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Conference Room Booking Form

To:
Hong Kong College of Pathologists

Fax:
2871 8755

Please refer to the Conference Room Booking Guidelines before completing the booking form (in the second page of this booking form).

 Information of Fellow Booking the Conference Room 
Name:
__________________________
Date:
__________________________






Tel. No.:
__________________________      
Email:
__________________________






Organization (if any):
______________________________________________________________________




Address:
______________________________________________________________________







______________________________________________________________________




Conference Room Booking Details

(* Please tick as appropriate)

1.
Booked Date 

:  _________________________
   Time:  _______________________

No. of Participants
:  ________________________________________________________

2. 
Reason for Conference Room booking: 

( College-related Meeting
( Examination

( External Meeting

( Others: ______________________________________________________________________

3. An authorized code will be assigned to the user for unlocking the Chamber door when this booking form is approved. Please be reminded to lock the door afterwards.

---------------------------------------------------------------------------------------------------------------------------------

Internal Use Only

Approved booking:  ( YES
( NO (Reason:_____________________________________________)

Authorized door-lock code:  ______________________________________________________________

Remarks:  _____________________________________________________________________________

Conference Room Booking Guidelines

Fellows can book the conference room inside the College Chamber for meetings and examinations related to the College, various pathology societies of respective disciplines, and other colleges in the Hong Kong Academy of Medicine.   

Rules & Regulations
Users of the Chamber of Hong Kong College of Pathologists are requested to follow the rules and regulations as below: 

1. Fellows booking the conference room are required to submit the Conference Room Booking Form to the College Secretary either by fax or by email at least two weeks before the booked date.  Forms can be obtained from the College Chamber or downloaded from the College website.  An authorized code will be assigned to the fellow for unlocking the Chamber door.
2. Fellows booking the conference room have to be physically present throughout the whole booked period.
3. Users are responsible for keeping the Chamber tidy, neat and in good condition.
4. Fellows booking the conference room should not disclose the authorized door-lock code to third parties.

5. All lights and air conditioners should be turned off and the doors of the Chamber should be closed and locked after using the Chamber.

6. Rubbish should be thrown into the rubbish bin of the Conference Room. 

7. No equipment except the telephones of the Chamber can be used by the users, or the users may be responsible for any damage of such equipment. 

8. Should there be any damage of the properties (including stains on carpets) or unexpected issues happened during the booked period, the users should report to the College Secretary the day after use. Users will be responsible for the cost of such damage. 

9. No food (by express delivery) or parties are allowed in the conference room; the conference room table should be kept clean and tidy after use. 
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