Notes on Booking Facilities in Kwun Tong Community Centres/Community Halls
(With effect from 1.4.2011)

Applicant organizations are divided into “Category A Organizations” and “Category B Organizations”. Details of categorization are as
follows (For first-time applicant, registration document of the organization should be enclosed):

Category A i) Government departments :
Organizations ii) Subvented welfare agencies :

iii) Subvented educational institutions, subvented schools and non-profit making schools ;
iv) Offices of the Legislative Councillors and District Councillors ;

v) Charitable organizations (e.g. Pok Oi Hospital, Yan Oi Tong etc) and non-profit making organizations (e.g.
Mutual Aid Committees, Children’s Clubs, Kaifong Welfare Associations etc) which are under the sponsorship of
legitimate organizations or Government departments ;

vi) Local committees recognized by the Government (e.g. Area Committees, Summer Youth Programme District
Co-ordinating Committees, District Fight Crime Committees, District Fire Safety Committees etc ) ;
vii) Owners’ Corporations and Owners’ Committees ;
viii) Non-profit making organizations with proof of tax exemption issued by Inland Revenue Department ;
iX) Kwun Tong District Council and its committees ; and
x) Major local organizations recognized by Kwun Tong District Council (including Kwun Tong District Culture and
Recreation Promotion Association, Kwun Tong Sports Promotion Association, Kwun Tong Children’s Chorus,
Kwun Tong Swimming Club, Kwun Tong Schools Liaison Committee).

Category B Organizations with other registration documents
Organizations (e.g. certificate of registration of society, business registration certificate)

The applicant should complete the Application Form of Using Facilities in Kwun Tong Community Centres/Community Halls for the next
quarter and return it to the Kwun Tong District Office (hereinafter called “the KTDO™) within the first 7 days of each quarter (i.e. the 1% to 7"
days of January, April, July and October). The Application Form may be returned in person, by fax or by mail. For Application Form
submitted in person or by fax, the deadline for submission is 5:30 p.m. of the 7" day of each quarter. For Application Form submitted by mail,
the deadline for submission is the 7" day of each quarter, based on date of postmark. The applicant must also submit the original application
form before lot drawing otherwise the application will not be processed.

A public drawing of lots will be held within 14 working days after the deadline for submission. “Non-continuous” applications will be
processed first, with successful Category A and Category B Organizations picked by drawing lots on a 1:1 basis.  Specific “non-continuous”
activities (Note 1) will be given priority to be processed in the first round of “non-continuous” drawing of lots. The remaining
“non-continuous” activities can only be processed in the second round of “non-continuous” drawing of lots.  After all the “non-continuous”
applications are processed, Category A and Category B Organizations’ “continuous” applications will be processed by drawing lots on a 1:1
basis .  For each non-continuous application, the maximum duration available for booking is 4 hours from Monday to Saturday (except for
public holidays). For non-continuous applications, the same session on the same day every week may be booked for no more than 4 times
per quarter. For each continuous application, the maximum duration available for booking is 2 hours. Date and venue of the drawing of
lots will be announced in all Community Centres/Community Halls (CC/CH) in the district. Organizations are welcome to send
representatives to attend.

Each organization can only submit an application form for “non-continuous” application (such as whole day/half day activities) and an
application form for “continuous” application (such as interest classes) for 2 CC/CH in the district per quarter. Singing and dance
performances can only take up 50% of the sessions available for application (for each Hall and Conference Room). Successful organization
which wishes to hold dancing/singing activities will be allocated with the venue if no non-dancing / singing activities are to be held by other
organizations at the opted sessions.

Successful applicant will be allocated sessions as the information shown on Application Form. Result of drawing of lots will be announced
within 7 working days in all CC/CH in the district. After all first round application forms are processed in accordance with the above
procedures, remaining sessions will be announced in all CC/CH in the district. The KTDO will accept waitlist applications for the remaining
sessions (if any). The deadline for submission is 5:30 p.m. each day. If 2 or more organizations submit waitlist applications for the same
session,the organization which holds a specific “non-continuous™ activity (Note 1) will be given priority in venue allocation. Waitlist
applicants have to submit Formal Application Forms. If there are 2 or more specific “non-continuous” applications or 2 or more other
applications, the use of CC/CH will also be decided by drawing lots.

For large-scale and non-continuous activities held on Sunday or public holidays, the number of participants has to meet the requirements set
out in Part 1V Paragraph 5 of the “Guidelines on the Use of Facilities in Kwun Tong Community Centres/Community Halls” (Please refer to
the Guidelines). Each organization may book the facility on Sunday or public holidays once a month for holding large-scale activity. If no
large-scale activity is held in the CC/CH, other applicants may make application on a case by case basis one month in advance. The deadline
for submission is 5:30 p.m. each day. If more than one waitlist applications for the same session are submitted at the same time, the use of
CC/CH will also be decided by drawing lots mentioned above. If large-scale activity is held, the venue has to be returned.

(Note: * Correspond to the minimum number of participants at large-scale and one-off activities # The activity should be free and open to public)

Organizations which are given priority in venue allocation shall not change the content and nature of the activity, or else it will be considered a breach of guidelines.

any controversy over the classification of the activity, the KTDO is vested with the final decision

In case of
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1. Applicant
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3. Date of function Time: From am/pm to am/pm
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Admission charges:  Yes (] No [ If yes, please state the amount chargeable per head.

[ FL F\]

IR~ RIS &% R R R -

Organizations which hold “continuous” dancing classes and dancing competitions/demonstrations and will apply for exemption
from hire charges are required to fill in the following information:
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Estimated no. of participants*: Kwunl?' ong Residents Non-Kwun Tong Residents
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(At least half of the participants should be Kwun Tong residents for “continuous” dancing classes, dancing competitions/ demonstration
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Locations of posting the publicity materials pertaining to the activities
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(Please submlt copies of pubI|C|ty materials pertaining to the activities to the KTDO before the activities. % A fi IF = FJ’J [H 7 By
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Facilities applied for (Please read Annex I.  For use of furniture and equipment, please also specify type and
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Other facilities, please specify
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Conference Room(Except for Sau Mau Ping (Central) Estate, Lam Tin (West)
Estate Community Centre)
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Basketball Court(For Kwun Tong Community Centre only)
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Activity Room (please state the number ) (For Sau Mau Ping (Central) and
Kwun Tong Community Centre only)
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Badminton Court(Except for Sau Mau Ping (Central) Estate , Lam Tin (West)
Estate, and Kwun Tong Community Centre)
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Application for exemption from payment of charges: Yes / No
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I hereby declare that | / and co-organizer* belong to the following groups of organizations (* Please delete as
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Applicant Co-organizer Please “v"” the appropriate box
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(If more than one co-organizer, please use a separate sheet to list out their groups of organizations as required
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I understand that | have to compensate the Kwun Tong District Office (KTDO) for damages to any facilities on loan.
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I hereby declare that | have read and agreed to observe the conditions for use of the above facilities as set out in the
following documents. In case of contravention of the conditions, the KTDO may cancel the approved application at
once and take over the venue immediately. The KTDO also reserves the right not to accept my future applications.
Such documents include:

(a) Guidelines on the Use of Facilities Available in a Community Centre/Community Hall;

(b) Exemptions from Payment of Charges for Use of Facilities in Community Centres/Community Halls; and

(c) Guidelines on the Use of Facilities in Kwun Tong Community Centres/Community Halls.
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I understand that in applying for exemption for payment of charges, the applicant and the co-organizer (if any)
should satisfy the conditions set out in Annex 11 and should not take any profit out of the activity.
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| hereby certify that the above information is true and correct.
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I hereby certify that | have read and agreed to observe the conditions for use the above facilities as set out in
Annexes | ~ 11&I11 attached to this form.
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Official stamp of applicant Signature #% -
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organisation only) Name 1= €
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Information provided in this form will be used for assessment of application, notification of results, calculation of
utilisation rates, collection of fees (if any) and record keeping purposes.
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To:
7= (Approving Officer)
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The above application is/is not* recommended. *A fee of $ is also recommended / Fee exemption

is recommended on the grounds that the applicant (and the co-organizer) belong(s) to
organization (HAD Standing Circular No. 2/2001 refers). ZFLg 36/ T g x4 it Hlﬁ% o *h)
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DO ( )* if fees are charged)
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Proposed activities cancelled Original receipted Demand Note returned to F& S Section/Accounts Office* for refund.
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Statement of Income and Expenditure of Paid Activity
& Declaration of Numbers of Participants
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Other remarks :
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Organizations which hold “continuous” dancing classes and dancing competitions/demonstrations and
was exempted from hire charges are required to fiII in the following information:

R IE-[:"EJ' [ER- ‘E%H“*k’/-ﬁ“ REEEE /A R }EF %%{‘ ulﬁif'ﬁljp[ﬁﬂ%@ﬁil TR

no. of part|CIpants* Kwun Tong Re5|dents Non Kwun Tong
Residents
U V6 | S I T | 2
! !

I hereby certify that the above information is true and correct.
R AR R A

Signature F5° :

Name 7% 7

Post i :

Official stamp of organization Name of organization :
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