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Facilities management division

Request for facilities and manpower (rev. 21/11/2007)
Applicant Detail





Activities
	

	

	

	

	

	

	


	

	

	


Name:



ID: 


Function
Date. 
Position:


Others
Club/subject name
Event title

* Please specify
Tel no.


……………………………………




                                                    
Note:
1. This application must be submitted to FMD
     at least 7 days before event.
2. For venue booking, please refer to APAC or STAD for CLC
    concourse. Failing to do the above, FMD will not entertain the request.
3. For booking date, please booked at least one day ealier for setup   
     purpose

4. For booking date of clearance, please also booked at least one day 
    after the event
	Date Event
	Booking Date/ Time for Setup
	Programe time
	Booking Date/ Time for Clearence
	Venue &

Room No.
	Capacity
	Other requirement (Please specify)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


VIP Involved ( Internal)

	NAME


	DEPARTMENT / FACULTY / UNIT

	
	


VIP Involved (external)

	NAME


	FROM/  COMPANY

	
	






Recommended by

………………………………….

………………………


applicant’s signature

STUDENT AFFAIRS AND SPORT DIVISION 

DATE:



DATE:
FACILITIES MANAGEMENT DIVISION

All the borrowing rules and regulations below must be adhered to and will be changed from time to time or based on the approval from FMD Management.

1.
All requests must be made seven (7) working days before the borrowing of the said equipment or before the planned activity.

2.
Request must be made using FMD/M/0096/Pin.1/2006 form and the FMD / AG borrowing agreement only.  The form can be found at FMD and STAD.

3.
Requests which are not complete or done without using the said form will not be entertained.  All request through fax or telephone will not be entertained either.

4.
Once the request has been approved, the representative from the club / society / any related person must come to FMD store to pick up the equipment to be borrowed.

5.
The representative from the club / society must take full responsibility to arrange the equipment at the location that has been approved.

6.
FMD will not be responsible to any arrangements of equipment, to decorate or securing the equipment that has been borrowed.  Anyhow the club / society may obtain advice from FMD for their arrangement and decoration.

7.
If the representative of the club / society fails to be present at the specified time, the request will be annulled and new request must be done.  FMD will not be responsible if the delivery of the equipment is late if there is no cooperation from club / society.

8.
The club / society must ensure that the equipment/s is/are well taken care off and returned in good condition.  All damages will be born by the club / society.

9.
The equipment must be returned by the club / society or representative to FMD’s store.  If the club / society fail to do so, FMD will classify the equipment as being lost and the club / society will bear the cost.

10.
The organizing committee shall be responsible to ensure the cleanliness of the venue during and after the event.  The condition of the venue must be at its satisfactory level prior to your handing over the state venue of MMU.

11.
The organizing committee shall be held responsible to ensure that all food preparation must be perform outside of MMU.  Any food serving inside MMU must be properly prepared and must have an approval from Business Unit (BU).  The organizer shall also be responsible for any misconduct by the food operator should on is engaged.

12.
The organizing committee shall be held responsible to bear all cost related to rubbish disposal and to ensure that all rubbish are disposed at the designated (i.e. rubbish compartment).  The club / society must ensure the rubbish to be put properly in the garbage bag before disposal.

13.
No food and drink counter / booth are allowed at CLC Concourse area.

14.
Student club / society shall be responsible for cleanliness of the area.  If the Inspection 

Committee finds the area to be dirty, a fine shall be imposed.

15.
All banner and wording must be dismantle after the permit issued expired.

16.
FMD will help to hang all the banners at front gate and back gate only.  For others location, the club / society have to hang it by themselves after getting approval from STAD.

17.
Student/club that borrrow ladder from FMD must be fully responsible for it usage. FMD shall not be liable in any way if there is any injuries or death resulted from the usage of the ladder.

18.
For curtain at the Main Hall, if there is a need to use during the Program, Student club / society must notified FMD earlier (i.e. 5 working days before the said event, Student club / society also have to fill in the curtain Agreement Form).

19.
FMD shall be held responsible in ensuring the air-conditioning and lighting are well functioning during the event, unless a supervening event occurs.

20.
FMD has the right to take back any equipment that is being used if there is an official ceremony done by the University at any time.

21.
FMD will black list any club / society who have failed to follow the agreement that has been set and agreed.

22.
FMD shall not be responsible for any late request or late changes to the request.

We / I _____________________________ on behalf of ________________________ hereby are agreed with the above terms and conditions and agreed to adhere to every rules and regulations as stated above.

Signature

:
__________________________________________________

Date


:
__________________________________________________

Name


:
__________________________________________________

ID. No.


:
__________________________________________________

Name of Society / Club
:
__________________________________________________

Faculty


:
__________________________________________________

Telephone No.

:
__________________________________________________

	WITNESS BY (STAD)
	VERIFIED BY (SRC)
	VERIFIED BY (FMD)
	APPROVED BY (FMD)

	…………………………

Signature :

Name :

Position :

Date :


	………………………..

Signature :

Name :

Position :

Date :
	………………………….

Signature :

Name :

Position :

Date :
	……………………….

Signature :

Name :

Position :

Date :


FOR ANY INQUIRY PLEASE CALL 013-6306070 (ON CALL) AFTER OFFICE HOUR OR 

WEEKENDS

