
1 / 1 

Appendix III 

 

Management Company of Olympic House Limited 
 

Flow Chart of Meeting Facilities Booking Procedure 
 

 

 

 

   

 

 

 

 

 

  

  

 

 

MCOHL will send back the booking confirmation and allocation arrangement of 

the meeting facilities or “Facilities and Services Agreement” 

Send the Meeting Facilities Booking Form and/or AV Equipment Form to MCOHL 

Send the Booking 

Alternation / 

Cancellation Form to 

MCOHL 

($50 deposit or 25% of the 

total hiring charge will be 

forfeited if less than 14 

calendar days) 

Confirmation by 

MCOHL and refund 

arrangement (if any) 

Use the facilities 

on the booked 

date 

Cancellation of 

the booking will 

be considered 

Forfeit deposit or 

full payment 

 

If the booking included charges, full payment should be paid on or before the assigned date 

stated in the “Facilities and Services Agreement” 

Changes or Cancellation Payment on time Late Payment No Show 

On site Booking 

0-4 days before the event 

Normal Booking 

4 days to 6 months before the 

12-month Advance booking 

6 months to 12 months before the event 

Yes Yes 

Preliminary check the availability of meeting facilities by phone 
No 

End 


