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MANAGEMENT COMPANY OF OLYMPIC HOUSE LIMITED

會議設施租用申請表 – 體育總會專用
Application for Hiring of Meeting Facilities – For NSAs
	
	此欄由本公司填寫 (For Official Use Only)

	
	Received Date: 

	體育總會名稱Name of NSA:
	
	
	Serial No: NSA

	地址Address:
	

	聯絡人Contact Person:
	
	職位Position:
	

	聯絡電話Contact Number:
	
	傳真號碼Fax No:
	

	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)
	□ 一號工作室Work Room 1 (WR1)


	□ 大型會議室Large Meeting Room (LMR)
	□ 二號工作室Work Room 2 (WR2)


	□ 賽事籌備室Tournament Office (TO)
	

	地點
Venue
	租用日期
Hiring Date
	租用時間
Hiring Time
	活動名稱及性質
Name & Purpose

of the Function
	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

	
	
	
	
	
	Yes / No
	Yes / No
	Yes / No

	*
	如需要，請填寫「影音器材及輔助服務申請表」並於第一個租用日期前的14天提交。
If yes, please submit the “Application for Provision of AV System, Equipment and Ancillary Services” at 14 calendar days before the first date of the hired period.

	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或遞交至香港銅鑼灣掃桿埔大球場徑一號

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 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. 
	NSA
	

	致To:
	
	

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

	
	
	

	
	
	

	 MCOHL reserves the right to reallocate the room assigned according to the booking situation without prior notification.
 奧運大樓管理有限公司會視乎租用情況而更改房間之分配。
	

	 Deposit of HK$ _____________________ (cheque No. ____________________) from your association was received on ____________________________.
	

	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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