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            會議設施租用申請表 – 與體育有關的非牟利團體及其他機構專用
此欄由本公司填寫 (For Official Use Only)

Received Date:

Serial No: SRO/CORP
                 Application for Hiring of Meeting Facilities

For Non-Profit Making Sports Related Organizations and Corporate Users
	

	申請機構詳情 / Details of Organization

如屬首次租用者，請聯同有效之商業登記證副本交回 / If this is the first application, please attach a copy of the Business Registration.

	機構名稱Name of Organization: 
	

	業務性質 Business Nature: 
	

	申請人姓名﹝中文﹞:
	
	Name of Applicant (English):
	

	申請人職位/部門Position/Department of Applicant:
	

	聯絡電話Contact  Number:
	
	傳真號碼Fax No:
	

	通訊地址Correspondence Address:
	

	電郵地址Email address:
	

	當日負責人姓名 Name of In-charge person on event date:
	

	

	申請租用地點 / Booking Venue

所有申請以先到先得方式處理。Bookings are made on a first-come-first-served basis.
設施開放時間為早上八時至晚上十一時。現申請租用場地如下：﹝請於適當位置填上( 號﹞
Opening hours for the facilities: 0800 - 2300. Meeting Venue(s) is/are requested as follows: (Please ( as appropriate)

	□ 賽馬會演講廳Jockey Club Lecture Theatre (JCLT)
	□ 董事局會議廳Board Room (BR)

	□ 小型會議室Small Meeting Room (SMR) x ______ Room(s)
	□ 大型會議室Large Meeting Room (LMR)

	所有場地須租用最少一節,每節4小時 Minimum one session booking for all meeting venues, 4 hours for each session
租用時間包括場地佈置、 綵排、 清理場地  Hiring time should include set-up, rehearsal, dismantling and tidying up of venue

	地點
Venue
	租用日期
Hiring Date
	租用時間
Hiring Time
	活動名稱
Name of the Event
	參加人數
No. of Participants
	*儀器租用Equipment Required
	*技術人員協助Technical Support Service
	*茶點服務
Tea Refreshment Service

	
	
	
	
	
	Yes / No
	Yes / No
	Yes / No

	
	
	
	
	
	Yes / No
	Yes / No
	Yes / No

	
	
	
	
	
	Yes / No
	Yes / No
	Yes / No

	
	
	
	
	
	Yes / No
	Yes / No
	Yes / No

	* * 如需要，請填寫「影音器材及輔助服務申請表」。  If yes, please submit the “Application for Provision of AV System, Equipment and Ancillary Services”.       

	

	請提供活動詳情  Please provide details of the event:
	

	

	1. 活動性質 : 典禮 / 會議 / 講座 / 籌款/ 其他(請註明): 
	

	        Event Nature : Ceremony / Conference / Seminar / Fund Raising / Others (Please specify):
	

	

	2. 活動目標 / 目的  Event Objective / Aims:
	

	

	3. 收入來源 : 捐款 / 商業贊助 / 入場費:
	
	其他(請註明):
	

	         Source of income : Donation / Commercial Sponsorship / Admission Fee to be charged:
	
	/Others (Please specify)
	

	

	4. 出席人士 : 受邀請人士 / 主辦機構會員或員工 / 公眾人士 - 憑票入場 : 是 / 否

	        Attendance : Invited by the applicant’s organization / members or staff of the applicant's organization / public - admission by ticket : No / Yes


	5. 活動期間派發贊助商紀念品 :  沒有 / 有(如有請註明)
	

	        Distribution of sponsored items during function : No / Yes (Please specify)
	

	

	6. 活動期間會否進行銷售活動 : 不會 / 會 (請列明商品詳情及售價)
	

	        Any sale of merchandise during the event : No / Yes (Please specify the  merchandise items) 
	

	
	

	

	7. 媒體拍攝 / 廣播 Media broadcast : No / Yes (Please specify the  names of media) :
	

	

	8. 音樂 / 歌曲廣播：沒有 / 有 (如有，請於活動日前一星期提供由“香港作曲家及作詞家協會”或“香港音像版權有限公司＂發出之有效牌照, 詳情請登入 www.cash.org.hk 或 www.ppseal.com。
         Music broadcast : No / Yes (if yes, please provide licenses from the CASH Ltd. and PP(SEA) Ltd. One week prior notice to the commencement
         of the function.  For details, please go to www.cash.org.hk and www.ppseal.com ).

	

	9. 展示物資 : 橫額/ 背景板 / 展示牌 / 其他 (請註明展示位置及提供設計圖)
	

	        Display materials : Banner / Backdrop / Display Panels / Others (Please specify & provide designs and details) 
	

	
	

	

	10. 於場內安裝臨時搭建物 : 沒有 /  有 (請提供圖則, 尺寸及用料等詳情)
	

	        Temporary structure to be erected : No / Yes (If yes, please provide sketch plan with dimensions, construction details and materials used)

	
	

	

	11. 提供含酒精飲品Liquor consumption : No / Yes

	

	12. 以往曾否租用體育大樓 / 奧運大樓設施 : 沒有 / 有 (使用日期) : 
	

	        Previous experience in Sports House / Olympic House : No / Yes (Date of previous use)
	

	

	13. 請利用設施平面圖提交場地佈置  Please use a floor plan to show the area required and the proposed layout of the function at the venue.

	

	14. 請於活動舉行前7天提交詳細的活動流程及公眾責任保險投保證明 Please provide detailed program rundown and policy of  Public Liability Insurance one week prior to the event date.

	

	有關會議設施使用守則，請參閱奧運大樓會議設施使用條款及細則。

請將填妥之申請表格傳真至 2881-1859或郵寄香港銅鑼灣掃桿埔大球場徑一號奧運大樓一樓，奧運大樓管理有限公司。如有任何查詢，請 致電 2504-8504與我們聯絡。
For the regulations of use, please refer to the Terms and Conditions for Use of Meeting Facilities & Services at Olympic House.   Please fax your application form to 2881-1859 or return to our office at 1/F Olympic House,         1 Stadium Path, So Kon Po, Causeway Bay, Hong Kong.  If you have any enquiries, please contact us at 2504-8504.
	
	

	
	
	姓名及簽署 ﹝公司印章﹞

Name & Signature (with Official Chop)

	
	
	日期 Date:
	

	

	MCOHL專用For Official Use Only
	參考編號Serial No. 
	SRO/CORP
	

	致To:
	
	

	本公司現 接納/不接納 上述之申請，詳情如下：The above booking application is/is not approved. Details are as follows:

	
	
	

	
	
	

	經手職員Handled by:
	
	批核職員Certified by:
	
	公司蓋印 Chop:
	
	

	日期Date:
	
	日期Date:
	
	
	
	

	Management Company of Olympic House Limited
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