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New Asia College, The Chinese Un1vers1ty of Hong Kong
Hui Gallery: Venue Booking Procedures 2020/21
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Donated by the Hui’s Family, the Hui Gallery is established for promoting arts and cultures in the campus. In
addition to the exhibitions organized by the College, the College actively encourages the University community to
organize individual and joint exhibitions at the Gallery. Venue booking procedures are as follows:
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The Committee on the Management of the Hui Gallery (the Committee) reviews applications annually in April.
Applicants shall submit completed online application form and relevant documents in person to the Dean of
Students’ Office of New Asia College on or before 19 June 2020 5:00 p.m., otherwise, the application will be
cancelled. Please mark the reference number on the right-hand corner on all your supporting documents. Please
find the reference number in the Acknowledgment email after submission of the online application.
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The College only accepts applications from Faculties, Departments or Administrative Units of The Chinese
University of Hong Kong (CUHK). Individuals and non-CUHK parties shall submit applications through
departments and units of CUHK.
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Preference will be given to members of the New Asia College.
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Applicants shall submit detailed exhibition proposals to the College (about 500 words; in point-form). Concept,
type, quantity, dimensions, relationship with the media, decoration methods and arrangement of exhibits shall be
clearly indicated on the proposal.
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Applicants shall submit recent artwork samples of the exhibitors (electronic format preferred) to the Dean of
Students’ Office of New Asia College. Materials submitted will be treated as important indexes for approving
applicants’ application.
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Applicants shall submit endorsement from faculty/department/unit of CUHK.

7. FERINV 283 BE Eff b AL g R 8- BE
Each student can only participate in a maximum of two exhibitions; External applicant can only participate in a
maximum of one exhibition.
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Exhibition period: 2-6 weeks for internal departments and units; 2 weeks for individuals. Special arrangements
may be made by the College upon request.
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In case of emergencies, the Committee reserves the right to modify approved exhibition periods 20 days prior
the launch of the exhibitions.
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Applicants shall settle a_deposit of HK$2.,000.00 within one week upon the College’s approval of their
applications. Those who fail to do so shall be regarded as giving up their applications. The deposit will be
returned to the applicants upon completion of the exhibitions. If the exhibitors would like to cancel the
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exhibition, fail to launch the exhibition during the scheduled period or change the exhibitor(s), they shall notify
the College at least one and a half month prior to the exhibition and arrange for swapping with another group of
exhibitor(s). Failure to do so shall result in forfeiture of the deposit. Deposit will also be forfeited if the
exhibitors have caused any damage to the facilities in the Gallery. The forfeited deposit will be used for
maintenance of the Gallery.
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The Committee reserves all rights to examine and approve activities to be held at the Hui Gallery.
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New Asia College, The Chinese University of Hong Kong
Hui Gallery: Floor Plan
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New Asia College, The Chinese University of Hong Kong
Usage of Hui Gallery: Regulations
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All exhibits shall be properly framed or installed.
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If sticking exhibits on the wall is necessary, mask the wall first by using “Masking Tape” and exhibits are then

pasted on the tape’s surface. Only iron nails of 1.5 inches long can be used for hanging exhibits onto the wall.

Staples can be used for hanging exhibits of lighter weight.
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Attaching items on pillars inside the Gallery is strictly prohibited.
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Exhibitors are responsible for installing the exhibits. All exhibits and materials shall be removed on the last day of

the exhibition period. Exhibitors are responsible for all damage caused.
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All iron nails and staples shall be removed by the exhibitors on the last day of the exhibition period. Appropriate

tools shall be used for removing iron nails, so as to keep the walls in good condition.
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Nail holes shall be patched up by the exhibitor on the last day of the exhibition period. First use patching plaster to
patch up the hole, then smooth the patched surface with sandpaper, and finally paint it. Please use the patching
plaster, sandpaper and paint provided by the College and cover the floor with newspaper to avoid smear.
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Defacing of facilities (eg. walls, pillars, floor) in the Gallery is strictly prohibited. Exhibitor must not paint on the
walls directly, or deposit will be forfeited.
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All emergency exits must not be blocked.
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All floral baskets shall be removed from the Gallery within three days after the completion of the Opening
Ceremony.
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Smoking and setting of fire in the Gallery are strictly prohibited.
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Food and drink are not allowed in the Gallery. Tea reception shall be served outside the Gallery.
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Exhibitors are responsible for receiving guests, maintaining order, purchasing insurance and safeguarding exhibits.
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Exhibitors are responsible for publicizing the exhibitions. Posters clearly indicating exhibition title and period shall
be posted up in proper areas of the Gallery.
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Opening hours of Hui Gallery: 9:30am-4:30pm (Monday to Friday); 9:30am-12:30noon (Saturdays); Closed
(Sundays and Public Holidays).
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The College is not responsible for any damage or loss of exhibits.
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Exhibitors have to finish all the clean-up (including the removal of installations and exhibits) by 3:00pm on the last
day of the exhibition period, and also ensure the venue is clean and tidy. Any damages caused should be well
restored and then checked by staff members of the College on the same day.
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Applicants shall settle a deposit of HK$2,000 once the College has approved their applications. The deposit will be
returned to the applicants upon completion of exhibitions, under the circumstances that all facilities are in good
condition. The deposit will be fully/partially forfeited if the exhibitors failed to clean up the Gallery on the closing
day or caused any damage to the facilities in the Gallery. The College reserves all rights to claim from the
exhibitors the full payment of the cost for the maintenance and replacement of facilities in the Gallery.
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If all installation works cannot be completed by 3p.m. of the opening day, the College will cancel the sponsorship
granted to the exhibitors for the organizing the tea reception.
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Exhibitors can borrow tools from the College for installing and removing exhibits. All tools shall be returned to the
College on the closing date of the exhibition. The deposit will be fully/partially forfeited if the exhibitors failed to
return all tools on the closing date or caused any damage to the tools. The College reserves all rights to claim from
the exhibitors the full payment of the cost for the maintenance and replacement of the tools.
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Members of the Committee will inspect and assess the exhibitions and the assessment will serve as a reference
when the same exhibitor submits applications again in the future.
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Applicants and exhibitors shall follow all instructions given by staff members of the College. For emergencies,
please immediately contact the College Office at 3943-7609 or the Security Unit of the University at 3943-7999.
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If the exhibitors would like to cancel the exhibition, fail to launch the exhibition during the scheduled period or
change the exhibitor(s), they shall notify the College at least one and a half month prior to the exhibition and
arrange for swapping with another group of exhibitor(s). Failure to do so shall result in forfeiture of the deposit and
be blacklisted.
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The Committee reserves all rights to examine and approve activities to be held at the Hui Gallery.

24355 ¢ FronEPTRERE 2R/ NME (3943-8703; carmen.lee@cuhk.edu.hk) -
Enquiries: Miss Lee (3943-8703; carmen.lee@cuhk.edu.hk), Dean of Students’ Office, New Asia College.
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New Asia College, The Chlnese University of Hong Kong
Venue Booking Form (2020/21) of the Hui Gallery
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Please submit completed online application form, 500-word exhibition proposal, endorsement from faculty/department/unit of

CUHK and artwork samples for each exhibitor (electronic format preferred) in person to the College Office of New Asia College

on or before 19 June 2020 5:00p.m..

m

¥ 3+ T4 Applicant’s Information

7 7 Name
% 3% Telephone (£ # 7T 3% Mobile) :
T %% Email : # % % 1% College Affiliation:

B Address
& 9 & # Name of the Exhibition :

%% p g Period : 1+ It/ T 2MTE 4 gsemester

BREH (1A & 5 R) Intended Exhibition Period (Duration of two weeks) :

B 9873 Format : % & Individual Exhibition / ¥ & Joint Exhibition”

B A 4 ¢ Name of exhibitor(s) :

(72 Note - R Z /mzr v » 7 FH PP £ 4 ZF - Without getting permission from the College, change of exhibitor(s) is prohibited

FELZRTRES BEF - Each student can only participate in a maximum two exhibitions;
ReH A LA F R L% - 3 f7 - External applicant can only participate in a maximum one exhibition)

A #¥ 32 ¥ p ¥ = Endorsement from Faculty/Department/Unit of CUHK
H > r%u_ Faculty/Department/Unit -
B % 4 Contact person : ’F Title :
B % 7 3% Telephone : * £8 Email :

B &~ BELARZ g4 5 H Exhibits, Opening Ceremony and Supplementary Activities
E &3¢ % Type of exhibits : #icE  Quantity :
4 %5 B %L Opening Ceremony © & Yes[ ] # Nol[]

B ﬁﬁ}; B s e im b o S (desdk ~ 3 ) Supplementary Activities during exhibition, please specify
(e.g. Talks, Tour) :

B FHEE F 4 Contact Person During the Exhibition Period
¥ £ Name : <+ 3% 7 3% Mobile :
% 2% Email :

rApe FELET M= v Ag ) Hw ¢ ‘,;-—5 EE R PP ET o KA L ;&i HHieEHEs I f2
AR PTGy HFLER ip % o I understand the terms and conditions for renting the Hui Gallery. I am also
willing to comply with the regulatlons I have submitted recent artwork samples of the exhibitor(s), which will be treated
as important indexes for approving this application.

% % Signature p #F Date
Rl A
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New Asia College, The Chinese University of Hong Kong
Venue Booking (2020/21) of the Hui Gallery
Endorsement from Faculty/Department/Unit of CUHK
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Please submit completed online application form, 500-word exhibition proposal, endorsement from faculty/department/unit of
CUHK and artwork samples for each exhibitor (electronic format preferred) in person to the College Office of New Asia College
on or before 19 June 2020 5:00p.m.. Please mark the reference number on the right-hand corner on all your supporting
documents. Please find the reference number in the Acknowledgment email after submission of the online application.

¥ 3+ T4 Applicant’s Information

¥ 7 7 Name

% 3% Telephone (£ # 7 % Mobile) :
%% p i Period : 1+ It/ T 2MTE 4 gsemester

BREH (25 &5 R) Intended Exhibition Period (Duration of two weeks) :
B §87;3% Format : % & Individual Exhibition / ¥ & Joint Exhibition”

B A 4 ¢ Name of exhibitor(s) :
;i Note = X, f,_:}/ EAN S SN S ff - Without getting permission from the College, change of exhibitor(s) is prohibited
FBEE Z T RLET RBEG Each student can only participate in a maximum two exhibitions;
oA LA F R L% - 3£ f7 - External applicant can only participate in a maximum one exhibition)

B &~ BEL 4R Z 458 Exhibits, Opening Ceremony and Supplementary Activities
& &% % Type of exhibits - #ic®  Quantity :

2 %5 B %L 4 Opening Ceremony : & Yes[ ] F No[]

B Ep R s A Ee 0 G (Ao~ ¥ ) Supplementary Activities during exhibition, please specify
(e.g. Talks, Tour) :

i P - Rp H = Endorsement from Faculty/Department/Unit of CUHK

[had wf]u- Faculty/Department/Unit -
Eiq, % A Contact person : B%‘« i~ Title :
mi % 7 3% Telephone : 7 #8 Email :

w4 % % Signature : p # Date :




