
 

FORM 15 
HKTDC Education & Careers 

Expo 2017 

香港貿發局教育及職業博覽2017 

23 – 26 / 2 / 2017 

Return to : 
Hong Kong Convention and Exhibition Centre 
1 Expo Drive, Wanchai, Hong Kong 

Tel : (852) 2582 7195 
Fax : (852) 2582 7127 
Attn: Mr. Spencer Chan, Assistant Security Manager
Email : spencerchan@hkcec.com 

Deadline: 
23 January 2017 

Hire Of Security Guards Order Form 
聘請護衛員申請表 

1. Security Services 4 Hours 5 Hours 6 Hours 7 Hours 8 Hours 9 Hours 10 Hours 11 Hours 12 Hours 13 Hours

a 633 732 800 864 874 946 1,039 1,142 1,247 1,514

b 702 801 901 975 1,041 1,110 1,174 1,291 1,409 1,701

c 1,068 1,168 1,209 1,361 1,468 1,627 1,724 1,896 2,067 2,525

d 782 880 990 1,088 1,223 1,354 1,405 1,547 1,687 1,992

e N/A N/A N/A N/A 2,104 2,366 2,629 2,861 3,154 N/A

2. From To From To

a

b

c

d

e

f

g

h

Total without adjustment:

Late order surcharge 15%

Site order surcharge 30%

Total Amount 

Cancellation charge

Total
Hours

Date

Working Period

TimeNo. of 
LabourServices D etails

HK$ per Shift (Consecutive Hours)

  Security Guard

  Security Supervisor

  Security Officer

  Guard in P lain Clothes

  Armed Guard

Total HK$

 
 

REMARKS:

a. All Security Guard services are charged for a minimum of 4 hours except for Armed Guard services w hich are charged for a minimum of 8 hours.

b. For Security Guard Service, a minimum of 1 Security Supervisor must be employed for each deployment of 3 to 6 Security Guards or Armed Guards.

c. For Armed Guard Service, a minimum of 1 Armed Guard must be employed for relief / stand-by purposes.

d.

e.

f.

g.

h. All security and guarding services at the HKCEC are exclusively provided by a licensed third-party.

i.
j. Orders w ill not be processed until full payment is made.

Services for guard services for cash-in-transit may be quoted upon request.

A 2-w eek notice is required for ordering security services. Provision of security personnel is subject to availability at the time of ordering. Cancellations of 
confirmed orders for security personnel are subject to 50% and 100% cancellation charges for notice given w ithin 7 days and 3 days respectively prior to 
the specif ic service commencement date indicated on the Order Form.

HML w ill provide separate quotations for special arrangements such as high level of deployment guard services (in excess of 150 guards per shift), or age 
and language preference.

Please see enclosed for General Notes and Conditions.

For security services requested in excess of 12 consecutive hours, personnel charges w ill be calculated for a minimum of 14 hours and on the basis of the 
rate for 10 hours plus the rate for the additional hours specified in the table above. Examples: charges for security guard service  for 14 consecutive hours 
w ill total $1,672 ($1,039 + $633); charges for  security guard service for 15 consecutive hours w ill total $1,771 ($1,039 + $732); and, charges for security 
guard service for 16 consecutive hours w ill total $1,839 ($1,039 + $800).

PLEASE RETURN THIS FORM TO:  Hong Kong Convention & Exhibition Centre (Management) Ltd.
Event Planning & Co-ordination Department
1 Expo Drive, Wanchai, Hong Kong, China
Tel: (852) 2582 8888                              Fax: (852) 2582 7106

Card Number:

Cardholder Name:

Expiry Date: Signature: 

CREDIT CARD INFORMATION:

AMEX VISA MASTER DINERS

AUTHORIZATION FROM USER:

Company Name:

Company Address:

Tel No.: Name (in caps):

Fax No.: Signature:

Date:                                      E-mail Address: 
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GENERAL NOTES AND CONDITIONS

1

2

3 Cancellation Charges w ill apply in accordance w ith the follow ing table:

4

5

6

7

8

9

10

11

12

13

At any time after a User has not complied w ith an agreement to use service and/or equipment, HML may terminate the rental services or use of equipment, by notice 
to the User and w ill take possession of the equipment. The User w ill remain liable for any and all unpaid charges and HML may apply, and retain all or a portion of the 
User’s security / damage deposit as may be necessary to compensate HML for any unpaid charges, damages or expenses incurred on account of non-compliance.

All orders must be submitted w ith applicable payment according to the day of the invoice in Hong Kong Dollars, exempt from any bank charges, including the required 
deposit. Cheque or bank draft (must be draw n from local banks) must be made payable to “Hong Kong Convention and Exhibition Centre (Management) Ltd.” or T/T or 
cable transfer to “The Hong Kong and Shanghai Banking Corporation Ltd., Sun Hung Kai Centre Branch, Shops 115-117 and 127-133, 1/F Sun Hung Kai Centre, 30 
Harbour Road, Wanchai, Hong Kong.  A/C No.: 582-000683-001.” Sw ift Code: HSBCHKHHHKH Payments by major credit cards are also accepted. HML reserves the 
right not to process orders w ithout payment.

The provision of any services / equipment is subject to availability at the time of ordering. Orders w ill be accepted on a “f irst come, f irst served” basis. HML reserves 
the right to reject any orders received; in such cases, Users w ill be notif ied accordingly.

If by reason of Force Majeure Event, labour dif f iculties, shortage of materials or any other cause outside the control of HML, or if HML is unable to provide any or all of 
the services or equipment ordered during the w hole or any part of the duration of the event, the User’s sole right shall be limited to a refund on a pro-rata basis of the 
charges paid for the services or equipment.

The User w ill be responsible for returning all equipment and related materials to HML w ithin 1 hour of the end of the Licensed Period or other time period specif ied.

The User w ill be liable for any loss or damage to the equipment arising from the User’s negligence, mis-use, unauthorised maintenance or other cause w ithin the 
reasonable control of the User, its representatives, employees, agents or invitees. In the event of any loss or damage to the equipment for w hich User is responsible, 
the User w ill reimburse HML for the total cost of making good, or replacement if necessary.

The User w ill be in default of the agreement to use services and/or equipment if the User fails to pay any charges w hen due or fails to return the equipment to HML 
after use.

“User”
Includes Licensee, or any contractor, subcontractor or other person or entity that utilises the services or equipment included in this document.

In general, orders for services and equipment for exhibitions must be submitted to HML before the deadline; otherw ise, a surcharge of 15% shall be imposed on the 
basic rates.  In addition, applicable on-site orders or amendments are subject to a surcharge of 30% of the basic rates. HML reserves the right to refuse orders 
received after any applicable deadline.

Equipment can be used in one licensed venue only w ithout additional charge. Any individual equipment relocation to a dif ferent  venue on the same day w ill be subject 
to a labour charge equal to 30% of the rental charge. Any requests for equipment relocation to a different venue on subsequent day(s) w ill require a separate order.

All equipment provided by HML must be utilised w ithin HKCEC and used exclusively for the specif ied event and/or time period. The HKCEC’s Exhibition or General 
Event Rules and Regulations w ill apply to such use and the User is responsible for full compliance w ith any and all applicable provisions of those Rules and 
Regulations and w ill use equipment in a safe and proper manner. The User may not make any alternations, modif ications to, or utilise any attachments and/or additions 
w ith equipment.

Services included herein provided to any User by HML or utilised by Users, w ill be in compliance w ith the HKCEC’s Exhibition or General Event Rules and Regulations 
as applicable.

In the document, the follow ing definitions apply:

“HKCEC”
Hong Kong Convention and Exhibition Centre, the physical premises situated at 1 Expo Drive, Wanchai, Hong Kong, China including all of its internal venues and 
service areas, or other areas detailed in a Licence Agreement, and any and all furniture, f ixtures and equipment on the premises belonging to the HKCEC;

“HML”
Hong Kong Convention and Exhibition Centre (Management) Ltd, the management and operating company of the Hong Kong Convention and Exhibition Centre, its 
management personnel (including Event Managers and Assistant Event Managers), and other staff members acting under the authority of the management; and,

  


