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HAFFA Conference Room Booking Form

To
: Alice Lui – HAFFA

Enquiry: 2796 3121

Fax: 2796 3719

Name of Applicant:        ___________________________________________________

(Member’s Company Name)

Contact Person: _____________________________________________________________ 

Telephone No.: ___________________________ Fax No.: __________________________

In case of emergency / typhoon situation:

Person in charge: __________________________ Mobile Phone: _____________________

Event Title: ________________________________________________________________

Date of Use: __________________________ Period (xx:00 – xx:00) __________________

No. of Users: ____________________

Equipment (Please ( the appropriate box)

	Overhead Projector
	
	Television + Video cassette player
	

	Slide Projector
	
	Whiteboard with markers
	

	LCD Projector
	
	Laser Pointer
	


Attached please find our Company Cheque # ______________ in the amount of HK$ ____________ (including HK$ _________ Room Rental Fee & HK$ __________ LCD Projector Rental Fee) in favour of “HAFFA”

Please also find our Company Cheque # ________________ in the amount of HK$_______.- which accounts for the rental deposit.    

On behalf of the hirer, I, the undersigned, agree to abide by the conditions / regulations of use of HAFFA Conference Room as contained in the HAFFA News.

Authorized Signature

(With Company Chop)

_______________________________________


Name/Title :

Date:

A. CONDITIONS OF HIRE

· Hourly Rental is possible, minimum charge at $500.-  Half hour consumption is charged at one hour rate

· A deposit of HK$2,000 or 50% of the total hire fee (whichever is higher) should be made for each hire and this deposit will be returned to the hirer within 5 working days after the use of the conference room provided that there is no damage being made to the facilities of the Association.

· Additional Services can be tailor-made upon request.

· Booking should be made two weeks in advance.

· Provision of any service/equipment by HAFFA is subject to the availability of the required service/equipment at the time of booking.  Applications will be entertained on a “first-come-first-served” basis.  However, priority will be given to the Association activities and HAFFA reserves the right not to accept any applications.

· There will be no rental services on Saturday afternoons & evenings, Sundays and Public Holidays.

Hiring Procedures

(a) Booking forms could be obtained from the Secretariat by calling Tel: 2796 3121.  

(b) The following should be returned to the Secretariat two weeks prior to the commencement date of the event or the booking is deemed to be cancelled.  

(i) Completed booking form

(ii) Rental payment

(iii) A deposit of HK$2,000 or 50% of the total hire fee (whichever is higher)

(c) Company Cheque payment should be made payable to “HAFFA”.  Post-dated cheque will not be accepted. 

(d) All bookings will be cancelled if typhoon signal No. 8 or above / Black Rainstorm Warning is hoisted.

(e) In case for cancellation of a booking because of bad weather, i.e. when typhoon signal no. 8 or above or black rainstorm warning is hoisted, re-allocation of bookings or refund of payment without interest will be carried out.

Reallocation or Cancellation of Booking

· The Association reserves the right to re-allocate or cancel any booking should the hired venues and facilities be urgently required.  Any money paid by the hirer will be refunded without interest or compensation

· Cancellation of booking will only be accepted in writing, and must reach our office at least a week before the commencement date of the event.  A cancellation charge of 30% of the rental will be levied accordingly.

B. REGULATIONS OF HIRE

(a) The hirer shall ensure its activities in our premises comply with all legal requirements.

(b) The publicity of all functions should never bear the name of HAFFA.

(c) The content, nature and duration of the function plus actual number of guests must be consistent with those approved in the booking form.

(d) The hirer should keep the venue clean and will be responsible for tidying up the venue on leaving.

(e) Physical set up of the venue before the meeting (at least one day before date of use) AND reinstatement of venue and facilities to their original conditions immediately after use is required to be performed by the hirer.

(f) Hirers are responsible for ensuring the compatibility of their PCs with our visual equipment.

(g) Hirers renting our premises are liable for whatever damage they cause in our premises.

(h) The hirer shall use the rented equipment in a careful and proper manner.  The hirer is not allowed to make any alterations, modifications, attachments and/or additions to the equipment.

(i) The hirer shall be liable for any loss of or damage to the rented equipment arising from its negligence, unintentional act or unauthorized maintenance or any other cause within the reasonable control of the hirer, its representatives, employees, agents or invitees.  In the event of any loss of or damage to the equipment for which the hirer is liable, the hirer shall reimburse HAFFA the total cost of making good the damage, or effecting replacement.

(j) Sub-letting or transfer of the hire of the venue or equipment is not allowed.

(k) The Association reserves the right to demand the hirer to discontinue the function any time during the period of hire if these Conditions and Regulations of Hire are deemed to be violated, or the function disturbs the normal operation of the Association.

(l) The rates are subject to change without prior notice.

(m) These Conditions and Regulations of Hire are subject to review at any time and without prior notice.
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Our decorated conference room can accommodate maximum 20 guests at rectangle table setting and 16 students at training room setting. It is ideal for small seminar group, workshops and meetings at the Tsim Sha Tsui area.  

	Service
	Details
	Charges (HKD)

	1


	Rental for Full Day 

(8 hours) 

9 a.m. to 5 p.m.
	including: - slide projector / overhead  

          projector with screen

including: - One set television & video 

          cassette player

including: - Laser Pointer  

including: - Whiteboard with markers 

including: - self-service tea/coffee bar

including: - water

others:   - LCD Projector
	a. Room rental and relevant facilities

b. LCD Projector


	$2,000.-

$800.-

	2
	Rental for Half Day 

(3 or 4 hours) 

a) 9 a.m. – 1 p.m. 
b) 2 p.m. – 6 p.m.
c) 7 p.m. – 10 p.m.* 
(*Subject to availability)
	including: - slide projector / overhead  

          projector with screen

including: - One set television & video 

          cassette player

including: - Laser Pointer

including: - Whiteboard with markers 

including: - self-service tea/coffee bar

including: - water

others:   - LCD Projector
	a. Room rental and relevant facilities

b. LCD Projector
	$1,000.-

$400.-

	3
	Fax
	
	a. Local fax up to 10 pages Extra copies

b. Extra copies

c. Overseas fax – based on actual IDD charges plus 10% administration fee
	FOC

$1@



	4
	Photocopy
	
	A4 size
	$1@

	5 
	IDD
	0
	based on actual cost of IDD charges plus 10% administration fee
	


For interested Members, please carefully read the Conditions & Regulations of Room Hire before fill out the booking form attached.
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