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GROUP GUIDED TOUR REQUEST FORM

To request for a guided tour for your group, please complete all fields below and email it to guidedtour@singaporeccc.org.sg. In order for us to process your request, kindly ensure that your form reaches us at least four (4) weeks in advance of the proposed date.
Duration of each guided tour is approximately 60 minutes. Maximum capacity of participants for each guide is 20 participants.  The confirmation of guided tours request is subjected to the availability of guides. 

Guided tours are free for social welfare organisations, MOE schools, government agencies and SCCC partners. Guiding fees apply for-profit organisations at $200 (inclusive of 7% GST) per guide for 60 minutes.  
Please note that incomplete forms will delay processing and certain time slots requested may not be available due to ongoing regular tours and the varying volume of tour requests.
Contact Person 
Name ___________________________________Title ___________________________________ 

Organisation_____________________________________________________________________
Telephone  ________________  (O)     _____________________ (HP)______________________
E-mail Address  _________________________________________________________________
Visiting Organisation (Community Centre/ Associations etc, if different from above) 
Name____________________________________________________________________________
(Name as in bank account)

Address  ________________________________________________________________________
____________________________________________________(Postal Code)   _______________
Details of Tour Request#
Requested Date:  (Date)     ___________________       Time^ ____________
                                                      (dd/mm/yy) 


 (am/pm)

Number of Visitors     
           :   _______  (Adults)  _______  (Children)  ________ (Seniors*)

Preferred Guiding Language :   _______ (English)  _______ (Chinese)   ________ (Others)

#No guided tour requests are confirmed until an official email confirmation is sent to the requestor.
^ Please propose a time during one of the following timeslots: 
Weekday 10.00am – 12.00pm & 1.00pm – 5.00pm
Weekend 10.00am – 12.00pm & 1.00pm – 2.00pm 
*Seniors refer to those who are 60 years old and above
Comments (to request for special focus on certain topics or queries on disability access,etc.)


TERMS AND CONDITIONS 

1. BOOKING & PAYMENT 
All applications for group visits shall be submitted Singapore Chinese Cultural Centre (SCCC) via the Group Guided Tour Request Form through email: guidedtour@singaporeccc.org.sg, at least four (4) weeks prior to the date of visit. 

SCCC would issue an invoice to the Visiting Organisation upon confirmation of the tour and payment is required within fourteen (14) working days upon issuance of invoice. Booking will be confirmed upon receipt of payment. 

2. VENUE RULES AND REGULATIONS 
Please note the following Venue Rules and Regulations during the visit: 

a. Food and drinks are strictly prohibited in the galleries. 

c. Smoking in the gallery and SCCC compound is strictly prohibited. 

d. The Visiting Organisation shall avoid bookings during the restricted timing of Saturday & Sunday, 3.00pm – 5.00pm. 

The Person-in-charge should ensure that members of the Visiting Organisation observe the abovementioned Venue Rules and Regulations at all times during the visit. 

The Person-in-charge should also ensure that members of the Visiting Organisation refrain from rowdy behaviour, especially in common and waiting areas, during the visit. SCCC reserves the right to immediately to stop any activity or conduct which is, in SCCC’s sole discretion, deemed to be illegal, improper, indecent, unsafe or is likely to cause a nuisance to other persons within or around the venue. SCCC shall further have the right to immediately eject from the Venue (or require the Visiting Organisation to eject from the Venue) any person(s) that is found to be engaging in such activity or conduct. 

3. WAIVER OF LIABILITY 
SCCC shall not be liable for the death or any injury to members of the Visiting Organisation unless such death or injury is due to the gross negligence or other failure of SCCC to perform its obligations under this Booking Contract or any applicable law. 

4. CANCELLATION / NO-SHOW 
Booking Fees will not be refunded for any booking cancelled. The full Booking Fee for the tour/programme will be chargeable to the Visiting Organisation. The Person-in-charge has up to sixty (60) working days to re-arrange the schedule for the cancelled booking.  
In the case of a no-show by the Visiting Organisation on the actual day, the full Booking Fee for the tour/programme will be chargeable to the Visiting Organisation. No-show applies when client is late for more than 15 minutes without notification. Any scheduled tour/programme shall be automatically cancelled after 15 minutes of no-show and full fees will be charged to the Visiting Organisation. 

Should the SCCC initiate cancellation of booking due to unforeseen circumstances, SCCC shall endeavour to inform the Visiting Organisation at least fifteen (15) days prior to tour/programme commencement and refund the Booking Fee in full. SCCC will however not bear responsibility for travel expenses or any costs which the School/Company/Organisation might have incurred. 

5. PUNCTUALITY 
Should the Visiting Organisation be late for the tour/programme, SCCC staff reserve the right to modify the tour/programme or omit components of the tour/programme to ensure that the tour/programme finishes at the timing(s) stated in the Booking Form. No extension of time will be allowed to compensate for the later start time. 

Should SCCC start the tour/programme late due to unforeseen circumstances, the tour/programme will be delivered in its entirety. 

6. PHOTOGRAPHY 
Photographs of participants may be taken for publicity and marketing materials by SCCC. Please approach SCCC in advance if you have any concerns. 

7. DAMAGE TO SCCC PROPERTY 
The Visiting Organisation shall exercise all due diligence and take reasonable care when visiting the SCCC and shall not cause or permit any damage to be done to the SCCC’s premises (including the furniture, fittings, equipment and /or any other property therein). 

The Visiting Organisation shall immediately report to SCCC any damage to the SCCC (including any loss or damage to any equipment/facilities provided therein) and shall permit SCCC to conduct such repairs, replacement and restoration work as SCCC may consider necessary. If such damage or loss (or any other damage or loss to the SCCC premises discovered by SCCC after the visit) is not the result of fair wear and tear but has arisen out of or in connection with abuse, misuse, negligence or default of the Visiting Organisation, its sub-contractors or invitees, the full cost of any necessary repairs, replacement and restoration work shall be borne solely by the  Visiting Organisation.
8. GOVERNING LAW 
This Booking Contract shall be governed by and construed in accordance with the laws of the Republic of Singapore.

