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Rental charges for Conference Room and Facilities as at July 2010:
	
	Rate
	Charges

	Conference Room
	Mondays-Fridays

9am-6pm
	$100/hr

(min of 2 hrs)

	Refreshments
	1 Tea Break
	$5/pax

	
	1 Tea Break+1 Lunch
	$20/pax

	
	2 Tea Break+1 Lunch
	$25/pax


(A)Procedures for Rental:

1. Rental of the Conference Room and Equipment shall be made by completing and returning the original completed Application Form to the Secretariat of Singapore Insurance Institute. 

2. Application Form  is available by request through phone and email to SII at admin@sii.org.sg and submission to the SII Secretariat by email or fax to 6224 39959
3. The rental of the Conference Room and Equipment is subjected to the Terms and Conditions as set out in the Application Form.

(B)Application for Use of Facilities:
1. Application must be submitted not less than 3 weeks before the proposed event by  

        email to admin@sii.org.sg or fax to 6224 3959, to the SII Secretariat.
2.  Please delete where appropriate in the prescribed form below:
	(1)Name of Applicant:

(2) Contact number/email:


	(3)Name of the Company:



	(4)Date of use:
(5)Start Time:



	(6)Event (brief details):


	(7)Number of Attendees:

(8)Refreshment:
Tea-break                                                      Time: AM/PM
Lunch                                                            Time:



	(9)Use of Equipment:
    Projector: Yes / No

    Laptop: Yes/No
(10)Total Charges Payable:  $______________________________



	We/I hereby agree and accept the terms and conditions for the rental use of the SII Conference Room and Equipment at 139 Cecil Street #04-04 Cecil House Singapore 069539.
Authorised Signature:_______________________

Name:

Date:




(c)Terms and Conditions for use of the Meeting Room and Equipment

1. The applicant shall use the Conference Room for the purpose of the Event only.

2. Tea-break will be provided by the Food & Beverage caterer(s) appointed by SII.

3. Applicant shall pay to SII a non-refundable deposit of 50% of the total rental charges payable upon submission of the Booking Form to reserve the facilities and equipment.

4. Payment of the balance 50% of the total rental charges payable shall be due and payable no later than the date of the event before the facilities and equipment is made available for use.

5. Booking will be considered cancelled without further notice if full payment is not made before the Event.
6. Written Notice of Cancellation of booking must be at least  2  weeks’ notice, otherwise an additional  cancellation charge equivalent to 20% of the total rental charges shall be payable. 
7. The applicant shall commence the Event at the scheduled time and shall procure that the Conference Room be vacated and remove all exhibits, setups and personal belongings from the Conference Room at the end of the time period indicated in the Application Form(the “Rental Period”).

8. Additional charges shall be payable for use of the Conference Room after the Rental Period at $50 an hour.

9. All unclaimed properties left at SII’s premises after the Event shall be deemed as abandoned unless written approval was obtained from SII for their storage.
10. Applicant is required to return to SII all rented Equipment in the same state and condition as collected by the applicant at the end of the Rental Period, failing which additional charges shall be payable by the applicant at the rate of $200 per hour(or any part thereof).
11. No fixture or other equipment shall be affixed or otherwise installed in the Conference Room or any part of SII’s premises.

12. Applicant is responsible there is no smoking or consumption of alcohol by any attendees in the Conference Room or any other part of SII’s premises.

13. Applicant is liable for, and shall indemnify, and keep fully indemnified, SII with respect to any liability, loss or damage in respect to the Conference Room, the Equipment, facilities or any other property of SII or any part thereof, arising out of or in connection with the Event, whether before, during or after the Event.

14. SII shall not be liable and the applicant shall indemnify, and keep fully indemnified, SII with respect to all liabilities, loss or damages for, any personal injury, death, loss or damage any property, real or personal, arising out of or in connection with the Event.
_______________________________________________________________________________

