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Words Go Round 2012 Booking Form 

Please complete and submit this form to us by 13 February 2012.
Applicants will be notified of the results of their application by e-mail within 5 working days from the receipt of their Booking Form. 

Please e-mail your completed Booking Form to:

Ms Amanda Yee

NAC_SWF@nac.gov.sg 

Tel:  6346 9456
	ACTIVITY / AUTHOR
	LEVEL / 

NO. OF PARTICIPANTS

	PREFERRED DATE 
AND TIME

(IF APPLICABLE)
	TOTAL FEES FOR THIS ACTIVITY

	
	
	
	

	
	
	
	

	
	
	
	

	Total Fees for All WGR Activities Booked:
	S$


Note: Bookings are confirmed on a first-come, first-served basis, depending on the availability of the writer(s); dates and times of availability are indicated in each activity’s write-up.
CONTACT DETAILS

	Name and Designation:
	

	Email address:
	

	
	· Please tick here if you do not wish to subscribe to the 
        NAC Literary Spotlight/Singapore Writers Festival mailing list

	School:
	

	Address:
	

	Tel:
	(HP)
	(O)


Signature and School Stamp:
Date: 
Frequently Asked Questions 

When do bookings/ticket sales close? 

General bookings for all Words Go Round activities (including Workshops for Teachers) and the sale of tickets for the WGR Literary Open House close on 13 February 2012 (Monday).

After a booking is made, if there should be any changes to the date / time / venue / content of the activity, who will be informed of this change?
The teacher or member of staff who originally booked the activity will remain the contact person for this event. And so, in the event that there is any change in date / time / venue / content of the activity, the teacher or member of staff who originally booked the activity will be informed of the change.

If my school needs to make any changes to the date / time / venue / number of students attending the activity that we have booked, who do I inform of this change?
Please inform our bookings manager Ms Amanda Yee (NAC_SWF@nac.gov.sg) of any changes immediately.

Please note that changes made less than 7 days before the start of the activity will not be entertained.
Can my school cancel a booking after it has been confirmed?

Yes, but please note that, once a booking is confirmed, a surcharge of 50% of the full event fee is applicable for any activity cancelled on or before 13 February 2012. 

If an activity is cancelled after 13 February 2012, the full event fee (100%) must be paid even if the activity does not take place.

What happens if the schedule for the writer whom I wish to book is already full?

If you wish to book a talk or workshop by a writer, and the writer’s schedule is already full, you will be informed by our bookings manager that you have been put on the writer’s waiting list. Should another school cancel their booking, you will be informed that there is now an available slot for an activity by that writer.

Please note that all bookings are made on a first-come, first-served basis. Therefore, schools are encouraged to book as early as possible, to be able to ensure that they get the writer / talk / workshop of their choice.

What is the maximum and minimum audience size / capacity for these talks / workshops?

The Words Go Round programme has activities ranging from large assembly talks to small-scale workshops. 

Generally speaking, we recommend an audience size of between 50 and 300 students for talks. For workshops, we recommend having between 10 and 30 participants. However, for certain activities the suggested maximum and/or minimum audience size is indicated in its write-up.


Schools are encouraged to check that the activity they are booking for their students is of the appropriate audience size.
What happens if I do not have enough students to meet the minimum audience size?

For workshops, please note that they require a minimum of 10 participants for a booking to be confirmed. However, if your school wishes to book a workshop, even though you do not have enough students to meet the minimum number of participants, you can still do so. But do note that you will be charged for 10 students.

For certain talks, there is a recommended minimum audience size. And we do not recommend that you book these talks unless your school can get the minimum number of students to attend these talks. 
-END-
