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Nanyang Executive Centre

BOOKING FORM

(Event/Conference/ Meeting Only)



Confirmation No. : __________________________________ (To be completed by NEC)

Event name :      ____________________________________________________
	Expected Attendance
	Date/ Time

Start
	Date/ Time

End
	Type of facilities

Rate : Half day/Full day
	Quantity Required
	Remarks

	          
	     
	     
	 FORMDROPDOWN 

	     
	     

	     
	     
	     
	 FORMDROPDOWN 

	     
	     

	     
	     
	     
	 FORMDROPDOWN 

	     
	     

	     
	     
	     
	 FORMDROPDOWN 

	     
	     


· Reservation subject to availability.
· All rates quoted are subject to prevailing Goods and Services Tax and 10% service charge
· For pre-setup or rehearsal of facilities, School/department/centre has to inform NEC during the time of booking.  Rooms are subject to availability and charges apply if air-conditioning is activated.

· Please refer to our website on details regarding standard provisions inside the conference facilities and charges for additional items requested.

· Cancellation must be notified by writing or email within a specified period.  Otherwise cancellation fees will be imposed. The schedule of charges can be found at the website (www.ntu.edu.sg/nec).
· For room guarantee by School Account, Cost centre and GL code is essential to secure the booking.  For payment by cash, credit card etc, payment has to be made at NEC counter. NEC may request for credit card particulars for deposit purposes.
· For more details on reservation and cancellation policy, please refer to our website 
	Name of Staff :
	     _______________________
	Email account :
	     ___________________

	School/Department/ Company name :
	     _______________________
	Tel No. : 

Handphone No. :
	     ___________________
     ___________________

	Affiliated to :

(for external company)
	     _______________________

	Mode of payment
(compulsory)  :
	  FORMCHECKBOX 

	By School account ; Cost Centre  :       ________ GL code :      ___________ 

	
	  FORMCHECKBOX 

	By guest in cash (Singapore Dollars)

	
	  FORMCHECKBOX 

	By guest in credit card (Visa/Mastercard/Amex)

Credit Card No__________________________________ Expiry Date: _________


I hereby acknowledge receipt of a copy of the Regulations governing the use of the Nanyang Executive Centre and agree to accept and abide by all the conditions and restrictions as stipulated therein.

     






     
Signature of Applicant/Date


       Name and Signature of Approving Officer 

(For NTU internal use only)

Attended by :      




Date:      
To : 	Front Office (Reservation)				Tel : 	+65 6790 6697/6699


Email :	� HYPERLINK "mailto:ntu-nec@ntu.edu.sg" ��ntu-nec@ntu.edu.sg�				Fax : 	+65 6790 6701


	








Booking Details





Cancellation Policy and Room Guarantee





For NEC Staff Use Only
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