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	Name  :__________________________________
Position : _________________________________
Tel (Off. / Mobile): _________________________
	Chapter : _______________________________
Date of Booking: _________________________
Time: __________________________________

	Used for : ____________________________________________________________________________

	Meeting Room:
	JC Activity
	Non-JC Activity

	Victoria Meeting Room
	Free of charge □
	$100/hr. □

	Peninsula Meeting Room
	Free of charge □
	$100/hr. □

	Hong Kong Jayceettes Board Room
	Free of charge □
	$200/hr. □

	Seminar Room:

	Room
	Maximum (Theatre Seating)
	JC Meeting
	JC Activity
	Non-JC Activity

	1
	30 persons
	Free of charge □
	$150/hr. □
	$200/hr. □

	2
	60 persons
	Free of charge □
	$150/hr. □
	$200/hr. □

	3
	50 persons
	Free of charge □
	$150/hr. □
	$200/hr. □

	1 & 2
	90 persons
	Free of charge □
	$250/hr. □
	$350/hr. □

	2 & 3
	110 persons
	Free of charge □
	$250/hr. □
	$350/hr. □

	Whole
	130 persons
	Free of charge □
	$350/hr. □
	$500/hr. □

	Notes: 

1.   Room Charge is not applicable to project OC meeting or board meeting.

2. Minimum three hours will be charged for each booking.

3. All equipment to be separately booked and charged (Form II) except renting the whole Seminar Room 1,2,3.

4. If PA system is used for the Seminar Room 1, 2, 3, the user must rent the Whole Seminar Room and equipment charges would be waived.

5. Advanced Booking period: 2 months for JC activities, 1 month for non-JC activities. 
6. Chamber office management reserved the right to reallocate the room(s) for operational need and apply room charge if the usage is different for originally booked.
7. Cancellation of booking will only be accepted in writing and must reach JC office at least 7 working days before the event date.  Otherwise, total fee is charged.

8. Hirers renting the rooms are liable for whatever damage they cause in the rooms.

9. In the event of any loss of or damage to the equipment for which the hirer is liable, the hirer shall reimburse JC office the total cost of making good the damage, or effecting replacement.
10. Hirer is responsible for reinstating the facility to its original condition immediately after use.

11. Hirer is responsible for ensuring the compatibility of own PCs with our audio-visual equipment.

12. For non-JC member, full payment is required in advance and shall be made upon receipt of invoice.  The hirer shall bring along the invoice on the date of use, in case identification is required.

13. JC office will be closed when typhoon signal No.8 or above is hosted.  In that case, please contact us for alternative arrangement.  However, the re-arranged date and time will depend on the availability of the rooms.

	_____________________________                   ___________________________

Signature                                           Date

	Office Use:

Confirmed By: ________________________

Room Charge: Yes / No.                 

Actual Time Use: ______________________
	Date: ______________________________

D/N No.____________________________

Amount $ __________________________


Junior Chamber International Hong Kong


Room Reservation Form             Form I       








