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場地申請表 
Venue Application Form  

 

*為必須填寫之項目 Required field  

 

  

會員資料 Member Information 

會員編號 Membership No.*    

公司名稱 Company Name*    

聯絡人姓名 Contact Person*   電郵Email*  

聯絡電話 Contact Number*                                  (手提 Mobile)                    (公司 Office) 

  

預約資料 Appointment Details 

地區 Location:   上環 Sheung Wan  灣仔 Wan Chai  佐敦 Jordan 

場地 Venue:  

日期 Date:  (DD/MM/YY) Fr _____ : _____ to _____ : _____ 

時段 Session: 
 星期一至五 Monday to Friday 

 星期六, 日及公眾假期 Saturday, Sunday & Public Holiday 

 早上 Morning   

 下午 Afternoon  

 全日 Full Day   

 晩上 Night   

09:00am-01:00pm  

02:00pm-06:00pm  

09:00am-06:00pm 

06:30pm-09:30pm 

額外時間 Extra Hour: (如適用 If any) 租用時段 Period: Fr _____ : _____ to _____ : _____  額外費用 Extra Usage Fee: HK$____________ 

備註 Remarks:  

 

地區 Location:   上環 Sheung Wan  灣仔 Wan Chai  佐敦 Jordan 

場地 Venue:  

日期 Date:  (DD/MM/YY) Fr _____ : _____ to _____ : _____ 

時段 Session: 
 星期一至五 Monday to Friday 

 星期六, 日及公眾假期 Saturday, Sunday & Public Holiday 

 早上 Morning   

 下午 Afternoon  

 全日 Full Day   

 晩上 Night   

09:00am-01:00pm  

02:00pm-06:00pm  

09:00am-06:00pm 

06:30pm-09:30pm 

額外時間 Extra Hour: (如適用 If any) 租用時段 Period: Fr _____ : _____ to _____ : _____  額外費用 Extra Usage Fee: HK$____________ 

備註 Remarks:  

 

地區 Location:   上環 Sheung Wan  灣仔 Wan Chai  佐敦 Jordan 

場地 Venue:  

日期 Date:  (DD/MM/YY) Fr _____ : _____ to _____ : _____ 

時段 Session: 
 星期一至五 Monday to Friday 

 星期六, 日及公眾假期 Saturday, Sunday & Public Holiday 

 早上 Morning   

 下午 Afternoon  

 全日 Full Day   

 晩上 Night   

09:00am-01:00pm  

02:00pm-06:00pm  

09:00am-06:00pm 

06:30pm-09:30pm 

額外時間 Extra Hour: (如適用 If any) 租用時段 Period: Fr _____ : _____ to _____ : _____  額外費用 Extra Usage Fee: HK$____________ 

備註 Remarks:  

 

場地申請表須於_____________________ 前簽署並交回The Collab, 否則預約會自動取消而不作另行通知。 

Venue Application Form is required to be signed and returned to The Collab by _______________. Or else, the appointment(s) is(are) considered as cancelled without any notice. 

任何有關取消預約的手續，請查閱背頁條款及細則。 

Please refer to the terms and conditions on back page for procedures of confirmed booking cancellation. 

 

Staff Use Only 職員專用 

Service  

Charge 

Total : HKD$ Discount: HKD$              (      % off) Salesperson: 

Invoice. No. : Payment Method: Ref. No. (if any): 

mailto:thecollab@hshd.com.hk


Terms and Conditions for Meeting Room / Venue usage 

Definitions: 

“Licensor” means The Collab operated by Hip Shing Hong (Agency) Limited.  

“Licensee” means any person or company using the services. 

“Reserved Time Period” means any agreed time period for use of the Venue between Licensor and Licensee.  

“Booking Fee” means the fee for using the Venue as specified by the Service Provider from time to time. 

“Extra Hourly Charge” means overtime charge for using the Venue other than the reserved time period as specified by the Service Provider from time to time 

and will be charged on hourly basis. 

“Working Days” mean any days except Saturday, Sunday and Public Holidays.  

 

These terms and conditions are made on     (dd-mm-yyyy) between The Collab (the “Licensor”) and 

       (the “Licensee”) in respect of Venue Service. WHEREAS: 

 

The Licensee desires to obtain a license for using the Venue hereinafter defined from the Licensor and to engage the Licensor in the provision of office 

facilities and services at the Venue and the Licensor has agreed upon the terms and conditions set out herein. 

 

IT IS HEREBY AGREED THAT subject to the terms and conditions herein contained: 

1. A booking is considered as confirmed until the payment is received by The Licensor.  

2. The Licensee cannot erect, install or alter any fixtures, partitioning or other erection or installation in the Venue without approval from the 

Licensor. The Licensor has the right to claim the Licensee for restoring the Venue into its original state. 

3. The Licensee shall be liable for any loss of or damage to the Venue, the furniture, fittings and the rented equipment arising from its negligence, 

unintentional act or unauthorized maintenance or any other cause within the reasonable control to the Licensee, its representatives, 

employees, agents or invitees. In the event of any loss of or damage to the equipment for which the Licensee is liable, the Licensee shall 

reimburse the Licensor the total cost of reinstate the original, or effecting replacement.  

4. The Licensor are not liable for any loss as a result of our failure to provide a Service as a result of mechanical breakdown, strike, delay, failure 

of staff or otherwise we do so deliberately or are negligent. 

5. The Licensor are not liable for any failure until the licensee has told and given us a reasonable time to put it right. 

6. The Licensee shall not use any facilities or services provided by the Licensor for any illegal or immoral purpose. 

7. The Licensee is responsible for ensuring the compatibility of their PCs with our audio-visual equipment. 

8. The Licensee shall not cause any nuisance or interruption within any part of the Venue and the whole premises. 

9. Smoking is absolutely prohibited inside the Venue and the whole premises, the corridors, the washrooms and the common areas. 

10. The Licensee is only allowed to use the Venue during the reserved time period. The Licensee is required to pay extra hourly charge for any 

overtime usage of the Venue. 

11. The Licensee agrees and acknowledges that they can only use the Venue in the time period they have reserved. The Licensor has the right to 

disallow the Licensee from occupying the Venue other than the reserved time period. 

12. Full payment must be made by invoice due date. Additional 5% of booking fee as Late Payment Fee will be charged for payment overdue 14 days. 

13. The License Fee and other monies payable to the Licensor shall be paid in Hong Kong dollar and any charges levied by the bank shall be solely 

borne by the Licensee. 

14. In addition to the fee paid for the usage of The Collab, The Collab reserves a right to charge additional fees including but not limited to copying 

charges, extra papers usage, beverages and food charges. Please see the additional charge list in each venue for more details. 

15. 100% of the booking fee will be charged for cancellation of discounted bookings. 

Cancellation of confirmed booking at original price will only be accepted in writing and is subject to the below charges: 

Booking made within 7 working days 

- 100% of the booking fee will be charged for any cancellation or if absent to use the reserved Venue. 

Booking made with 7 working days in advance 

- 50% of the booking fee will be charged for any cancellation made minimum 7 working days prior to the reserved time-period. 

- 80% of the booking fee will be charged for any cancellation made less than 7 working days prior to the reserved time-period. 

- 100% of the booking fee will be charged for any cancellation made less than 2 working days prior to the reserved time-period or if absent to use 

the reserved Venue. 

16. The Licensee will be allowed to change the details, including but not limited to time, date or venue, of a confirmed booking for once and at no 

charge in writing 7 working days prior to the original reserved time-period. Any short notice of changing detail is treated as cancellation and 

follows the cancellation policy. The re-arranged date and time must be take place within 30 days from date of the reserved time period and is 

subject to our availability. Any further changes will be charged at 10% of the booking fee per time. 

17. The Licensor will be closed when typhoon signal No. 8 or above / Black Rainstorm warning is in force. In that case, please contact the Licensor for 

alternative arrangement. Besides, the re-arranged date and time must be take place within 30 days from date of the original reserved time period 

and is subject to our availability. 

18. The reserved time period will resume if typhoon signal No.8 or above / Black Rainstorm warning is lowered / “Extreme Conditions” is released: 

- Before 03:30p.m. for night reservation (After 06:30p.m.) 

- Before 11:00a.m. for afternoon reservation (After 02:00p.m.) 

- Before 07:00a.m. for all reservation 

19. In case of dispute, the Licensor reserves the right of final decision. 

 

For and on behalf of  For and on behalf of 

(Licensee)  The Collab (The Licensor) 

 
 
 
_______________________________                  _________________________________ 

Authorized Signature and Company Chop  Authorized Signature and Company Chop 

Name:  Name: 

Date:  Date: 


