HarbourFront Centre Atrium Rental Guidelines
(updated as at June 2007) 

1. Procedure 

i) Applications of atrium rentals to be submitted via email or in person.
ii) HarbourFront Centre Management (HFCM) reserves the right to be selective of the type of merchandise that will be promoted by the exhibitor, the final selection of which is to be approved and decided by HFCM. Approvals of the applications are at the discretion of HFCM and are subject to availability of the exhibition area, the type of promotions and products. HFCM reserves the right to cancel any bookings at absolute discretion.
iii) Any change in merchandise other than those approved by HFCM shall be deemed as non-compliance and HFCM has the right to terminate the exhibition without any refund.
iv) HFCM shall have the right to instruct the licensee to remove any merchandise, signages, etc deemed not suitable for the mall. Any merchandise, display or signages in question shall be removed by the Licensee within 2 hours' notice.

2. Payment Terms 

i) Full payment to be made at least 5 working days before the start of the event/fair. 

ii) Security deposits for all atrium spaces chargeable at $1,000 per event unless otherwise advised.

iii) All security deposits will be refundable.

iv) Licence fees including GST and security deposits shall be made in favour of “HarbourFront Centre Pte Ltd”. Post dated cheques will not be acceptable. 

3. Submission of Statutory Operating Licenses 

i) The Licensee must submit a copy of the plan showing the layout of the exhibition and perspective of display within the Licence area to HFCM at least 2 weeks prior to the Licence Period.
ii) The exhibitor shall observe and conform to the requirements of all regulations, restrictions and notices imposed or issued by HFCM / Land Office or any relevant authorities and of all laws, by laws, rules or regulations imposed on or governing or prescribing the use and occupation of the Licence area.
4. Operations & Set Up /Tear Down
i) The Licensee is responsible for all damages to the Licenced area used as a result of set up, dismantling or during the promotion.
ii) The Licensee is required to work within the confines of the Licenced area provided. Additional and unauthorised fixtures and/or displays outside the Licenced areas are strictly prohibited without prior consent from HFCM.
iii) The Licensee is responsible for keeping the premises clean and tidy throughout the Licence period. The promoters engaged must be properly attired. Slippers and sandals are not permitted, nor is the consumption of tidbits, food and drinks. Cartons are not to be left lying around at any point of time without prior consent from HFCM.
iv) The Licensee should not affix or otherwise exhibit or place on the common corridors of passageways or the windows or any part thereof any poster, signboard, banner or any advertising material which may contravene any statute or regulations or which may expose HFCM to any fiber or penalty by reason thereof.
v) The licensee shall not tout or offer sale or trade by himself or through his employees, or agents in or around the public areas or vicinity of the Building.
vi) HFCM shall not be responsible or liable for the any properties left at the Licenced area during the Licence period caused by whatsoever act. The Licensee shall be responsible for the insurance and security of all his/her properties displayed at the Licence area. The Licensee shall remove and reinstate the Licensed area to its original state and condition at his/her own expense to the satisfaction of HFCM at the end of the Licence period, failing which HFCM shall remove and dispose the display items and reinstate the place of display to its satisfaction and costs incurred thereby shall be borne by the Licensee.
vii) All loading and unloading of equipment must be conducted at the designated loading/ unloading bay. A schedule of set-up and dismantling must be submitted at least 3 working days prior to the Licence period. Setting up can only be done between 10 pm to 10am one day before the start of the roadshow. Dismantling can only be done on the last day of roadshow before 11pm unless with prior approval from HFCM.

5. Booking period

i) Advised to book at least one month in advance, minimum of 5working days for documentation, unless otherwise approved by HFCM. 
Note:

The above are guidelines for reference before the endorsement of license agreements for short term leases of event spaces. Subject to contract/licensee agreements.  

