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Ref. No. (For Office Use Only) Ref: 202107
To: Citywalk Management Company Limited (“The Office”) Date:
Attn: Email: citywalkpromo@sino.com
From: (*Mr. / Ms. / Mrs.) Tel:

Application Form For Use of Exhibition/Promotion Venue
Citywalk / Citywalk 2

Particulars of The Applicant

Name of Organization/ Company (in English):

(in Chinese):

Nature of The Applicant:

Commercial Organization

Government Department

Charity/ Social Service Group (please attach relevant document)

Non-profit making organization but of no charity nature (please attach relevant document)
Connected Company with Sino Group

Others (please specify)

aoOooooa

Business Registration No.: (Please attach BR copy)
Office Address:

Name of Applicant (in English): Tel:

Position Held: Fax:
Mobile: E-mail:

Details of Proposed Event
Official Name of Event  (in English):

(in Chinese):

Exhibition / Promotion Venue or TV Wall

Citywalk Event Hall, UG/F

Event Hall (Part of the Venue), UG/F

Nature Walk A, G/F

Open Piazza, G/F (*Charity or Government Event only)
TV Wall (30-second)

Event Hall, UG/F

Event Hall (Part of the Venue), UG/F
Fame Walk A, G/F

TV Wall (30-second)

Citywalk 2

agoooa ooooo

Preferred Exhibition / 1.
Promotion Period:
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Nature of Event: O Exhibition (Product Promotion, no sales involved)
O Sales Exhibition O Variety Show O Carnival
O Stage Performance:

(Please specify: Debate, seminar, fashion show, variety show etc.)
O Charity activity (please specify):

O Others (please specify):

Products/ Theme to be promoted or displayed:

Any special activities to be held in conjunction with the above said event:
O Distribution of Samples [ Distribution of printing materials
O Others (please specify):

Number of personnel to be deployed to control the event:

Name of security company covering the event (if any):

Details of any pre-event publicity (e.g. press release, radio, TV, leaflet, banner, advertisement)

Particulars of PR/Advertising Agency (if any)

Official Name of Agency (in English):

(in Chinese):
Office Address:
Name of Applicant (in English): Tel:
Position Held: Fax:
Mobile: E-mail:

Facilities & Equipment Required (Please tick or specify quantity required)

Item Quantity Item Quantity

O Table with Red Skirting O 13 Amp (1 is included) (Extra quantity)
O Folding Chair O 30 Amp 3 phase hours / day
O Stage Platform O 60 Amp 3 phase hours / day
O Folding Tent (3m x 3m) Ci tygxil/lﬁ g)l O Spot Light at Event Hall

O Connecting Tent (2m x 2m) O Overnight [llumination

Note:

1. The Office has absolute discretion to accept or refuse any application.

2. The Applicant shall promote the specified business in the specified format as approved by The Olffice. If in the opinion of
The Office, The Applicant fails to comply with the requirement in the aforesaid sentence, The Office may terminate the
permission without notice and no license fee or equipment charge shall berefunded.

. The use of exhibition/ promotion venue is subject to the attached “TERMS AND CONDITIONS FOR USE OF
EXHIBITION/PROMOTION VENUES”. The Applicant should read the said terms and conditions thoroughly and
carefully. Please call us at 3926-5800 for details if you have any queries concerning them. The Office reserves the right
to alter or cancel any approved applications should The Applicant fail to comply with any of the terms and conditions.
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The Applicant confirms that the information herein is true and correct and agrees to be bounded by
and undertakes to comply with the attached “TERMS AND CONDITIONS FOR USE OF
EXHIBITION/PROMOTION VENUES”.

The Applicant understands and agrees to make the following payment in the total sum of
HKS$ for use of the venue. Cheque for the said payment should be payable

to Citvwalk Management Company Limited and/or Citywalk 2 Management Company Limited
and deliver to The Office at least 14 days before the event commencement date.

i) License Fee HKS$ ;
ii) Equipment Charge HKS$
For and on behalf of
Authorized signature of The Applicant Date
with Company Chop

This form should be sent or emailed to the following office at least one month prior to the proposed
event commencement date.

Address: Citywalk Management Company Limited
Leasing Marketing & Promotions Department,
Shop 127¢, 1/F, Citywalk, 1 Yeung Uk Road, Tsuen Wan, N.T.

Tel: 3926-5800
Email: citywalkpromo@sino.com
Management Approval (For Office Use Only)
License Fee: HKS$
Equipment Charge: HK$
Total Amount: HK$
Confirmed &
Accepted by:
Senior Manager Assistant General Manager
(Leasing Marketing & Promotions) (Leasing)
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CITYWALK MANAGEMENT COMPANY LIMITED
CITYWALK 2 MANAGEMENT COMPANY LIMITED

TERMS AND CONDITIONS FOR USE OF EXHIBITION/PROMOTION VENUES

Application

Applicant should submit the “Application Form for Use of Exhibition/Promotion Venue” by
filling in all the required information with event proposal, proposed event rundown and
tentative venue set up layout to Citywalk Management Company Limited and Citywalk 2
Management Company Limited (hereinafter refer as “The Office”) at least 30 days before the
event commencement date for further processing by The Office.

Applicant shall make its own arrangements for the necessary decoration. Finalized layout plan
including measurement details, fixtures design or photo with dimension, event backdrop
layout, and visual layouts of all display materials and promotion materials should be submitted
to The Office for approval at least 14 days before the event commencement date. Otherwise,
The Office reserves the right to cancel the captioned application and forfeit all fees and charges
paid in advance.

In case of a stage event, performance or ceremony, a detail programme rundown and guest list
of the event should be submitted to The Office for approval at least 14 days before the event
commencement date,

“Event Information Form™ and details of involvement of other parties should be submitted to
The Office by written at least 14 days before the event commencement date.

The Office reserves the right to decline any application without any reason.

Booking Confirmation & Payment
Unless and until both parties have countersigned the written License Agreement (hereafter
refer as “The Agreement”) issued by The Office, there is no commitment for The Office to

grant to The Applicant the right to use the venue subject to the terms herein contained.

The Agreement must be signed and returned to our management at least 14 days before the
event commencement date.

Full payment of fees/charges has to be settled at least 14 days before the event
commencement date. Any delay in payment of the said fees/charges will result in cancellation
of the venue booking.

The Applicant shall not transfer, assign, share or part with the possession of the venue(s)

and/or equipment(s) to any other party.
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Event Cancellation

In the event that The Applicant intends to cancel the booking, a prior written notice to The
Office is required. The Applicant will be subject to a forfeiture of 50% of the license fee if the
cancellation of booking is made within 7 to 14 days before the event commencement date;
and 100% of license fee if the cancellation is made less than 7 days before the event
commencement date. The Office reserves the right to revoke the permission for the use of
venue should The Applicant fail to comply with any of the terms and conditions herein
contained and reserves the right to claim for damages in consequence thereof.

The license charge shall be returned to The Applicant in full, but without interest, if this
application is not accepted by The Office within 7 days.

Once the Application is accepted by The Office, if The Applicant fails to take possession of
the venue on or before the event commencement date or if The Applicant fails to perform or
comply with any of The Applicant’s obligation contained herein, The Office shall be entitled
at its absolute discretion forfeit the license charge paid in full and terminate the permission
without affecting The Office’s other rights and remedies which it is entitled hereunder or under

any law..

Event Time
Event time for general exhibition: 10:00am - 10:00pm

Venue Setting and Dismantling

The Applicant shall cover the venue with dark red or carpet of any other colour as approved
by The Office.

The Applicant shall enter the venue after 00:30am to 9:00am on the event commencement
date; dismantle should start only after 10:00pm and move out with all their packed belongings
by 11:59pm on the last day of the event unless with prior written consent of The Office.
Separate written application should be made to The Office for any exception to the timeframe.
During move-in and move-out period, The Applicant shall arrange to cover the venue floor
with protective materials.

The Applicant is required to sign an undertaking for protection of the venue from damage
before moving in and shall be liable to any damage caused to the structure or other fittings
and equipment in the venue.

The Applicant is required to inform on-site Property Officer prior to set-up or dismantling of
the event setting.

Person-in-charge of The Applicant’s contractor must collect working pass for all workers from

the Property Management Office before moving in the venue.

The Applicant must apply the permission from The Office by returning the Appendix II if the
venue setting and dismantling involve any jobs working at height. Otherwise, it is not allowed

without the permission.
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Cargo lifts but not passenger lifts or escalators shall be used for delivery of goods.

No trolley with iron wheels shall be used within the shopping mall.

No storage will be provided for The Applicant or his contractor(s).

The Applicant shall and shall procure its contractors, agents, employees to obey and comply
with all instructions and directions in respect of the setup and/or dismantling reasonably given
by The Office and its staff.

Operation

The Applicant shall be responsible for maintaining order and crowd control throughout the
event.

All activities must be confined to the venue. No goods, decorations or publicity materials shall
be put outside the venue.

No hanging of banners, posters and other POPs on wall, barriers or window is allowed. All
displayed materials should not cause any blockage to shop front of any tenants.

The Applicant shall not carry out any illegal or immoral activities at, in, on or upon the venue
nor sell or promote any illegal products or products not specified in the approved application.
The Office shall have the absolute right to remove from the venue any products, which are
considered by The Office at its absolute discretion, unfit for the venue and which The
Applicant has failed to remove upon demand by The Office. The Applicant shall indemnify
The Office for all loss or damages arising from all and any activities or display of The
Applicant.

The on-site staff hired by The Applicant should stay within the venue during the promotion/
exhibition unless prior approval has been sought from The Office.

The Applicant shall set audio-visual equipment at a volume level that will not create any noise
nuisance or inconvenience to the public or nearby tenants. The Office has the right to demand
and The Applicant shall upon such demand make adjustments on the sound volume to an

acceptable level. The Applicant shall comply with the Noise Control Guidelines for Music,

Singing and Instrument Performing Activities issued by Environmental Protection Department at all

times.

The Applicant undertakes not to do anything whatsoever that may cause fire risk or other
hazards or that may be of nuisance in Citywalk or Citywalk 2.

The Office has the right to demand and The Applicant shall upon such demand cause stoppage
or cancellation of the event should, in the opinion of The Office, a safety hazard is posed or
is likely to pose to the public.

The Applicant shall observe all rules and regulations from time to time prescribed by The

Office for the proper management and maintenance of the Citywalk or Citywalk 2.


https://www.epd.gov.hk/epd/sites/default/files/epd/english/environmentinhk/noise/help_corner/files/a_entgui_e.pdf
https://www.epd.gov.hk/epd/sites/default/files/epd/english/environmentinhk/noise/help_corner/files/a_entgui_e.pdf
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Safety of Merchandise & Decorations

The Applicant must take all precautions to protect their goods & decorations displayed or
placed at the venue from any loss or damage and The Office shall not be responsible for any
loss or damage of The Applicant’s properties irrespective of the cause thereof whether during
the event, venue setting or dismantling period.

No goods or decorations are allowed to place under the fire shutters.

The Applicant is suggested to employ security guard(s) from companies as approved by The
Office to look after their setting and goods during the night and The Office is not responsible

for any security or safety of such setting and goods.

Power Supply & Telephone Line

The Applicant shall employ a licensed electrician to connect electricity in the presence of
representative of The Office.

The Applicant will be responsible for arranging telephone/ cashier line if needed by The
Applicant.

Insurance & License

The Applicant shall take out and maintain throughout the event and setup period at his own
costs insurance for public liability and all risks on their properties including goods and
decorations in respect of the event and the setup. The Applicant shall indemnify and keep The
Office indemnified against all actions, proceedings, demands, costs, expenses and claims
whatsoever by any third party causing by or arising from the act, omission, neglect or default
of The Applicant, his contractors, employees, servants, agents, invitees, licensees, visitors or
customers.

The Applicant shall obtain at his own costs all necessary approvals or licenses from the
Government or other related authorities including CASH, IFPI or HKRIA etc. for all activities

of the event.

Cleaning

The Applicant shall keep the venue in good, clean and tidy condition and never leave any
packing or wrapping materials e.g. carton boxes elsewhere during and after the event.

All goods and exhibit items should be covered with clean and tidy red cloth after event hours.
All carton boxes and miscellaneous items must be placed carefully and kept out of public view
during the event

All rubbish or unwanted things should be disposed at the refuse collection point.

Upon expiry or revocation of the permission, The Applicant shall remove all his properties
and belongings and surrender the venue in a clean tidy and proper condition to The Office’s
reasonable satisfaction. A cleaning charge of HK$1,000 will be imposed on The Applicant
should The Applicant leave the area with garbage or in a condition that, in the opinion of The

Office, requires cleaning service.
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Arrangement for Adverse Weather

Special arrangement will be made due to adverse weather. When the typhoon signal No.8 or
above, or a black rainstorm is hoisted before 12 noon on the event day, so as to render unfit for
continuation of the event, The Applicant may then apply to The Office for rescheduling the
event subject to the final decision at its discretion of The Office.

If typhoon signal No.8 or above, or a black rainstorm is hoisted after 12 noon on the event day,
The Applicant is not entitled to reschedule the event nor any compensation whatsoever as a

result thereof.

Force Majeure
If the event is cancelled due to force majeure, The Applicant shall have no claims for
compensation whatsoever against The Office or for refund of the license fee or equipment charge

or any part thereof.

Charity Organization
Any Applicant who applies to use the venue for fund-raising or charity sales must submit the
application with a valid license for such purpose from the related Government Department for

prior checking.

The Office reserves the right at its discretion to and The Applicant shall upon request by The
Office stop any activity that infringes the terms and conditions as stated in the Application Form
for Use of Exhibition/Promotion Venue, including the terms and conditions herein contained.

The Office has the right to alter, cancel, withdraw or revoke any approval/permission for the
application without any cause by giving written notice to The Applicant. The Applicant shall not
be entitled to any compensation whatsoever for any loss, damages, costs and expenses as a result
of the alteration, cancellation, withdrawal or revocation. In case of cancellation, withdrawal or
revocation or if the alteration is not acceptable to The Applicant, any license fee, equipment and
other charges which have already been paid to The Office shall be returned to The Applicant
after deducting all expenses which have been incurred by The Office on behalf of The Applicant
in relation to the application or the event or any incidental matters, if any.

Enquiry:
Leasing Marketing & Promotions - Citywalk

Tel:
Email:

(852) 3926 5800
citywalkpromo@sino.com

Effective: 1% July, 2021
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Appendix I

To: Citywalk Management Company Limited (“The Office”) Date:

Email: citywalkpromo@sino.com
From: (*Mr. / Ms. / Mrs.) Tel:

Event Information Form
For better co-ordination with your event, please email the completed form to Leasing Marketing and
Promotions Department 14 days prior to the first exhibition/ promotion day.

Event Title:

Event Date:

Event Time:

Event Venue:

Move-in Time:

Move-out Time:

Company Name:

Contact Person: Title:

Tel: (during office (after office
hours) hours)

Fax:

Email address:

Signature:
(with company chop)

* The following documents are attached for further review and approval
0 Confirmation of all third parties involvement

0O Finalized layout plan with measurement details

0O Fixture design or photo with dimensions

0 Event backdrop layout

0 Visual layouts of all display materials and promotion materials

O Confirmed guest list and program rundown
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Time table for The Applicant to follow
Number of days Materials to be submitted to The Office Remarks
before the event
commencement
date
30 days 1. Application Form for Use of Exhibition/Promotion Venue
2. Event proposal
3. Tentative venue setup layout
14 days 1. Full payment of the licence fee
2. Confirmation of all third parties involvement
3. Finalized layout plan with measurement details
4. Fixture design or photo with dimension
5. Event backdrop layout
6. Visual layouts of all display materials and promotion materials
7. Confirmed guest list and program rundown
8. Event Information Form
9. Public Liability Insurance proof
Event Cancellation
7 to 14 days Written notice Forfeiture of 50% of

the license fee

Less than 7 days

Written notice

Forfeiture of 100%

of the license fee
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