
Senior Officers’ Mess Private Function Booking Form

	Dear Mess Member,

Thank you for booking the Senior Officers’ Mess (SO Mess) for a private function.  To assist us in preparing the venue and catering according to your preference, please kindly fill in this form with as much information as possible and return it to the SO Mess Manager by email at so-mess-manager@police.gov.hk  or by fax on 2200 4508. 
As required by the HKI Region Security Officer, please either arrange to receive your guests at the Caine House Compound Guard Post and escort them to the Mess if they do not have the right of access or, if they know the way to the Mess, then you may leave their names with the Caine House Compound Guard Post or security post inside the main building in order that entry without escort may be allowed.

Food & Beverages Member, SO Mess

     

	Name:
	Mess No.:
	Contact No.:

	Posting:
	PEN or email address:

	Date of your function (yyyy-mm-dd):
	

	Time of booking:
	From _______ hours to ______ hours (Closing time is 12 midnight)

	Venue:
	· Dining hall on 6/F 
· Bar area on 6/F

· Commissioner’s Lounge on 7/F (max 24 persons)

	Nature (e.g. farewell party):
	

	Estimated number of participants:
	

	Type of food preferred:
	(a) Mess Daily Lunch Menu 

(for lunch function only)

(b) Bespoke Menu by Mess Chef 

(for lunch and dinner.  Sample menus can be obtained from the Mess Manager.)  

(c) Arranged by PHQ Caterer or a Caterer approved by the Mess Committee
(please liaise with the Mess Manager for arrangement)
	□

□

□

	Requirement of Mess Staff:
	The Mess Manager will discuss and confirm with you once the above details are known.  As a general rule, one waiter is required for every 15 guests.

	Charges

1.
Deposit
:
A deposit of $2,000 should be made at the time of booking, which is to cover any damage / loss / spillages / mess caused.

2.
Food
:
As per Menu of your preference.

3.
Venue Charge
:
$350 per event (official functions waived). 

4.
Drinks (incl. wines/beers)
:
As per the current Bar Tariff.

5.
Corkage

:
$25 per bottle.

6.
Mess Chef / Extra Chef

:
Minimum $680 per function (for 5 hours and $136 per hour thereafter).

7.
Kitchen Helper

:
Minimum $350 per function (for 5 hours and $70 per hour thereafter).

8.
Barman / Waiter

:
Minimum $375 per function (for 5 hours and $75 per hour thereafter). 

	By signing this Booking Form, you fully acknowledge and agree to the Terms & Conditions for booking the SO Mess for a private function.  Any breach of the Terms & Conditions may lead to the Member who made the booking and, if the booking is made on behalf of an organisation, the organisation itself being barred from holding future functions in the Mess.
Name: _______________________________

Signature: _______________________________


(Revised April 2018)


