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 A. Hirer – Tax invoicing details required

Name of organisation:      
ABN:
     
Responsible person / Guarantor:      


Postal address:      


Tel no: (wk)      
(mob)      
Fax no:      
Name of function:      


 B. Facilities/equipment

	Facility
	Equipment
	Dates
	Times
	Cost (includes GST)

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Estimated attendance figure:      
Total projected hire charges:      


Security deposit is payable with your application to confirm the booking (refer Conditions of Hire next page).

Total projected hire charges are payable not later than 14 days prior to the first hire date.

Do you require catering? 
 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes (contact Events and Catering Coordinator)

Do you intend serving alcohol? 
 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes (contact Events and Catering Coordinator)  

Do you intend making sales of any kind?
 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes 

(If yes, provide details)      
)

Do you intend playing / performing live or recorded music? 
 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes 

(If yes, provide licence number      
)

Do you intend screening a film or video clip? 
 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes 

(If yes, provide licence number      
)

Will you generate heat or smoke inside or near the room?  
 FORMCHECKBOX 
 No  FORMCHECKBOX 
 Yes (If yes, discuss requirements details) 

Are you paying in full on application? 
 FORMCHECKBOX 
 Yes   OR   FORMCHECKBOX 
 Deposit only   

 C. Booking application

This is your booking application. The application requires the Manager’s approval prior to being confirmed.

I/We      
apply to hire the University facilities/equipment described above. I/We agree to comply with all University statutes, rules and conditions of hire. 

My/Our cheque for A$      
in favour of the University is attached as a security deposit (Refer to Section 6 of Conditions of Hire). 

In consideration of the Manager approving this Application, I/we      
personally guarantee to the University the payment of all hire charges and performance of all the Hirer’s obligations pursuant to this Application. 

Signature of Hirer: 
Date: 


Signature of Guarantor(s): 
Date: 


 D. Events and Catering Manager’s approval

The University accepts your offer to hire the facilities/equipment described above. In consideration of you complying with University statutes, rules and the conditions of hire hereto and your payment of the hire charges, the University grants you a non-exclusive licence to use the facilities/equipment on the dates and during the times specified.

Signature of Manager, Events and Catering: 
Date: 


 E. Office use

	Date invoiced: 


Please credit to account codes as follows: 


Invoice no: 


Security deposit/payment held: 

	Entered:


Return to:  
Events and Catering, University of the Sunshine Coast, Maroochydore DC QLD 4558 


Tel: +61 7 5430 1173 Fax: +61 7 5430 1137

Please note: domestic animals are prohibited on the university grounds at all times

 Conditions of Hire – Innovation Centre

1. Use of facilities: The hirer may use the facilities/equipment for the purpose for which their hire was approved on the dates and during the times specified. The Hirer will comply with all instructions given by authorised persons whether regarding the use of the facilities/equipment, conduct or parking on University grounds or otherwise. If the facilities/equipment are not vacated at the end of the hire period an additional charge not exceeding a half day hire charge will be payable by the Hirer.

2. Indemnity: The Hirer indemnifies the University against all claims, demands, liability, costs and expenses (including full indemnity legal costs) it may incur or for which it may become liable arising out of or in connection with the hire the subject of this application (including any injury to any persons entering University grounds or facilities or damage to any property as a result of or in connection with the use of the facilities/equipment by the Hirer and associated persons and persons present at the invitation of or with the consent of the Hirer. The Manager may require the Hirer to effect appropriate insurance cover to protect the University.

3. Guarantee: The Responsible Person(s)/Guarantor(s) personally guarantees to the University the due and punctual performance and observance of all the Hirer’s obligations pursuant to the Application for Hire and Conditions of Hire, and indemnifies the University against any loss howsoever arising as a consequence of the Hirer use of the facilities/equipment by the Hirer and associated persons or its failure to strictly comply with the Conditions of Hire.

4. Public nuisance: The Hirer’s use of the facilities/equipment must not create any public nuisance. The Manager may specify a time when the noise level of any live or pre-recorded sound will be reduced. The University may terminate the Hirer’s use of facilities and equipment if it considers any public nuisance is created.

5. Responsibility for damage: The facilities and equipment hired must be clean and undamaged at the end of the hire period. All damage to the facilities/equipment (or other University property) will be the Hirer’s responsibility. If extra cleaning or repair of damage is required to return the facilities/equipment (or other University property) to their prehire condition, such cleaning or repair will be arranged by the University and charged to the Hirer.

6. Security deposit: The Hirer will pay a security deposit as deemed by Events and Catering or in full if the application is less than 30 days prior to the first hire date. The security deposit may be used for extra cleaning or repair of facilities/equipment (or other University property). The balance of the security deposit will be refunded when the facilities/equipment are returned to their pre-hire condition. Any monies expended in excess of the security deposit will be payable by the Hirer and recoverable as a debt due to the University.

7. Advertising material: No display of advertising material shall be displayed/permitted on campus without the Manager’s permission. The University’s name must not be used in any material produced or disseminated by the Hirer without the Manager’s written permission. Signage on public property off campus must be approved with a permit from the Department of Main Roads or the relevant authority.

8. Changes to hire agreement: The Manager must authorise any changes to this hire agreement in writing. If any change results in a cancellation of part of the hire, Clause 9 will apply. 

9. Cancellation: Any cancellation of the hire agreement (in whole or in part) must be advised in writing.  If cancellation is notified in writing not less than 3 months before the first hire date, all hire charges and the security deposit (less a A$200 booking fee) will be refunded.  If written cancellation is received less than 3 months but no less than 1 month prior to the first hire date, the Hirer will pay 50% of the total projected hire and catering charge. If written cancellation is received less than 1 month but more than 8 days  prior to the first hire date, the Hirer will pay 75% of all projected hire and catering charges. Full fees will apply for 7 days or less notice for cancellation. The University may cancel the hire agreement at any time without liability if circumstances arise which it considers makes the hiring impractical or inappropriate.

10. Consumption of alcohol: Alcohol must not be sold and/or consumed on University grounds without the Manager’s approval. If alcohol is to be sold and/or consumed, the University will obtain a booth licence for the Hirer at the Hirer’s cost. The Hirer will ensure that all alcohol is consumed only within the location and during the times nominated by the University and the licence. The Manager’s approval may be withdrawn at any time during the hire period if detrimental circumstances arise, which the Manager considers makes alcohol sale or consumption impractical or inappropriate. University Security is compulsory at all events with alcohol. The Hirer is responsible for all charges incurred.

11. Security: The Manager may require the Hirer to provide security measures satisfactory to the University in relation to the hire the subject of this agreement at the Hirer’s cost.

12. Catering: The University reserves the exclusive right to undertake catering on campus.

13. Evacuation: In the event of an emergency the Hirer will arrange the orderly evacuation of the facilities the subject of this hire agreement. Any unauthorised use of heat or smoke, which causes a fire alarm activation and fire brigade attendance, will result in all relevant charges at the Hirer’s cost.

14. Smoking: Smoking is prohibited in all University buildings and facilities.

15. Animals: BEWARE – the animals on campus are wild. Extreme care should be taken when near the animals. Domestic animals are not permitted on campus.

16. Services provided by University: The University will provide (within reasonable usage) electricity for light and power, and water during the hire period (provided electricity supply is available from public utilities).

17. Recycling: The University actively promotes the use of recyclable products and consumables. Hirers are requested to use recyclable products wherever possible.

18. Privacy: The University of the Sunshine Coast is collecting the information on this form to carry out its functions under the University of the Sunshine Coast Act 1998. The University of the Sunshine Coast may disclose some or all of this information to appropriate agencies if required including but not limited to the Commonwealth Department of Education, Science and Training, the Australian Taxation Office, etc. For more information, see our Privacy Plan online <www.usc.edu.au/privacyplan>.

19. Copyright and licensing: It is acknowledged and agreed by the Hirer that the Hirer shall not reproduce, perform, broadcast or communicate or cause to be reproduced, performed, broadcast or communicated any music, film or video clip at the venue unless the Hirer has first obtained the written licence or permission from the copyright owner or its authorised representative to do so. The Hirer will supply a copy of the licence permission to the University. 
Contact the following for assistance re licensing: Musical Works – public performance or communication ( APRA Tel: 1800 882772 or <www.apra.com.au>. Sound Recordings – playing ( PPCA Tel: +61 2 9267 7877 or <www.ppca.com.au>.

Hirer’s Initials: _____________________
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