[bookmark: _Toc6844266]Meeting Room Reservation
After consultation with the administrative department of the exhibition hall, the Organizer of the exhibition can reserve meeting rooms for the exhibitors. Exhibitors can also reserve meeting rooms at the exhibition hall by themself. For booking through the Organizer of the exhibition, please send the <Meeting Room Reservation Form> to:

Operation Department,
MetalForm China Division, 
Confederation of Chinese MetalForming Industry
10/F Boya Tower C, Zhonguancun Life Science Park, Beiqing Rd., Changping, Beijing 102206, P. R. China.
Tel:：+86 10 5305 6669
Fax： +86 10 5305 6644
Email：metalform@chinaforge.org.cn


Tips：
When you reserve the conference room by themselves, you must consult Operation Department of MetalForm China Division of CCMI for the contact details, and inquire whether the hotel accepts the direct reservation.


Meeting Room Reservation Form

Company:                                     Booth No.:                           
Address:                                 Post Code:       Tel:                      
Resp. Person:            Cell Phone:                     Fax:                        
Email:                                                                            
1. Meeting Room
	Code of Room
	Size（m2）
	Date of Use
	Time
	Price
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	Sum
	


2. Equipment in Room
	Equipment
	Type
	Unit
	Price
	Description

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Sum
	



Tips：
1. Please make sure to write down your contact information for us to contact you. This page is not enough and can be copied. 
2. Please fill in the above form, send it by fax or email to:

Operation Department,
MetalForm China Division, 
Confederation of Chinese MetalForming Industry
10/F Boya Tower C, Zhonguancun Life Science Park, Beiqing Rd., Changping, Beijing 102206, P. R. China.
Tel:：+86 10 5305 6669
Fax： +86 10 5305 6644
Email：metalform@chinaforge.org.cn

3．The meeting room is not allowed to be used for other purposes and the indoor furniture and facilities are not allowed to move, post and hang propaganda materials and objects arbitrarily.
4. The exhibitor must book the above service items through the organizer 30 days before the date of the exhibition opening, and 50% extra urgent service fee will be charged for overdue orders.
5. If the meeting room and office cannot be used and other consequences and losses are caused by force majeure, the Organizer and conference room management firm shall not bear any responsibility.
6. In case that the state tax bureau adjusts the tax type or tax rate (such as "replacing business tax with VAT"), the business tax and additional tax shall be implemented according to the new tax type and tax rate; if the booking is made through the Organizer, the full usage fee must be paid when submitting the booking order, and the official receipt shall be issued by CCMI and 17% value-added tax shall be increased on the basis of the original price. Please remit the fee to:

Confederation of Chinese Metalforming Industry
Industrial and Commercial Bank of China,
Beijing Municipal Branch,
Wang Fu Jing Sub-Branch Office,
No. 237 Wang Fu Jing Street,
Dong Cheng District, Beijing 10006, P.R.China

Account No.: 0200 0007 0901 4447 466
Swift: ICBKCNBJBJM

[bookmark: _GoBack]7. If the room is booked out and can't meet the requirements, the Organizer will suggest you a new choice. The organizer has the right to refuse to provide services when the meeting room is fully booked or the booking time is too short (6 days before the date of the exhibition opening). 

