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FACILITIES AGREEMENT & TAX INVOICE 

for booking/hire of University buildings and facilities
Australian Business No.  64 804 735 113


Agreement No. ........................................
	Applicant:
	Address:




	Contact:   
	Name:
	Email:

	
	Tel (Bus)
	Tel (Priv)
	Mobile: 
	Fax:


	Purpose of hire of facilities/equipment:


	No. expected:

	
	Campus/Location:


	Location of event/activities
	Description of event/activities
	IN

Time & Date
	OUT

Time & Date

	
	
	
	

	
	
	
	

	
	
	
	


	Facilities/Equipment required (circle items required):-
	Costs
	Amount
	Date Paid
	

	Accommodation ..............................................(area)

Projector - slide/datashow/overhead

TV


VCR 

Screen
    

Lectern

Whiteboard 

Electronic whiteboard

PA System  

Flipcharts (paper)

Kitchen facilities   
Alcohol

Catering facilities 
BBQ

Toilets       

Change rooms 

Parking for    .....      vehicles

Other: ......................................................................

..................................................................................

..................................................................................

..................................................................................

____________________________________________University Contact:

NAME: ...................................................................  

TEL: .......................................................................
	Deposit
	$
	
	Due by .....................

	
	Rental/hire

fee
	$
	
	Fixed fee

Per hour/day/week/

month/year
(Circle as appropriate)

	
	GST
	$
	
	

	
	Balance

owing
	$
	
	Due by: ....................

	
	Bond
	$
	
	Date Refunded
................................

	
	Cancellation/ Refund policy:



	
	Company Code:
    Account:

Cost Centre:

Profit Centre:                       Fund Centre:                Fund:


	Keys Issued


	Keys Returned

	No.
	Received By:
	Signed:
	Date:
	No.:
	Employee:
	Signed:
	Date:

	
	
	
	
	
	
	
	


	University use only - for advice to departments (circle as appropriate)
	Buildings & Grounds
	Maintenance
	Parking
	Security
	Insurance

	
	Public Relations
	Landscaping
	OH&S
	Legal
	Other


	Permits - Is police permit or any other permit or licence required?     Yes/No    If Yes, attach a copy


	Special Conditions




It is agreed that the booking/hire is subject to the terms on the back hereof:

             Signed: ......................................................................           Date: ................................

LISTNUM 1 \l 1
Licence and GST

LISTNUM 1 \l 2
The Applicant will have a non exclusive licence to use the specified University buildings, equipment and facilities (“the Facilities”) for the purpose of the specified activities or events on the times and dates set out in this Agreement.

LISTNUM 1 \l 2
The grant of the licence in clause 1.1 is subject to and conditional upon receipt of evidence of insurance as required under clause 4.3. 

LISTNUM 1 \l 2
In this clause terms which are defined in the A New Tax System (Goods and Services Tax) Act 1999 have the same meaning as those terms have in that Act. The fees payable and any other consideration under this Agreement are exclusive of GST. If GST is imposed on any supply made under this Agreement, the recipient must pay to the supplier an additional amount equal to the GST payable for the supply subject to the recipient receiving a valid tax invoice in respect of the supply at or before the time of payment. Any reimbursement of expenses under this Agreement will be net of input tax credits (if any) to which the party is entitled. The recipient may be required to withhold from any payment it is to make to the supplier such amount required by section 12-190 of Schedule 1 to the Taxation Administration Act 1953 unless the supplier has, on or before the time payment is due, provided the recipient with an invoice or other document quoting the supplier's correct ABN.
LISTNUM 1 \l 1
Permits

LISTNUM 1 \l 2 \s 1
The Applicant must obtain all necessary consents, approvals or permits required from time to time by any authority in relation to the use of the Facilities by the Applicant. The Applicant must comply with the terms and conditions of any consent, approval or permit.

LISTNUM 1 \l 2
The Applicant must comply with all applicable legislation.

LISTNUM 1 \l 2
No alcoholic beverages will be brought on or consumed on University land except in accordance with State laws and with the prior written approval of the University.

LISTNUM 1 \l 1
Indemnity

LISTNUM 1 \l 2 \s 1
The Applicant agrees to release and indemnify and keep indemnified the University from and against:

LISTNUM 1 \l 3
any and all injuries actions claims losses damages costs penalties and expenses of whatsoever kind and nature (whether arising under contract tort or statute) arising from or out of the use of the Facilities by the Applicant or its servant, agents or invitees;

LISTNUM 1 \l 3
all loss and damage to any building, facility, equipment or other part of the University caused by the Applicant, its servants, agents or invitees;

LISTNUM 1 \l 3
any infringement of intellectual property or performers’ rights in connection with the activities undertaken by the Applicant.

LISTNUM 1 \l 2
Clause 3.1 of this Agreement continues in full force and effect notwithstanding the expiry or termination of this Agreement.

LISTNUM 1 \l 2
The University shall not be held liable for any interference or enforced cancellation of the activities or events proposed to be undertaken by the Applicant which is caused by any circumstance beyond the control of the University.

LISTNUM 1 \l 2
The Applicant agrees to use the Facilities at its own risk and without limitation agrees that all property brought on to the Facilities by the Applicant or its servants, agents or invitees shall be at the sole risk of the Applicant. Neither the University nor its servants or agents shall be liable for any thefts or losses incurred by the Applicant, its servants, agents or invitees or for any items remaining on the University after the end of the occupancy.

LISTNUM 1 \l 1
Insurance

LISTNUM 1 \l 2 \s 1
The Applicant must provide and maintain a public and products liability insurance policy during the term of this Agreement for an amount of not less than $20,000,000. 

LISTNUM 1 \l 2
The Applicant must provide and maintain any other insurance reasonably required by the University.

LISTNUM 1 \l 2
Prior to the commencement date of this Agreement the Applicant shall provide certificates of currency of the insurance required under clauses 4.1 and 4.2.

LISTNUM 1 \l 2
Clauses 4.1, 4.2 and 4.3 will not apply where the Applicant is an individual hiring the Facilities for domestic purposes.

LISTNUM 1 \l 1
The Applicant’s Obligations

LISTNUM 1 \l 2 \s 1
The Applicant MUST:

LISTNUM 1 \l 3 \s 1
ensure that its servant agents and invitees take all reasonable care to avoid damaging the Facilities or any other improvements on University land and immediately report any such damage to the University;

LISTNUM 1 \l 3
provide adequate security controls and ensure generally the good order and conduct of the activities;

LISTNUM 1 \l 3
ensure that its servants, agents and invitees do not smoke in buildings on University land;

LISTNUM 1 \l 3
pay the cost of repairing any damage caused to the Facilities by the Applicant or its servants, agents or invitees or as a result of a failure by the Applicant to lock a room or building after use;

LISTNUM 1 \l 3
at the expiration of the occupancy remove all rubbish and waste from the Facilities and ensure the Facilities are left in the same condition as at the commencement date of this Agreement.

LISTNUM 1 \l 2
The Applicant MUST NOT:

LISTNUM 1 \l 3 \s 1
use, or permit the Facilities to be used in any noxious or offensive manner or do or permit on the Facilities or at the University anything which in the opinion of the University may be or become a nuisance or disturbance or cause damage to the University;

LISTNUM 1 \l 3
alter, drill, mark or deface any part of the Facilities;

LISTNUM 1 \l 3
misuse, overload or interfere with the connections, fittings or equipment for the supply of any service;

LISTNUM 1 \l 3
use the name “La Trobe University” in promoting the activities of the Applicant except with the prior approval of the University.

LISTNUM 1 \l 1
Remedying of Default 

LISTNUM 1 \l 2 \s 1
The University may remedy a default by the Applicant under this Agreement at any time without notice. If the University elects to remedy a default by the Applicant all reasonable costs and expenses incurred by the University in remedying a default must be paid by the Applicant to the University within 14 days of the University notifying the Applicant of the amount.

LISTNUM 1 \l 1
Termination 

LISTNUM 1 \l 2 \s 1
The University may terminate this Agreement, by notice in writing to the Applicant, if in the reasonable opinion of the University, the Applicant is in breach of the terms of this Agreement.

LISTNUM 1 \l 2
The University may terminate this Agreement, immediately, if the Applicant engages in any activity which, in the opinion of the University, is objectionable, dangerous, contrary to the law or detrimental to the reputation of the University.

LISTNUM 1 \l 1
University

LISTNUM 1 \l 2 \s 1
Employees and agents of the University shall be entitled to enter the Facilities at any time to ensure compliance with the terms of this Agreement.

LISTNUM 1 \l 1
Sub-Licence

LISTNUM 1 \l 2 \s 1
The Applicant shall not sub-licence the Facilities and the Facilities must not be used by any organisation other than that named in this Agreement.
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