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Nanyang Executive Centre

RESERVATION FORM

(Guest Room)

[image: image1.png] NTU-NEC Personal Data Protection & Privacy Statement

[image: image2.jpg]TECHNOLOGICAL
UNIVERSITY





Event name:      

	Title
	Name of guest
	Country
	Check in

Date/ Time
	Check Out

Date/ Time
	Room type/rate

(with breakfast)

Per room night S$
	Room

Qty

	 FORMDROPDOWN 

	     
	     
	     
	     
	 FORMDROPDOWN 

	     

	 FORMDROPDOWN 

	     
	     
	     
	     
	 FORMDROPDOWN 

	

	 FORMDROPDOWN 

	     
	     
	     
	     
	 FORMDROPDOWN 

	     


· Room reservation is subject to availability
· All rates quoted are subject to prevailing Goods and Services Tax and 10% service charge 
· Check in time after 1400hrs and check out time before 1200hrs
· Early check-in and late check-out are subject to availability and charges 

· Cancellation must be notified 7 days prior for non-group reservations and 2 months prior for group reservations, the arrival date
· Cancellation fees will be imposed for less than 7 days’ notice for non-group reservations and less than 2 months’ notice for group reservations 
· All reservation must be guaranteed by NTU Cost center or Credit Card  
· For more details on reservation and cancellation policy, please refer to our website (www.ntu.edu.sg/nec)
· Incomplete form will not be processed 
· Please note without receiving the room confirmation from NEC, the reservation will not be valid 

	Contact Person:
	     

	School/Department/ Company name:
	     
	Email:
	     

	Affiliated to name of NTU entity:

(for external company)
	     
	Contact Number: 
	     

	Mode of 

payment:

[Compulsory]


Mode of 

guarantee:

[Compulsory]

	 FORMCHECKBOX 

	Payment by School or Department, please provide details
Cost Centre  :                                                                          GL code : 70402200 

	
	 FORMCHECKBOX 

 FORMCHECKBOX 

  FORMCHECKBOX 

  FORMCHECKBOX 

	By credit card (Visa/Mastercard/Amex/China Unionpay), please provide details

Credit Card Number:                                                            Expiry Date:                                                                         
Name on Credit Card:                                              
Guest to settle all charges (rooms and incidentals) upon check-out. 

Guarantee by School or Department, please provide details

Cost Centre  :                                                                            GL code : 70402200 
Guarantee by Credit Card, please provide details 
Credit Card Number:                                                                Expiry Date:                                                                     
Name on Credit Card:      


Personal Data Privacy Statement and Consent 

1.  Personal data privacy is important to us and we are committed to safeguarding your personal data that we may possess. Please read this privacy statement carefully so that you know and understand the purposes for which we collect, use and disclose your Personal Data. In this document, the term “personal data” means data, whether true or not, about you where you can be identified either (a) from that data; or (b) from that data and other information to which we have or are likely to have access.

2. In this Personal Data Privacy Statement and Consent document, the words “we”, “our”, “us” and “NTU” refer to Nanyang Technological University and its successors and assigns.

3. The NTU (via the Nanyang Executive Centre) provides products and services relating to, without limitation, guest rooms, airport transfer, gym membership, meetings, and events (“Products and Services”) for use by members and guests (“Relationship”)

4. To process, administer and/or manage your Relationship with us, we will necessarily need to collect, use, disclose and/or process your personal data. Such personal data includes information about you set out in your application forms and documents and any other personal information provided by you or possessed by us.   

5. We will/may collect, use, disclose and/or process your personal data for one or more of the following purposes:

(a) Processing an application form or other forms relating to any of our Products and Services; when we receive references from business partners and third parties, for example, where you have been referred by them;

(b) Seek information from third parties about you in connection with the Products and Services you have applied for;

(c) Establishing or providing you with the Products and Services you request for (including but not limited to service activation, service operations, service delivery and order processing);

(d) Facilitating the daily operation of the Products and Services (including but not limited to billing, customer service, customer verification, and technical support);

(e) Processing of payment instructions, direct debit facilities and/or credit facilities requested by you;

(f) Enforcement of repayment obligations (including but not limited to debt collection, filing of claims and retrieval of payments from losses made by service partners);

(g) Credit and internal risk management (including but not limited to performing credit checks and disclosures to law enforcement agencies);

(h) Generating internal reports (including but not limited to annual, operational and management reports);

(i) Administering fee adjustments, refunds and waivers; 

(j) Analysing your use of our Products and Services so as to help us improve, review, develop and efficiently manage the Products and Services offered to you; and

(k) Administering and/or managing relationships with NTU (including responding to enquiries, the mailing of correspondence, statements or notices which could involve the disclosure of certain personal data to bring about delivery of the same); 

(l) Responding to requests for information from government or public agencies, ministries, statutory boards or other similar authorities or non-government agencies authorised to carry out specific Government services or duties;

(m) Investigating possible fraud, misconduct, unlawful action or omission, and utilizing electronic access and video systems to maintain campus security of persons or property, control access and investigate suspicious or inappropriate activities; 
(n) Taking of photographs and/or videos (whether by NTU staff or third party photographers and/or videographers) during events or seminars organised by NTU or its affiliates for publicity purposes; 
(o) If consented to in the registration form and/or other methods of consent notification, providing marketing, advertising and promotional information via postal mail, electronic mail, SMS or MMS, fax and/or voice calls; 
(p) Purposes which are reasonably related to the aforesaid.

(Collectively “the Purposes”)

6. We may/will also be collecting from sources other than yourself, personal data about you, for one or more of the above Purposes, and thereafter using, disclosing and/or processing such personal data for one or more of the above Purposes.  Without limiting the generality of the foregoing, this would include tour agencies, event companies or your employer who are acting on your behalf. 

7. We may need to disclose your personal data to third parties, whether located within or outside Singapore, for one or more of the above Purposes, as such third parties, would be processing your personal data for one or more of the above Purposes. In this regard, you hereby acknowledge, agree and consent that we may/are permitted to disclose your personal data to such third parties (whether located within or outside Singapore) for one or more of the above Purposes and for the said third parties to subsequently collect, use, disclose and/or process your personal data for or more of the above Purposes. Without limiting the generality of the foregoing, such third parties include:

(a) organisations with which we are collaborating with and/or whom we are partnering with for one or more of the Purposes;

(b) any of our agents, contractors or third party service providers who process your personal data on our behalf including but not limited to those which provide administrative or other services to us.

8. You have the right to withdraw your consent given hereunder, whether in part or as a whole. However, your withdrawal of consent could mean that we will not be able to continue with your Relationship with us. Should you wish to withdraw your consent in part or whole, please send an email to our office at NTU-NEC@ntu.edu.sg and providing details of your withdrawal. 
To : 	Front Office					Tel : 	+65 6790 6697/6699


Email :	� HYPERLINK "mailto:nec-rsvn@ntu.edu.sg" �nec-rsvn@ntu.edu.sg�				Fax : 	+65 6794 7860


	








Reservation Details





Cancellation Policy and Room Guarantee








	Nanyang Executive Centre

60 Nanyang View Singapore 639673

Tel: +65 6790 6697  Fax +65 6794  7860


               

Email : nec-rsvn@ntu.edu.sg

www.ntu.edu.sg/nec

	□ Internal
	

	
	□ External
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