H A €riE 5 For office use only
Received on:

Handled by:
BHETE Booking confirmed: []
Christian Action Management fee received: [

SR E R HRER

Venue / Classroom Booking Form

EREFRAFLELSHE "RERSMERNZ AN, - HZRBER > FEHH
classroombooking@christian-action.org.hk - FRTE 556 DU B o e, o WA L0580 » HRE
2732-9690 ] - Please refer to the “User Guidelines on Classroom & Equipment”, Completed form

should be submitted via email: classroombooking@christian-action.org.hk Successful booking will
be confirmed by email. For enquiry, please call at 2716-8719.

BE{74%% Organization Name:

EHEF AdE4 Name of Applicant: %5 Position:

ANEHEEE Office Address:

B4&ERR HE SRS EE L

Contact No.: Fax No.: E-mail
(& FI HEH Date of booking: H¥f Time: H¥8; Total Hours:
AE{ No. of Participants: TEEIATE Activity:
EEAE A S
Name of Responsible Person: BEEESRHS Tel No. :
HEARE/ Signature/ HEH
ENgE Company chop: Date:

AEEHA For Office Use

[B]7% Reply
EHEF 44 Reservation Confirmed: [] #F44 Accepted [] 44 Not Accepted
FTBCBA Total Management fee: _____ {7HBHIAEH, Venue Reserved.:
BFAEE Signature: HHE Date:




BEH - EX - &8

Lam Tin, Shun Tin, Tsuen Wan

BN TBECER)
S %?Zw}\%( ERFE EZKE‘&{% Management Fee per Hour (HK$)
Venue Type Capacity Hour Facilities
EH EX =8
Lam Tin | Shun Tin | Tsuen Wan
) i WA B
L] 8R= B~ BK ~ A6t
Classroom 20 Desk top, screen, 320 320 320
projector, mic, tables
and chairs
2 /NESHE
A Min. 2
hours  \ueor AT
Eﬁ.% (F50) 20 Stove and basic / / 520
Kltc_hen utensils
(Chinese)
B - =R
= B~ BK ~ 1t
o om| 22 Desk top, screen. 20 | 40 | a0
projector, mic, tables
and chairs

& FHI%RY Booking Hour:

¥ THSRY Office hour
BHI—ZN EFNRERFTZR / TFIRE AR
Mon-Sat 9am -12noon / 2pm - Spm

JENE T HERS Non-office hour

Ei—=2h TSR 2R TR
Mon- Fri 6pm-9pm

HAR 5% - AR

Other time slots to be discussed. Enquiries are welcome
ER AR R R R R R R R R R R R R R R R R R R S R S R R S T R S R R T R R S R R S S R T R R R R R S

B PA R £ R FT 0 F- S50 B (A e A 0

Subject to the availability of the rooms and facilities requested.



e~ JTRA

Jordan, Yuen Long

B53HE A BHNE IRFE ARG /N TBECEE)
Venue Type Capacity Hour Facilities Management Fee per Hour (HK$)
e JTHA
Jordan Yuen Long
27N 257N
NS B PN ] e
office hour | VOO | otice hour | NON-Office
hour hour
. 2 /INE
] &R= "
20 K - LED & 320 420 320 420
Classroom bR « AR
Desk top, LED TV
Min.2 |set, mic, tables
hours and chairs
L] e
25 420 520 / /
Classroom
[ ] nimkps Be kit IR R A AL
= BE
(? fros @ 25 Coffee machines 640 740 / /
ottee and basic bakery
Bakery Room equipment

#x2 | FE 40 ] 4 *Please V in the appropriate box [ ]

& FHI%RY Booking Hour:

¥R TSR Office hour

EFNRERFTZR / TFIRE AR
9am -12noon / 2pm - Spm

EE—Z2N
Mon-Sat

JENE T HERS Non-office hour

TSR 2R TR
6pm-9pm

Eiff—2h
Mon- Fri

HARR(EEERD) © 5535

Other time slots (including Sunday): to be discussed
ER AR R R R R R R R R R R R R R R S R R R R R S R R T R S R R T R R S R R S S R R R R R S

B A R £ R F 00 F- S50 B (A e A 0

Subject to the availability of the rooms and facilities requested.




EEHRENT G E K23 {8 AN

User Guidelines on Classroom & Equipment at Christian Action (CA)

A. BB EB{Te ] Christian Action General Rules & Regulations

1.

10.

11.

12.
13.

14.

15.
16.

17.

18.

19.

B3R AN VH Ry AU ETT Y A & ~ RS EUEEG - (8 AR SRR %52 - The Applicant should be
a local registered company or organization. Application in the name of an individual will not be
accepted.

ot ik FUB R RN ~ + & s S/ BB S SR H KOEB) The venue shall be used for the
purposes of training, social services and/or partnership with CA.

R G F R ERE CA has the final decision on the type of activity that takes place in
our premises.

BFRAE R FH VI NFEEE (EEEAEE) - Booking of venue must be for a minimum of
2 hours (equipment inclusive unless otherwise specified).

Pk a8 P A A ] i P R = B R T 0 ] P9 S fE RIS R P TR eV ) - (TR S ME
Al FHEEEY N #E: The user can only use the previously agreed classrooms & equipment within the
agreed location and duration, any usage beyond these may incur extra charges.

& R S B 157 (8 BE S A A 5] - #66% ~ BIRS s I - The Applicant or the user shall
not share or lend the venue / classroom and facilities to any other company, organization or individual.
ANETREIRER IR - DRI AE 2 RIS H/ERZE - The nature of the function must be legal
and consistent as approved.

{EF AR AT a3 ER = 2 AT 549 A #5 ° The number of participants shall not exceed the room
capacity as stated.

AL Al AT A G i B R SR SR G ~ & B E [ Bi5R % - No unauthorized posting of
publicity materials is allowed without prior permission.

8 R A AR & 2 Mk R B Ry adat ~ s ~ SR R As Z ik - The Applicant
or user is not allowed to use the address and telephone number of our organization for correspondence,
contact, registry or inquiry purpose.

AN i B N B FE AR 0 T3 B 2RI {8 - No smoking is permitted inside CA Premises, including
stairways and washrooms.
SN A AEENE Food and drinks are not allowed in classrooms.

&S AR B R IRIE A G R = Redsh se s Kth U757 » IR R IAE RIS » A A g
EIEE o U MR itisEn % 5 R R R {7 o The user is responsible for keeping the equipment and the
furniture in proper condition and the venue should be cleaned and tidied up. Please return all the
equipment and furniture to their original place after use.

EFHHAR - St AR E ek i A R - (EH B A A ERMEFTAE R 2 E M o The user shall be
responsible for all reinstatement costs and for any damage on the premises and facilities, caused during
the usage period.

SRR O - Proper dress code is required inside the premises.

A A N ET TR E EYHEsS &2 B & o The user should not use the classroom for activities
unrelated to the purposes that were first agreed. Any activities involving any sale of goods and services
are forbidden.

im HITIRERAMY) - R EMMYHER - AGAA A E - The user should take care of their own
belongings. CA is not liable for any loss of personal property.

TR ST 257 R U PR 5 5 S A R B8 TR B3 S 422 152 7 $5 Tt (40 ) » Need to adhere to the
government regulations on Prohibition of Group Gatherings and Prevention and Control of Disease (if
applicable).

ARG LA EATARTAR A A A REAK (1 HL SRR HEA] S PR B 1B 2 AT AE A - CA has the right
to terminate the usage application and reserves the right to proceed with action for compensation from
the user if he/she is in breach of CA rules and regulations as stated above.



B. ZZ2R9H Safety Concerns

1.

BT » SRR EN - BHEEE B A& i 23571 - In the event of power failure, please remain
calm and stay in the classroom for further instructions from the instructor and CA staff.

WK BB R OB SR S PODL b » SHIRIEER E N & il ERAG Z E K iiiE e - R RE A g
ESET fﬂ%‘%ﬁ'—ﬁkﬁgfﬁ%&ﬁﬁé\iﬁﬁéﬁm & SRS - ABEE R N A AR S #
N o Ea R sE A ik E 5023508 & o In case of fire, or the sounding of fire alarm for over 5
seconds, please observe the fire escape route posted in the classroom and follow the instructions of the

instructor or CA staff to leave the building as soon as possible; and assemble in the safety area for roll
call.

AEEHENE MG E - AT E S R EEEEUEHEES - — A AT - AgEEE
shtife & LA 20 ("B T RAEM BN ) EE =20 - DIORERE FH EAL
}3/\1EFE}EH SHEHGETS (38 2 55 =& {F - CA will not be liable for any injuries to users including
their staff, instructors and participants. Facilities User is recommended to effect a public liability
insurance in the joint names of CA and the Facilities User which covers the legal liabilities to third
parties arising out of the activities performed by Facilities User.

C. HUN M IRZXELSRE Cancellation and Refund Policy

1.

4.

FREE AR HRER A& 7 (8 AR AUEIRGEAD - M5 FR a5 e & iy = (i B 28
SUTERITEE @E (S R RSB R E B HUH - e AU e BER TAY » 5

GUEE R T R B HEN T 4o VIR E HSBC a/c no: 503-011827-292 U5 (I EL 2L 2382 3434
Notice of Payment will be issued to the successful Applicant within 7 working days upon application.
Full payment should be settled within 3 weeks after the application is confirmed; otherwise, the
booking will be cancelled automatically. The Applicant can settle the payment by cheque. The cheque
should be made payable to “Christian Action”. Or via bank transfer HSBC a/c¢ no: 503-011827-292
and fax bank in slip to: 2382 3434

Gz - 5 S HIFERTRI/NEE - RIS IERGH /(SR R B0 R o pRalst - SR B BUR
BTN 5 SRR HE » 2 B R A6 PR S /R > o] AEHTE PR 7 I e
AR - Once payment has been settled, if typhoon no. 8 signal or above or black rainstorm signal
is hoisted 2 hours before the booking time, or SAR Government execute the restriction policy on
COVID 19, all activities will be suspended. The booking can be deferred and re-arranged within one
month from the date of original booking.

WA 3 A PRI mT B O £ FH B BB SRR S5 I B EHRTER ) 10 {8 T/F R A @
JiT %f} A ARG TR S - AR ERS T ﬁHMéEE o BB R RHE A G U RO BRI
HEAGHE

If the confirmed booking is cancelled by the Applicant for any reason, such cancellation request shall
be made in writing to Christian Action at least 10 working days before the booking date. Cancellation
by phone is not acceptable. The refund will be made on a pro-rata basis according to the notice of
cancellation received as below:

AU EIE B H & Notice of Cancellation TEER RS
Received Ratio of Refund

DFAO(E TAER Less than 10 days 0%

10229 TAER 10-29 days 25%

30& 59 TAEXK 30-59 days 50%

60{[E TAERELA 60 days and above 80%

AERE VIR - SE RSN AR - WARE » AOH RS SR
ZHE - AR5 TiEFAL o CA reserves the right to make alterations regarding venue / classroom from
time to time without prior notice.



D. gl Centre Address

EEH 0 JUBEEEFHENHZE 71 SREEH ) L&A VUM S - 2952 1313
Lam Tin Centre: 4/F, Lam Tin (West) Estate Community Centre, 71, Kai Tin Road, Lam Tin, Kowloon.
Tel: 2952 1313

MER L SUBEBYENR 2 O SRIFRE KBRS 2 18 204-205 5F4H SEa5E © 2340 2929
Shun Tin Centre: Shop Nos.204-205, 2/F, Tin Kei House, Shun Tin Estate, 9, Shun On Road, Kwun Tong,
Kowloon. Tel: 2340 2929

BT SEEVIEARS 222-224 5 - SEMERESE UL 2 M T B UGO2 % EEEE ¢ 2405 1555

Tsuen Wan Centre: Suite UG02, Upper Ground Floor, Block 2, Hofai Commercial Centre,
222-224, Sai Lau Kok Road, Tsuen Wan. Tel: 2405 1555

JCBARRL: FHLLAES 162-168 GEHH A8 4 1 (1% 3 57) #EEE: 2402 2336
3/F, Len Shing Mansion,162-168, Castle Peak Road, Yuen Long. Tel: 2402 2336

e L SUBETHZUE 208-212 SRV RIS 1-2 4  EE5E: 2175 0028
1-2/F, Fourseas Building, 208-212, Nathan Road, Kowloon. Tel: 2175 0028

19 February 2024



