
TERMS AND CONDITIONS (BOOKING BY INTERNAL PARTIES) 

 

 

Approval Process 

• Bookings are subject to availability and priority: 

 

Venue Use Regulations 

• The venue must be used only for the approved purpose and time. 

• Users are responsible for: 

o Maintaining cleanliness and order. 

o Ensuring no damage to furniture, equipment, or facilities. 

• Kindly: 

o Switch off the air-conditioner and lights before leaving. 

o Rearrange chairs and tables to their original arrangement after use. 

o Ensure the condition of the venue is in good order before you leave. 

o Lock the door securely before leaving. 

• You are NOT ALLOWED to unplug, replace, or modify the PC or its arrangements. It must 

be used as is. 

 

. Restrictions 

• Unauthorized changes to venue setup (e.g., removing furniture, installing decorations) are 

prohibited without prior permission. 

• Use of hazardous materials, open flames, or activities that compromise safety are not allowed. 

 

Cancellation and Changes 

• Users must notify the booking office of cancellations or changes at least 2 working days in 

advance. 

• Failure to notify may result in penalties, such as restricted future bookings. 

 

Post-Event Responsibilities 

• Users must vacate the venue promptly at the agreed time. 

• Any damages or extra cleaning costs will be charged to the responsible party. 

 

Emergency Situations 

• In case of emergencies (e.g., fire alarm, power failure), all attendees must follow the 

university’s safety protocols and evacuation procedures. 

 

Compliance 

• Non-compliance with the booking rules may result in: 

o Immediate termination of the booking. 

o Future booking privileges being revoked. 
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