Mozilla Thunderbird). 
收到證書檔案（存於磁碟/電子證書檔案卡）及個人密碼後，

Annex C 
附表三 
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將電子證書匯入郵件客戶端（例如 Outlook Express/ Mozilla 
Thunderbird）。 
 

(3) Add an e-mail account into a mail client (e.g. Outlook 
Express/ Mozilla Thunderbird) before sending the first 
e-mail with e-cert. 
在傳送第一個附有電子證書的電郵前，將電郵帳戶加入郵件客

戶端（例如 Outlook Express/ Mozilla Thunderbird）。 
 

Annex D 
附表四 

 

 

(4) Deposit with the relevant Returning Officer (RO) a 
completed form “Notification of E-mail Address for 
Submission of Electronic Election Advertisements and 
Declaration” (REO/C/10B/2011DCE (SDF)) at least one 
working day before the first e-mail submission.  
在呈交第一個電郵前最少一個工作天，向有關選舉主任繳存已

填妥的表格「遞交電子選舉廣告及聲明所用電郵地址通知

書」(REO/C/10B/2011DCE (SDF))。  
 
[Note: Please provide the same e-mail address already 
registered with the digital certificate.] 
[註：請提供所註冊數碼證書內的同一電郵地址。] 
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During Submission 
呈交期間

Reference 
/Form 
參考 
/表格

Tick for 
completion 

完成後 
請加

 

 
 

(1) Ensure the e-mail address used to submit electronic 
election advertisements is identical with the one 
registered with the digital certificate and the one 
deposited with the relevant RO. 
確保用於呈交電子選舉廣告的電郵地址與所註冊的數碼證書

內及繳存予有關選舉主任的電郵地址相同。 
  

Annex F 
附表六 

 

 

(2) Type in the e-mail address of corresponding RO as the 
receiver.  
輸入相關選舉主任的電郵地址為收件者。 
 

Annex F 
附表六 

 

 

(3) Type in the subject of the e-mail in the following 
format: “Name of candidate_eEA _submission 
date_batch number” 
採用以下格式輸入電子郵件的主旨： 
“候選人姓名_電子選舉廣告_繳存日期_批次編號” 

Annex F 
附表六 
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(4) Attach the duly completed declaration and 
electronic copy of the declared election 
advertisements. 
夾附已填妥的「以電郵方式遞交的電子選舉廣告聲明」及有

關選舉廣告的電子文本。 
 

Annex F 
附表六 

 

 

(5) Sign each e-mail submission with a digital signature. 
以數碼形式簽署每一個電子郵件。 

Annex F 
附表六 

 

 

(6) Submit the e-mail. 
傳送電郵。 
 

Annex F 
附表六 

 

 

(7) Check with the relevant RO if you do not receive an 
acknowledgement for each of the corresponding 
e-mail within the same day of the e-mail transmission. 
如在發出電郵當日內未能收到確認回條，請向有關的選舉主

任查詢。 
 

Annex F 
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Enquiry 
查詢 
 
For enquiry on the application for and installation of a personal digital certificate, 
please contact Hongkong Post at 2921 6633 or Digi-Sign Certification Services Limited 
at 2917 8833. 
有關申請及裝置個人數碼證書的查詢，請致電香港郵政（電話號碼：2921 6633）或電子核證服

務有限公司（電話號碼：2917 8833）。 
 
For enquiry on the submission procedure of Electronic Election Advertisements and 
declaration, please contact the relevant Returning Officer. 
有關電子選舉廣告及聲明呈交程序的查詢，請致電有關的選舉主任。 
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Import the certificate into a mail client  

upon receipt of the certificate file and personal PIN 
收取證書檔案及個人密碼後將電子證書匯入郵件客戶端 

Example例子: Outlook Express 

Step 1: Click ‘Option’ in the Tool Menu 
步驟一：按工具列中的「選項」 

 

 

 

 

 

 

Click “Option” 
按「選項」  
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Step 2: Click “Security” then “Digital Identity” 

步驟二：按「安全性」，再按「數位識別碼」 

 

Step 3: Click ‘Import’ 

步驟三：按「匯入」 

 

2. Click “Digital Identity” 
按「數位識別碼」  

1. Click “Security” 
  按「安全性」 
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Step 4: Insert e-Cert floppy disk into the Drive, open your certificate file and click “Next 
>” OR simply double click the file and then click “Next >”  

步驟四：插入電子證書磁碟，開啓你的證書檔案，再按「下一步>」或直接按兩下檔案，再按「下

一步>」 
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Step 5: Your certificate file is shown in the file name field, click “Next >”  

步驟五：你的證書檔案顯示於檔案名稱一欄，按「下一步>」 

 

Step 6: Key in the 16-digit password shown on the PIN Envelope. Check all boxes and 
click “Next >” 

步驟六：輸入密碼信封所示的 16 位數字密碼。選取所有的方格然後按「下一步>」 
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Step 7: Select ‘Automatically select the certificate store based on the type of 
certificate’, then click “Next” 

步驟七：選取「自動根據憑證類型來選取憑證存放區」，再按「下一步」 

 

Step 8: Press “Finish” 

步驟八：按「完成」 
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Step 9: Click “Set Security Level…” for the security setting of e-Cert 

步驟九：按「設定安全性等級…」調整電子證書的安全設定 

 

 

 

Step 10: Select “High” and click “Next”  

步驟十：選取「高」，再按「下一步>」 
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Step 11: Set your password, then click “Finish” 

步驟十一：設定你的密碼，再按「完成」 

 

 

 

 

Step 12: The screen displays “Security level set to High”, then press “OK” 

步驟十二：螢幕顯示「安全性等級設定成高」，再按「確定」 
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Step 13: Press “OK” to complete the import process 

步驟十三：按「確定」完成匯入程序 
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Import the certificate into a mail client  

upon receipt of the certificate file and personal PIN 
收取證書檔案及個人密碼後將電子證書匯入郵件客戶端 

 
Example 例子: Mozilla Thunderbird 
 
 
Step 1: Click “Option” in the Tool Menu 
步驟一：按工具列中的「選項」 

 

 

Click “Option” 
按「選項」 
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Step 2: Click “Advanced” then “Certificates” then “View Certificates" 
步驟二：選取「進階」，按「憑證」，再按「檢視憑證」 
 
 

 

1. Click “Advanced” 
選取「進階」 

2. Click “Certificates” 
按「憑證」 

3. Click “View Certificates” 
按「檢視憑證」 
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Step 3: Go to the tab named “Your Certificates” then click “Import” 
步驟三：點選「您的憑證」，再按「匯入」 

 

 
Step 4: Open your certificate file and click “Open” OR simply double click the file to 
continue. 
步驟四：開啓你的證書檔案，再按「開啓」或直接按兩下檔案以繼續 
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Step 5: Set your password, then click “OK” 
步驟五：設定你的密碼，再按「確定」 

 

 
 
Step 6: Key in the 16-digit password shown on the PIN Envelope, then click “OK” 
步驟六：輸入密碼信封所示的 16 位數字密碼，然後按「下一步>」 

 

 
 
Step 7: Press “Confirm” to complete the import process 
步驟七：按「確定」以完成匯入程序 
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Add an e-mail account into a mail client  
before sending the first e-mail with e-cert 

在傳送第一個載有電子證書的電郵前 
將電郵帳戶加入郵件客戶端 

 

Example 例子: Outlook Express 

Step 1: Click “Account” in the Tool Menu 

步驟一：按工具列中的「帳戶」 

 

 
 
Step 2: Click “New” then “Mail” 
步驟二：點選「新增」，再按「郵件」 

Click “Account” 
按「帳戶」 

Click “New” 
then “Mail” 
點選「新增」

再按「郵件」
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tep 4: Type in the e-mail address (identical with the one registered with the 

的）電郵地址，再按「下一步」 

Step 3: Type in the display name and click “Next” 

步驟三：輸入顯示名稱，再按「下一步」 

 

S
digital certificate), then click “Next” 

步驟四：輸入（與所註冊的數碼證書內相同
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Step 5: Type in relevant information according to your e-mail service 
provider and click “Next”.   

步驟五：根據你選用的電郵服務供應商輸入相關資料，再按「下一步」。 

 

 

  

 

 

 

[Note: Other e-mail service providers may have different servers. Please 
check with them for the required information.] 
[註：其他電郵服務供應商可能有不同的伺服器。請與他們聯絡以取得相關資料。] 

 

 

 

 

For example: 
例如： 

Hotmail 
POP3 
Yahoo mail 
IMAP 
Gmail 
IMAP 

For example: 
例如： 

Hotmail  
pop3.live.com 
Yahoo mail 

For example: 
例如： 

Hotmail 
smtp.live.com 

imap.mail.yahoo.com 
Gmail 
imap.googlemail.com 

Yahoo mail 
smtp.mail.yahoo.com 
Gmail 
smtp.googlemail.com 
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Step 6: Type in the e-mail account user name and password and click 
“Next” 

步驟六：輸入電郵帳戶名稱及密碼，再按「下一步」 

 

 

Step 7: Press “Finish” 

步驟七：按「完成」 
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Step 8: Click “Account” in the Tool Menu 

步驟八：按工具列中的「帳戶」 

 

Step 9: Click “Mail then “Content” 

步驟九：點選「郵件」，再按「內容」 

 

” 

 

 

 

 

Click “Account” 
按「帳戶」 

2. Click “Content” 
按「內容」 

1. Click “Mail” 
點選「郵件」 
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Step 10: Click “Server” and type in relevant information 

步驟十：點選「伺服器」，再輸入相關資料 

 

 

 

 

 

 

 

 

 

 

 

For example: 
例如： 

Hotmail
For example: 
例如： 

Hotmail

  
POP3 
Yahoo mail

Click “Server” 
點選「伺服器」 

 
IMAP 
Gmail

  
com 

ail
pop3.live.
Yahoo m

 
IMAP 

 
imap.mail.yahoo.com 
Gmail 
imap.googlemail.com 

For example: 
例如： 

otmailH  
smtp.live.com 
Yahoo mail 
smtp.mail.yahoo.com 
Gmail 
smtp.googlemail.com 
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tep 11: Click “Advance” and ty t information, then click “OK” 

驟十一：點選「進階」，再輸入相 然後按「確

 

 

S pe in relevan

定」 步 關資料，

 

 

 

 

 

For example
 

ail

: 
例如：

HotmClick “Advance” 
階」 點選「進

  
587 
Yahoo mail 
465 
Gmail 
465 

For e
例如：

Hotm

xample: 
 

ail  
995 
Yahoo mail 
993 
Gmail 
993 
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遞交電子選舉廣告及聲明所用電郵地址通知書 
NOTIFICATION OF E-MAIL ADDRESS FOR SUBMISSION OF 

ELECTRONIC ELECTION ADVERTISEMENTS AND DECLARATION 
 

《選舉管理委員會（選舉程序）（區議會）規例》（第 541 章，附屬法例 F）第 103 條 
Section 103 of the Electoral Affairs Commission (Electoral Procedure) (District Councils) Regulation (Cap. 541 sub. leg F) 

 

2011 年區議會選舉 
2011 DISTRICT COUNCIL ELECTION 

 

  
區議會 

  
選區 

（區議會名稱） 
(Name of District Council) 

District Council （選區名稱） 
(Name of Constituency) 

Constituency

選舉日期：2011 年 11 月 6 日 
Date of Election:  6 November 2011 

 
［在填寫此通知書前，請參閱說明。］ 
[Please read the Notes before completing this notification.] 
 

 
*候選人／選舉代理人姓名（正楷）：  
Name of *Candidate/Election Agent (in BLOCK LETTERS)  （姓Surname）        （名Other name） 
 
 
載入電子證書內的電郵地址：  
E-mail address included in the e-Certificate 
 
 

聯絡電話 ：  
Contact Telephone No.  
 
 
簽署：  
Signature 
 
 
日期：  
Date 
 
 
備註： * 請刪去不適用者 
Note: * Please delete whichever is inapplicable 
 
說明 
Notes 
 
1. 候選人可根據《區議會選舉活動指引》第七章的要求，經互聯網向選舉主任發送電子郵件，繳存聲

明書及下列選舉廣告－ 
 A candidate may deposit with the Returning Officer a declaration and the following election advertisements by e-

mail sent through the Internet in accordance with the requirements specified in Chapter 7 of the Guidelines on 
Election-related Activities in respect of the District Council Election – 

(a) 任何以電子媒介發送的選舉廣告的電子文本；或 
electronic copy of any election advertisement sent by electronic means; or 

(b) 任何因實際情況不能或不便影印的選舉廣告的數碼影像。 
  digital image of any election advertisement which cannot be practically or conveniently photocopied. 
  
2. 根據《電子交易條例》（第 553 章）的規定，候選人每封呈交的電子郵件必須附有該候選人的數碼

簽署。 
 Each e-mail submission must be signed by the candidate with a digital signature in accordance with the 

requirement stipulated in the Electronic Transactions Ordinance (Cap. 553). 
 

Annex E
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3. 在呈交附有選舉廣告電子文本及聲明書的電子郵件前最少一個工作天，候選人須先向選舉主任提供
其電郵地址，以核實其數碼簽署。該電郵地址須與數碼證書內的相同。 

 A candidate is required to furnish the e-mail address to the Returning Officer at least one working day prior to 
submission of the e-mail attaching electronic copy of the election advertisements and declaration to allow 
verification of the digital signature.  The e-mail address used must be identical with that included in the e-
Certificate. 

 
4. 填妥的通知書，可由專人送遞、或以郵遞或圖文傳真方式送交有關的選舉主任。 
 The duly completed notice may be delivered by hand, or sent by post or facsimile transmission to the relevant 

Returning Officer. 
 
5. 如尚未委任選舉主任，在此通知書中所提述的選舉主任，均須解釋為提述總選舉事務主任。 
 If the Returning Officer has not yet been appointed, the references to a Returning Officer in this notification 
 are to be construed as references to the Chief Electoral Officer. 
 
6. 請注意下列有關在此通知書提供個人資料的說明－ 

Please note the following with regard to the personal data supplied in connection with this notification- 

(a) 資料用途 
就此通知書提供的個人及其他有關的資料，會供選舉事務處及選舉主任用於與選舉有關的用

途。 

Purpose of Collection 
The personal data and other related information supplied in connection with this notification will be used 
by the Registration and Electoral Office and the Returning Officer for election-related purposes. 

(b) 資料轉介 
此通知書內的資料可能會提供予其他獲授權的部門或機構，用於與選舉有關的用途。 

Transfer of Information 
The information provided in this notification may be provided to other authorized departments/agencies for 
election-related purposes. 

(c) 索閱個人資料 
任何人有權根據《個人資料（私隱）條例》（第 486 章）的條文要求索閱及改正他所提供的個

人資料。 

Access to Personal Data 
A person has the right to request access to and correction of the personal data he supplied in accordance 
with the provisions of the Personal Data (Privacy) Ordinance (Cap. 486). 

(d) 查詢 
關於透過此通知書收集的個人資料的查詢（包括索閱及改正個人資料），應向總選舉事務主任

提出（地址：香港灣仔港灣道 25 號海港中心 10 樓）。 

Enquiry 
Enquiries concerning the personal data collected by means of this notification (including request for access 
to and corrections of personal data) should be addressed to the Chief Electoral Officer at 10th Floor, 
Harbour Centre, 25 Harbour Road, Wan Chai, Hong Kong. 

 
 
 
選舉管理委員會 
二零一一年八月 
Electoral Affairs Commission 
August 2011 
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Requirement of electronic election advertisements submitted by e-mail 

有關以電郵方式呈交的電子選舉廣告的要求 
 
(1) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Ensure the e-mail address used to submit electronic election 
advertisements (eEA) is identical with - 
確保用以呈交電子選舉廣告的電郵地址與以下兩項相同： 
 
(a) the email address registered with the digital certificate; and 
(a) 所註冊的數碼證書內的電郵地址；及 
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(b) the email address deposited with the relevant Returning Officer 

(RO) 
(b) 繳存予相關選舉主任的電郵地址 
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(2) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Type in the e-mail address of corresponding RO as the receiver 
輸入相關選舉主任的電郵地址為收件者 
 
eEA_RO_centralwestern@reo.gov.hk 
eEA_RO_wanchai@reo.gov.hk 
eEA_RO_eastern@reo.gov.hk 
eEA_RO_southern@reo.gov.hk 
eEA_RO_yautsimmong@reo.gov.hk 
eEA_RO_shamshuipo@reo.gov.hk 
eEA_RO_kowlooncity@reo.gov.hk 
eEA_RO_wongtaisin@reo.gov.hk 
eEA_RO_kwuntong@reo.gov.hk 
eEA_RO_tsuenwan@reo.gov.hk 
eEA_RO_tuenmun@reo.gov.hk 
eEA_RO_yuenlong@reo.gov.hk 
eEA_RO_north@reo.gov.hk 
eEA_RO_taipo@reo.gov.hk 
eEA_RO_saikung@reo.gov.hk 
eEA_RO_shatin@reo.gov.hk 
eEA_RO_kwaitsing@reo.gov.hk 
eEA_RO_islands@reo.gov.hk 
 
 
[Note: The above e-mail addresses of ROs are designated for eEA 
submission only.  Candidates who wish to submit election 
advertisements by email under the condition set out in para. 7.46 of 
EAC guidelines should use the e-mail addresses of ROs indicated in 
the contact list of ROs which is enclosed in the candidate folder.] 
 
[註：上列的選舉主任電郵地址僅供呈交電子選舉廣告之用。倘候

選人希望按選舉管理委員會指引第 7.46 段所載條件以電郵方式呈

交選舉廣告，請使用候選人資料冊內選舉主任名單所載的電郵地

址。] 
 
 
 
 

Not case sensitive for 
the e-mail address 

電郵地址均 
不區分大小寫 
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(3) 

 
 
 
Type the subject of the e-mail in the following format:  
“Name of candidate1_eEA _submission date_batch number” 
電子郵件的主旨必須以下列格式填寫： 
「候選人姓名 1_電子選舉廣告_繳存日期_批次編號」 
 
Examples: 
(i) Name of candidate _eEA _30/9_Batch 1  
(ii) Name of candidate _eEA_30/9_Batch 2(a)  
(iii) Name of candidate _eEA_30/9_Batch 2(b)  
(iv) Name of candidate _eEA _2/10_Batch 1  
 
例子： 
(i) 候選人姓名_電子選舉廣告_30/9_第一批 
(ii) 候選人姓名_電子選舉廣告_30/9_第二批(a) 
(iii) 候選人姓名_電子選舉廣告_30/9_第二批(b) 
(iv) 候選人姓名_電子選舉廣告_2/10_第一批 
  
[Note: The candidate may submit a declaration and a copy each of the 
declared EAs to the RO in one or more e-mails.  As shown in 
examples (ii) and (iii) above, if because of the size the relevant 
documents have to be sent in two emails, the candidate may attach a 
declaration and any number of the declared EAs in the first e-mail, and 
the remaining declared EAs in the second e-mail.] 
 
[註：候選人可選擇利用一個或多個電子郵件，向選舉主任繳存聲

明書及其內所述的選舉廣告文本各一份。如上述例子(ii)和(iii)，如

果因為文件檔案的大小所限而需以兩個電子郵件傳送，候選人可

在第一個電子郵件附上聲明書及任何數目的選舉廣告文本，並在

第二個電子郵件附上餘下的選舉廣告文本。] 
 
 
 
 
 
 

 

                                                 
1 The candidate should use the same name in all emails to facilitate subsequent sorting and retrieval if required. 
候選人需於所有電郵使用同一姓名，以便日後於需要時作整理及檢索之用。 
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(4) 

 

 
 
Attach an electronic copy of the duly completed declaration form and 
electronic copy of each of the declared election advertisements 
將已填妥的聲明表格及有關選舉廣告的電子文本夾附於電子郵件

中 
 
[Note : The total file size of each e-mail should not exceed 10 MB. 
The attachments may be compressed as either Zip file (.zip) or GNU 
zip file (.gz)] 
[註：每個電子郵件的總檔案容量不得多於 10 MB（百萬字節）。附

件可採用Zip 檔(.zip)或 GNU zip檔 (.gz)進行壓縮。] 
 
 
 
 
 
 
 
 
 
 
 

1.  Type in the e-mail address of 
relevant RO as the receiver. 
輸入相關選舉主任的電郵地址為

收件者 

2. Type in subject with the format  
“Name of candidate_eEA_submission date_batch number”. 
根據以下格式輸入主旨 
“候選人姓名_電子選舉廣告_繳存日期_批次編號” 
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Present the attachments in the following file formats – 
採用下列的檔案格式呈交附件： 
 

(a) Rich Text Format (RTF); 
  微軟的豐富文本格式； 

(b) Hypertext Mark Up Language (HTML) Format; 
  超文本標示語言格式； 

(c) Adobe Portable Document Format (PDF);  
(d) Graphics Interchange Format (GIF) for graphics/images only; 

  圖形互換檔案格式（只適用於圖形/圖像）； 
(e) Joint Photographic Experts Group (JPEG) for 

graphics/images only; or 
  聨合圖像專家小組規範（只適用於圖形/圖像）；或 

(f) Tag Image File Format (TIFF) for graphics/images only. 
 標誌圖形檔案格式（只適用於圖形/圖像）。 

 

1.  Attach the declaration and 
copy of the declared election 
advertisements.  
將聲明及有關選舉廣告的電子

文本夾附於電子郵件中。 

2.  Select corresponding files of the 
declaration and copy of declared 
election advertisements. 
選取相應的聲明及選舉廣告檔案。 
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(6) ubmit the e-mail 

 
(5) 

 
Sign each e-mail submission with a digital signature 
以數碼形式簽署每一個電子郵件 

 
 

 
 
S
傳送電郵 
[Note: An acknowledgement of receipt would be automatically 
generated and sent to you upon successful transmission of the e-mail 
to the RO.] 
[註：在成功向選舉主任發出電郵後，你會收到一封自動發出的確

(7) heck with relevant RO if you do not receive an acknowledgement for 

當日內未能收到確認回條，請向相關選舉主任查詢。

 

認回條。] 
 

 
C
each of the corresponding e-mail within the same day of the e-mail 
transmission. 
如在發出電郵

Digitally signed the e-mail.  
(Note: different e-mail clients may have 
different ways to sign an e-mail.) 
以數碼形式簽署每一個電子郵件 
（註：不同的電子郵件客戶端可能會有

不同的簽章方式。） 
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