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	Section I (to be completed by Staff)


1.  Name of Staff :___________________________________________________________________________     
2. Date requested :_____________________________     Time:_____________________________________
3. Venue:
	
	Incubation Meeting Room (M5 053)
	
	
	Advertising Design & Shooting Studio (M5 069)


	  

	Omnimedia Digital Newsroom (M5 054)

	
	
	Digital Broadcasting Recording Room (M5 072)



	  

	Multimedia Laboratory 1 (M5 055)

	
	
	Digital Broadcasting/ Audio Recording Cluster (M5 071)



	  

	Multimedia Laboratory 2 (M5 064)

	
	
	HD Video Editing Studio (M5 078)


	  
	3-D Virtual TV Studio (M5 065)
	
	
	


5. Purpose:

	     Class   
     
	    Conference
	     Meeting
	    Seminar/ Workshop
	    Student Activity 
	   Others:_____________

	6. Estimated number of participants:_________________
	

	Remarks:____________________________________________________________________________________________
Section II  (undertaking by the Applicant)

I agree to observe the guideline and rules on use of venue as attached.



	Applicant:__________________________________    Date:________________________________


    Tick as appropriate

	
	


	Section III  (Approval)


This application is:

    Approved                 Not available 

Approved by: __________________________________   Date:________________________________

                                      Head/ Associate Head
Guidelines & Rules of Use
1. No eating or drinking is allowed in the venue.

2. Applicant shall be responsible for any loss of or damage to the venue (including equipment, furniture and fixtures). Any damage or defect of equipment/fixtures must be reported immediately to the General Office. 
3. Users must restore area to original furniture setting and clean condition after use.
4. Users must ensure that lights are switched off before leaving the room.
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