YMCA of Hong Kong Beacon Centre - Lifelong Learning Institute

V EAEEHFECORNAREEERET T O
& Facilities Booking Application Form — External
, SAEE I ST S _ ElEd
Ymﬁﬁkﬁfﬁﬁjﬁiﬁﬂ&g Uﬂiﬂ]’/ga]$u§f€ yfﬁgﬂ
Please read the Booking Guidelines below for Facility Booking before filling in this form.
IEE SRERAA MR L T a2t 8 A <P Rl R AR
Name of Applicant Ei:5 A 44 Church %8/ Company 45/ Group E/ NGO FEL7E

* Please attach a copy of the Business Registration Certificate / Society Registration Certificate; and/or Charitable
Institutions and Trust Registration Certificate
FENT BB AT TR IR - LR B2 R R 57 E T 5E A -

Contact Person Hifs& A Address ik

E-mail Address ZE &ML Telephone No. ZEEEHEHE: Fax No. {HEJEHE:

Date(s) of Meeting {#/H HHA: Venue Hit: (Multi-function Hall/ Seminar room/ Chapel)
Time BEfT: B L4/ N4 From a.m./p.m. to & _FF/F a.m./p.m.

(Minimum booking: 2 hours; preparation and clean-up time must be included) (5/PTEZT2/NEE: AT Ed 7B PG BEFET)

Activity/ Course Title JE&f) / SEF2 4 TH: Number of Attendance {5 A %4:

Details of Event (e.g. theme, title, programmes and name of artists / speakers, etc.)

EENEER - (BN - R -~ ETHRZE N EEERE)

Payment method &A=

Cash ;ha;que EnVOIiD?:aF;(ea(:Inuc)i;(;dit will process in 10 working days after
H4 = _ v p g day
quotation confirmed

REHA - B EEER 1008 TIF H s

Room Setting Hifi E:

I:l U-Shape I:I Seminar Shape D Long Table (130cm x 48cm) ___ (pcs)
Uy Al £46(130cm x 48cm) ___ (5%)
I:l Chair (pcs) D Classroom Shape I:' Others (Please specify and submit a detailed floor plan)
- (5R) e LAt (FE7IAZE KA FR B S AT - )
Free Equipment Booking % ZfH{ERIEEE:
I:l PA System with wireless mic D LCD Projector with Screen
AR T 2R B A IR
Additional Equipment Rental Charge ¥55MitfR &R E S H:
I:I Stages (3m x 2m) (6 pcs) - $250/hr I:' Netbook - $60/hr
#EE (3K x 25K) (6 ) - $250//N\EF THEERE - $60//1\EF
Keyboard/Drum set - $60/hr I:' Cleaning Service Charge - $200/day
AR/ G4AH - $60//NE HRREER - $200/H
Other HA,

*Room setting service will be provided only for applicants who tick v where appropriate.

LR BEBPFEAEERET 27 IR B IR AR ERE B RS
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Guidelines

=1 |

A. The YMCA reserves the right of giving members priority in using YMCA’s facilities and services.
BB E A FE TR B R BT R % < T -

B. Booking must be made to the BC Admin by email or fax 7 days in advance.
P A 5 fE LR A H it D L L FHTRER (B2 BT T HENE S R E L -

C. All bookings will be accepted on a FIRST-COME, FIRST-SERVED basis.
THETHEIEEE - WZIREF LR A ZHE

D. Special rates for block booking could be granted. Please contact our staff for more details.
HLETHE ] AJZH BB - #7155 oA TS -

E. Any cancellation of booking is not refundable. Re-schedule booking could be made not later than
30 days prior to the commencement of the event in writing.
BOKTAZ T T 2R3 © AH BOH G E 55 oE BFaAa HT 20 30 XLAZH ]

F. Official quotation with contract will be issued once application accepted.
PP THE 51 » #HIFHEEREEY -

G. Any kind of profit-making activity is not allowed without prior written permission of the YMCA.
RGBT EH A FE LT TR IEE I # 58 -

H. The YMCA’s reserves the right to terminate any booking should, in our opinion, there be any
breach of the YMCA regulations or should the facilities be needed for such programmes deemed by
YMCA management. No explanation needs to be given in exercising this right.

BB B R B FERIECCGH R TRIR FAATIET] © T T T 2 2RI = - A 1
1] » LA BB B E A B E A -

Date of Application &5 HEA: Signature & Company Chop 2544 K/ &) EIE
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V TERMS AND CONDITIONS FOR FACILITIES BOOKING

(Beacon Centre Lifelong Learning Institute)

-

FJLRERR 6 TR E Pl
‘YMCA OF HONG KONG BEACON CENTRE
LIFELONG LEARNING INSTITUTE

In applying to use our facilities in Beacon Centre— Lifelong Learning Institute (“the Centre”), you are required to read all the terms and conditions of
facilities booking of the YMCA of Hong Kong, hereafter referred to as the YMCA, as follows:_

1  Application

1.1 The YMCA reserves the right of giving members priority in using YMCAs facilities and services.

1.2 All booking applications should be made at least 7 days before the date of the event.

1.3 Applicants are required to submit the application form for YMCA approval. Then applicants must sign and return quotation and booking contract issued by
YMCA after the acceptance of bookings. Full payment should be paid on or before the date stated on the agreement schedule.

1.4 Block booking with special discount will be granted for 21 booking days or above from the same applicant/ group within 3 consecutive months.

1.5 Any cancellation of booking is not refundable. Change of booking will be accepted only in written request and submitted to the Centre not later than 1 month
prior to the commencement of the event. If the requested date or time is not available, the paid amount will be reserved for future rental within 3 months.

1.6 The minimum booking time is 2 hours including preparation and clear up time. VVenue must be returned to the YMCA sharply at the scheduled ending time. The
booking charge will be automatically extended for another session on hourly basis for any overdue use exceeding 15 minute.

1.7 Applicants should appoint an appropriate person on site with whom the YMCAs staff shall liaise in case of emergency, etc.

2 Venue Facilities Usage

2.1 Applicants and their group members are entitled to access the venue and use the facilities confined to the agreed confirmation only and shall not loiter around in
the Centre. All contents related are to be left in the original condition, secured, and with lights and air-conditioning switched off when leaving. Applicants must
remove all decorative, promotional and packing materials before departure. Additional cost for removal, clean-up or disposal will be charged to applicants.

2.2 Applicants and their group members are responsible to pay for repairs to the building or contents or equipment if loss and damage occurs during hiring. Any
alternation, modification and addition to the premises and facilities are prohibited.

2.3 Lockers are available for hire on request. Additional terms and conditions will be applied.

2.4 Complimentary parking cannot be available for applicants and their group members.

2.5 Applicants renting the whole floor should ensure the emergency exit is clear, accessible and not obstructed during the booking time.

3 Venue Activities

3.1 Requests to book facilities for the purpose of conducting religious ceremonies or activities must receive approval from the YMCA.

3.2 Applicants and their group members are not allowed to promote or otherwise propagate their beliefs and activities, e.g. posters, slogans, etc. within the
YMCA'’s premises without approval of the YMCA.

3.3 The applicants should never publicise, promote, campaign, or advertise their functions by bearing the name of the YMCA,; nor hinting any relations or
connections with the YMCA apart from the address of the hired venue.

3.4 Immoral or illegal activity is not allowed within the YMCA premises. The YMCA reserves the rights to remove any item considered rude and obscene.

3.5 No profit-making activity of any kind is allowed in the booked venue or within the YMCA without the permission of the YMCA.

3.6 No film shooting or recording should be made on any events held within the premises of the YMCA without obtaining the prior approval of the Centre. 20% of
the total venue rental fee will be imposed in such cases as extra charges.

3.7 Applicants and their group members should follow the venue regulations such as no smoking, keep everything clean and tidy, etc.

3.8 No food and beverage can be served or consumed in the venue without prior permission of the YMCA.. Extra service charges will be imposed in such cases.

4 Special Arrangements in Case of Typhoons or Rainstorms

4.1 If Typhoon Signal No.8 or Black Rainstorm Signal is issued before the centre opens, the centre will be closed until the warning is cancelled. If the warning is
cancelled less than 4 hours before normal closing hours, the centre will remain closed that day.

4.2 When Typhoon Signal No.8 or above is hoisted during the booking time, all activities will be suspended immediately as the centre will be closed in 15 minutes
after announcement. Applicants can choose to re-schedule or cancel the booking.

4.3 When Black Rainstorm Warning Signal is hoisted during the booking time, the centre will remain open. Applicants can choose to have the booking held as
scheduled, re-schedule or cancel the booking. Applicants, but not the YMCA holds responsibility for any damage, injury or loss caused during the function for
the booking held as scheduled.

4.4 Re-schedule of booking because of Typhoon Signal No.8 or Black Rainstorm Signal must be submitted to the Centre in written request not later than 1 month
after the original booking date. All unused time of bookings will be counted in hourly basis.

4.5 Cancellation of booking because of Typhoon Signal No.8 or Black Rainstorm Signal is refundable. There are three refundable sections: 09:00-13:00;13:00-
18:00; 18:00-22:00. Applicants must contact the Centre 15 minutes before the booking starts in each section to cancel the booking. An administrative fee of
25% of the total rent will be applied. Take a 09:00-16:00 booking as example,

A If applicant cancels booking at 08:45, 75% of the total rent (09:00-13:00; 13:00-16:00) could be refundable.
B. If applicant cancels booking at 09:15, only 75% of the rent (13:00-16:00) could be refundable.
C. If applicant cancels booking at 13:15, there will be no refund.

5 General

5.1 Applicants and their group members shall be responsible for their own insurance to cover all eventualities during the use of the booked venue including any
property or third parties liabilities etc. They shall not hold the YMCA or its officers responsible for any damage or losses that may be incurred to their property.

5.2 The YMCA may adjust the charges or venue location at any time should, in our opinion, circumstances merit.

5.3 The YMCA'’s reserves the right to terminate any booking should, in our opinion, there be any breach of the YMCA regulations or should the facilities be
needed for such programmes deemed by YMCA management. No explanation needs to be given in exercising this right.

5.4 The YMCA reserves the rights for legal appeal to claim the applicant to pay the total rental venue fee stipulated in the booking agreement signed by the
applicant.

5.5 The YMCA reserves the rights to refuse any person who fails to comply with above terms and conditions to enter the venue or use the facilities.

5.6 The YMCA reserves the rights to revise the above terms and conditions from time to time when deemed necessary in order to maintain proper standards for the
YMCA and top properly protect their interest of all users.
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