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Hiring of Facilities - Guidelines for Application

JESKEE R a it AR EIB A - RPN - By ait o] R EUR Bt 255 B P TR B AR 2 K
R RN EBUS TR B SR A 2R ) -

The facilities of the City Gallery (the Gallery) are mainly for the use of the Planning Department.
Subject to availability, the facilities may be used for activities organised by other government bureaux/
departments as well as planning and infrastructure related non-government organisations upon
application.

EREEFH IR
Application for Hiring of Facilities

1. DI = el g SRR By st o Al Redth TR S ER & ~ =M% RAREE - 2 HIAREE
A~ AR B iEsk=E (HF—) - HAWESEE RN -
Subject to fees and charges, application for hiring of the thematic exhibition area on ground
floor, the multi-purpose hall, multi-purpose hall A, multi-purpose hall B and the meeting room
on third floor (Annex 1) may be considered. Details of hiring charges are appended in Annex 2.

2. HIFERVVAN BRI UHEINY H HETA D O E R RS S R S R -
Application form must be submitted to the Technical Services Section of the Planning
Department for consideration at least four weeks in advance of the proposed date of
exhibition/activity.

3. BHERMHEE hEhR BB o

The proposed exhibition/activity shall be planning and infrastructure related.

4. WIBEERGERH ARG, G Er (EFhERE - PRPRNIEGHRRI ] ) 20T ¢
The following hiring period/session (including setting-up, dismantling and/or rehearsal time)
will be considered:

i HFES HEF A
Facilities Session/ Period
N EEEEE {1 e ' A 2 O RH FH A 18 H

Thematic Exhibition Area on G/F HEVEFR S T — 28

Up to a maximum period of 2 months for one
exhibition

Up to a maximum period of 1 week for one activity
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B e BB

Facilities Session/ Period
= IR (el e B A 2 T AH I WA {1 H
Multi-purpose Hall on 3/F EEVEE 2 nI A — 21
Up to a maximum period of 2 months for one
exhibition

Up to a maximum period of 1 week for one activity

=R A {18 e B e % T FH FH W 11 H
Multi-purpose Hall A on 3/F SR 2 T A — 2
Up to a maximum period of 2 months for one
exhibition
Up to a maximum period of 1 week for one activity
=L HAEB (SAEE e bR DR
Multi-purpose Hall B on 3/F RSB 2 T A — 25
Up to a maximum period of 2 months for one
exhibition
Up to a maximum period of 1 week for one activity
=HEEEE {18 e B e % T FH FH W 11 H
Meeting Room on 3/F EEVEE R 2 I — 21
Up to a maximum period of 2 months for one
exhibition

Up to a maximum period of 1 week for one activity

5. HEEEEITIRAERE
Application will be assessed on the basis of:

(a) achidymT A TSN
availability of facility;

(b) B 5, BT m (RS IR - HIUZ SR B R A A BRI S I EBURF IR LA
hid

priority will be given to government bureaux/departments, followed by planning and
infrastructure related institutes and non-government organisations; and

(c) HAE A S

other relevant considerations as appropriate.

6. IRACHEERAL  FEE ALERE BTN EIA ¢
The applicant shall observe the following before filing in an application form:

(a) FEEERAIFIE A BB — 20U BTG 2 TR - 2H7 - 78~ B RAREI LA+
2 TAAE - ZE TIREORBRIARRID - BB Y — K9 KRR - ERATF
ZHRYFE - HHIG EE e B R R iR I &
the opening hours of the Gallery are Monday to Thursday from 10am to 6pm, Friday to
Sunday and Public Holidays from 10am to 7pm, closed on Tuesdays (except public holidays)
and the first two days of the Chinese New Year. Due to manpower arrangement, the hiring
hours should tally with the opening hours of the Gallery;
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(b) FEEEA REZ RSB AI R B TEENHY AR

no application for commercial or profit-making exhibition/activity will be accepted;

(c) [E]—t%dw S AT R Al RV 60 H 2R — KGR

the same organisation can only apply once for the same programme;

(d) . EEH LA B B E AR E R

organiser(s) of the exhibition/activity shall at its own cost effect a public liability insurance
policy;

(e) &T EWHEFERITRE JEE) 2 RS - 52t R as M W7 8 R BRI » TR
RS
organiser(s) shall indemnify and compensate for any loss or damage of any of the venue,
facilities and equipment on loan to the organiser(s) for the exhibition/activity;,

() WHEFE - FIHEHEEZHRIHEER
organiser(s) shall be responsible to arrange at its own cost simultaneous interpretation service
if required,;

() BRABESS = 29000 MR TIESE EBIRIE - FIE R B B ik R a5
HASE - MAMZHENVARGEE N BHIRUE
except the audio-visual system of the Gallery, organiser(s) shall be responsible at its own cost
for transportation, installation and dismantling of the exhibition materials and venue-setting
before and after the exhibition/activity to the satisfaction of the staff of the Gallery;

(h) BREXan,/INESD > REEN A RIS IS - (HEEEEE N ILIE VR - HE e EREE
AL - FIFEHEELHIE & SOFHIR - ALV AR EREARIRE |
except for drinks/light refreshments, catering service will not be allowed in the Gallery.
Provision of light refreshment at the Gallery shall be subject to approval of the Planning
Department. The organiser(s) shall be responsible at its own cost the catering and cleaning
up service to the satisfaction of the staff of the Gallery;

(i) CEIERGEGT)
FHEE N AT RS EE B THARZ=IE B - ST (EEpRp1) CCfF A405)HTAR
EfES  WANRHMHHHUERRHBE LB EEE - FHEHEHE
https://www.elegislation.gov.hk/hk/A405 - 753 [ s AVAE 2 gl 5 K2 B T 8% 5 FLIBUHE] K
N BB E4EE - https://www.cmab.gov.hk/tc/issues/national _anthem.htm
National Anthem Ordinance
the applicant is required to observe and comply with the National Anthem Ordinance
(Instrument A405) should the exhibition/activity involve the playing and singing of the
national anthem. The applicant is also requested to inform the Planning Department of any
playing and singing of the national anthem in the events at least 4 weeks in advance. For
details, please visit: https://www.elegislation.gov.hk/hk/A405. The standard score and the
official recording of the national anthem can be found on the website of the Constitutional
and Mainland Affairs Bureau: https://www.cmab.gov.hk/en/issues/national_anthem.htm ;

() B BERET) Fe (R w51
MRIE (B BERGT) GO A4A0L) Rz (& R ER R G A602) » HIEE A4l
AN A HAR R B B ~ B - i R S e = R 22 DV BER B E
PR EE NER > WHSBRULEmMAAXNEBITHREREZELHAG (FEH -
flags&emblems@cso.gov.hk ; {EE : 2804 6552 ) - FrEEAYES R B 2@ RS R E
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—fIME > BERY=Z2VUEZEH - FFEFHEE -
https://www.elegislation.gov.hk/hk/A401 (  [BHE 5 Bl &5 ) )
https://www.elegislation.gov.hk/hk/A602 ( { & HE 2 & # &5 ) )

National Flag & National Emblem Ordinance and Regional Flag & Regional Emblem
Ordinance

in accordance with the National Flag & National Emblem Ordinance (Instrument A401) and
the Regional Flag and Regional Emblem Ordinance (Instrument A602), the applicant who
would like to display and use the national and regional flags or emblems during their hiring
periods shall ensure that their designs are in compliance with the specifications set out in the
respective Ordinances and make prior written applications to the Deputy Director of
Administration (Email: flags&emblems@cso.gov.hk or Fax: 2804 6552). The processing
time required varies and it takes about 3 to 4 weeks in general. For details, please visit:
https://www.elegislation.gov.hk/nk/capA401 (National Flag and National Emblem
Ordinance)

https://www.elegislation.gov.hk/hk/capA602 (Regional Flag and Regional Emblem
Ordinance);

(k) HEEE T 2

0]

BHEE N HIER AN ~ Hfg & ~ AELA KA IR &AL AR S5 A (4] A+
ST (PEARSMEEER TR EEER R L 0E) MEBRRAITBIE AR 4E
RS BRI HA AR - ASEEE N FHUERATT RATEE) |

Safeguarding National Security

the applicant shall ensure the observance by himself, his servants and agents and by all other
persons admitted to any facilities hired by him of the Law of the People’s Republic of China
on Safeguarding National Security in the Hong Kong Special Administrative Region and the
laws of the Region in relation to the safeguarding of national security, and shall not engage
in any act or activity which are not in compliance with the said legislation;

R EE AR IR R e 58 SO S BN IS 0 SAR RS Rt BN S - HHEg TR LR
& HPEREAT 5 K&

the Planning Department may consider application for venue sponsor in accordance with
individual circumstances and the merits of the proposed exhibition and activity upon separate
formal written request; and

(M) AR BB I ATA RSSO EH - AL IR 2 BGEEH S S > DUEUH

MEE

BB ER T FER] -
the final decision on the application rests with the Planning Department, including the right
to accept or decline a hiring application, or to cancel or terminate a confirmed booking.

Planning Department

3.2025
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A HLFH A B
Facilities Available for Hiring

bt F—

Annex 1

b

Ancillary Facilities

B dii ZERIAR/INEIR) BE
Facility Dimensions (about) Capacity
T HEREE FOR) o6 | ® FIEEHE RN 30 (L
Thematic Exhibition Area on G/F | Length (m) ' Meeting setting for about 30 seats
FICR) o TSI R EILT 70 (ERE LY
Width (m) 58 Theatre setting for about 70 seats
Tk o 14 BRAEAEARU/INAY AR (BE D)
Eﬁ(?nz)?*) 61 14 standard size panels (single-
: sided)
" ® 16 BRAEAE A/ AR (B )
%Eﬁg(;{;)(m) 3.15 16 standard size panels (double-
g sided)
=M% R IE EOK) ap | @ TIHEEEISS SRR 180 (EER AL
Multi-purpose Hall on 3/F Length (m) Theatre setting for 180 seats
FHOK) 0| ® 28 RGN AR (B )
Width (m) 2_8 standard size panels (single-
(T J7K) 210 sided)
Area (m?): ® 32 PRAEAE R/ NHY AR (% H)
RS ECE) 3_2 standard size panels (double-
Floor height (m) >4 sided)
=M% FIREE A ROK) 105 | ® THREISREHER 90 {HEE (L
Multi-purpose Hall A on 3/F Length (m) Theatre setting for 90 seats
FE0OK) 10 | @ 14 BREEEE /NN (B )
Width (m) 14 standard size panels (single-
ERCET7K) 105 sided)
Area (m’): o 16 Bt AN ()
TSR CR) 5 4 16 standard size panels (double-

Floor height (m)

sided)

32 BRIEML(2 K (7F) x 12K (FH))

32 numbers of exhibition panel (2m(H) x
Im(W))

38 ZHE

38 numbers of spotlights

3 HRIR A G B AR R (B T By 28 )
3 sets of LCD TV on movable stand

2 (R R B & OR B0 T i2)

2 movable podium (wooden/ acrylic)

18 SR A G HY ST

18 numbers of foldable tables

200 5% A EHEAYE

200 numbers of stackable chairs

=EZHRERL ST R4 (BE 8 RUmAREK)
AV system at multi-purpose hall on 3/F
(including 8 sets of handheld wireless
microphones)

= RIAREE AIB 28 240 (B 4 fifE
4RIK)

AV system at multi-purpose hall A/B on
3/F (including 4 sets of handheld wireless
microphones)

=HERET T A5 (B 4 BUERK)
AV system at meeting room on 3/F
(including 4 sets of handheld wireless
microphones)
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=% IR B ECR) L5 | ® TIHRBIEEE B 90 (HRLf
Multi-purpose Hall B on 3/F Length (m) ' Theatre setting for 90 seats
HOK) 0| ® L4BEEEEA N R (R E)
Width (m) 14 standard size panels (single-
IR (S J72K) 105 sided)
Area (m?): ® 16 BT KN A (S )
B R CR) 1_6 standard size panels (double-
Floor height (m) >4 sided)
=fEEEE £CK) 11 o TR AL &Y 30 R AL
Meeting Room on 3/F Length (m) Meeting setting for about 30 seats
P CR) 6.7 o B &Y 70 (R AL
Width (m) ' Theatre setting for about 70 seats
EECEK) |,  |® 145HBEA/NORE (A
Area (m?): 14 standard size panels (single-
sided)
BEEHECK) |, | ® 16 5B/ RS

Floor height (m)

16 standard size panels (double-
sided)
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Annex 2

Friday to Sunday and Public Holiday)

i i 1 A %5 BB (EIT) FBIRHER/NRFIBCE (P TT)
Facility Services and Facilities Basic Charge (HK$) Charge for Each Additional Day/Hour
(HK$)
L | N EEREEE AR 1K > GRS —FrS] 4,720 (RH—20 » AR EEARRSN 1,859 (ZEA—=M » AR ESHFRSN
Thematic Exhibition Area on G/E Ft BB =5 Monday to Thursday, except Public Monday to Thursday, except Public
Each hiring not exceeding 1 day with the _ . Holiday) . _ . Holiday) ]
ancillary facilities listed in Annex 1 6,393 (ML ~ 73~ H R ARESY 2,812 (AL~ N AVl

Friday to Sunday and Public Holiday)

Meeting Room on 3/F

Fiif a8 s R B AN 5 HH

Each hiring not exceeding 3 hours
with the ancillary facilities listed
in Annex 1

2. | RZHREE TR A 3 /NI » g — 5] 5,858 1075171\ hour
Multi-purpose Hall on 3/F B s g
Each hiring not exceeding 3 hours
with the ancillary facilities listed
in Annex 1
3. | ZHEZARE A FH RS 3 /NI » L fEN 51 4,254 606// ]\ hour
Multi-purpose Hall A on 3/F B a8 s i
Each hiring not exceeding 3 hours
with the ancillary facilities listed
in Annex 1
4. | EZHREEB TR 3 /NI » R 73] 4,254 606//]NE% hour
Multi-purpose Hall B on 3/F W szt
Each hiring not exceeding 3 hours
with the ancillary facilities listed
in Annex 1
5. | =HEEHE FELFISS 3 3 /NGRS I (751 3,195 3170/ hour

HEE  BUNSECRE P a] e EFH A - Remarks: Charges will be waived for Government Bureaux/Departments
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FH St FR R R

AZE A Official Use Only

Ref. No.

Hiring of Facilities — Application Form

S RS [ LSRR AR)

(Please read the Guidelines for Application and complete in BLOCK LETTERS)

FE—I4y Part 1

EEEaE (20

Name of Organisation (English)

Bl AR 0 | BURFELFT Exflites AL S SEIRE A ERS
Nature of Organisation Government Academic Institute Registered Registered
Department Charitable Non-profit-making
HA
Others
#E(F32)
Address (English)
BEAES
Name of Person-in-charge
ek B Eh/ (HE RS ki)
Tel No./ Fax No. E-mail
554y Part 2
JEEE &4 TE(F ) Name of Exhibition/Activity (English)
gL EEME 0| EREAR BRI AR BUR AR5
Nature of Planning Related Infrastructure Government Services
Exhibition/Activity Related
H A Others
[EENEENH Y
Purpose of Exhibition /Activity
8
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ERELEHEES (PIANE—E - 28 - HEZR - f@iHR - SR/ R ERAE e fteiml/NZ (AEH) FE&
Ko MFNE  SERRISAERH S - )

Details of Exhibition/Activity (e.g. theme, title, target audience, programmes, names of speakers/officiating guests

and provision of light refreshment (if any). Please provide relevant documents where necessary.)

&1 H A5
Admission time of the activity

Bi1 H bR

Commencement time of the activity

A | O [ Admission Fee $ / R Free
(AR - FHIRACUEEENS Please provide details of admission fee where applicable )

R P2 R s JE B H B - B EERIEE A
Proposed date, session and period for the hiring of facilities

i HI (HIRMEE) | RREL /B CEAEE - PRk
Facilities Date (dd/mm/yyyy) LS

Session/ Period/ (including setting-up,
dismantling and/or rehearsal time)

R - HEHDHEE
Thematic Exhibition Area on G/F - hired by day

=R IAREE - THAEHE /DA 3 /N
Multi-purpose Hall on 3/F - hired by minimum of
3 consecutive hours

=L RREE A - THEHA RV HAE 3 /)
Multi-purpose Hall A on 3/F - hired by minimum of
3 consecutive hours

=ML IARRE B - TSR/ DS 3 /N
Multi-purpose Hall B on 3/F - hired by minimum of
3 consecutive hours

e E - THIEHIR AT 3 /N
Meeting Room on 3/F - hired by minimum of 3
consecutive hours
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7 [ FEe BE R PH B s Bt K FR BB AR R B BB e (SR 2 5 HR RS (I —)

Facilities to be required from the Gallery and equipments that will be installed by the applicant in the Gallery (Please

refer to Annex 1 of the Guidelines for Application)

it i 75 P a5 3z 15
Facilities Facilities to be required
T R
Thematic Exhibition Area on G/F

=L HIREE
Multi-purpose Hall on 3/F

=R A
Multi-purpose Hall A on 3/F

=HZHIREE B
Multi-purpose Hall B on 3/F

=M
Meeting Room on 3/F

SWH FE S SEENTHT A

Expected number of patronage/ guests/ participants

it THET B
Facilities Expected participants
T R
Thematic Exhibition Area on G/F

=L HIIREE
Multi-purpose Hall on 3/F

=LA A
Multi-purpose Hall A on 3/F

=HZ AR B
Multi-purpose Hall B on 3/F

=M
Meeting Room on 3/F

HAAREEORL (4138 )

Any other related information (if applicable)

10
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s 3

=5 Part3

]

Declaration

ANGEILEY > AEREH A B U 2RI ER SR B B AR MRS S « A AR B ST R B R
SR - AR - WA EAARAANSEA AN L ERZS R ZMEZ AR - 8% ~ 8
BESE T > ANJHELATS BV TR ~ HRMZREL@E - SR EE AR - AL HEEE)
TTHARTATS BT IR A S B AVE H - DUREH - Erac B e A SEh 8 T AR IR ~ B - &
FESRS EOVERIESA - 455 - 32 - S MYV E ] A A& R R ER B - mT e
ZIGHHIRER]

| hereby declare that the above facility is hired by our organisation for organising non-commercial or non-profit-
making activities only. | undertake to observe the conditions of use or regulations on the use of the venue and
shall indemnify the Planning Department against all actions, claims and demands by any person who suffers or
sustains any loss, damage, injury or death arising out of or as a result of the use of the venue by me due to my
negligence or on the part of the person authorised by me during the Hire Period. I shall also meet the cost of repair
needed for any damage caused and for repair or reinstatement or replacement of any equipment, fixture, fittings,
facilities or other property damaged or destroyed, stolen or removed during the activities. My right to use the
venue shall be liable to suspension if | breach the conditions of use or regulations.

AR
Signature of Applicant:

HEH -
Date:

EERGE
Organisation Chop
> HEEENAVER g A R B A R R R A R
The information provided will only be used for processing application for hiring of facilities of the City Gallery.

et HIRRIANBRRINRE TS HIARTA R IHE 2 RO BB R E RS
Remarks: Application form must be submitted to the Technical Services Section of the Planning Department for
consideration at least four weeks in advance of the proposed date of exhibition/activity.

B aE - FAEICAASEE 333 5% ILABUN&E 17 14

Planning Department Address: 17/F., North Point Government Offices, 333 Java Road, North Point, Hong Kong
BEEL5EHE Tel. No.: (852) 22315000  {HEL5EHE Fax No.: (852) 2877 0389

ZE#f E-mail: enquire@pland.gov.hk

aghk Website: www.pland.gov.hk

SEEEEI AL - HATIRE T &5 3 5t
Gallery Address: 3 Edinburgh Place, Central, Hong Kong
BEEhgRS Tel. No.: (852) 3102 1242  {HE SR Fax No.: (852) 3104 0129
ZEH E-mail: enquiry@citygallery.gov.hk
aghk Website: www.citygallery.gov.hk
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