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Training Registration Form	Travelport

	[bookmark: _GoBack]
GALILEO COURSE NOMINATION FORM


	TO
	:
	Helpdesk & Trainer
GALILEO SINGAPORE
238B Thomson Road #10-05/06
Novena Square Tower B
Singapore 307685
	
	Training will be conducted in our Training Centre
238B Thomson Road  #10-05/06
Novena Square Tower B
Singapore 307685


	
	
	
	
	

	Email
	:
	SG.training@travelport.com
	
	

	
	
	

	
	Please note that all details are to fully completed before emailing to SG.training@travelport.com

	

	
	
	

	
	Travel Agency Name 
	:
	
	

	
	
	
	
	

	
	Address 
	:
	
	

	
	
	
	
	

	
	
	
	
	(S)
	
	

	
	
	
	
	

	
	Telephone No.
	:
	
	Fax No.
	:
	
	

	
	
	
	
	

	
	Nominee Name
	:
	
	

	
	
	
	
	

	
	Designation
	:
	
	

	
	
	
	
	

	
	TRAVEL INDUSTRY OR RELATED WORKING EXPERIENCE
	

	
	
	
	
	

	
	[1]
	Airline Reservation?
	|_| YES
	[bookmark: Check2]|_|  NO
	No. of  months/ years
	:
	
	

	
	
	
	
	
	
	
	

	
	[2]
	Ticketing?
	|_| YES
	|_|  NO
	No. of  months/ years
	:
	
	

	
	
	
	
	
	
	

	
	GALILEO AND/OR OTHER RELATED COURSES ATTENDED, PLEASE SPECIFIFY
	

	
	
	
	
	

	
	[1]
	
	Date Attended
	:
	
	

	
	
	
	
	
	
	
	

	
	[2]
	
	Date Attended
	:
	
	

	
	
	
	
	
	
	

	
	[3]
	
	Date Attended
	:
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Please indicate with a tick respective class attending (student MUST have a minimum of 6 months travel experience) : Refer to GC*439/3 for course dates

	
	
	
	
	
	
	
	

	
	[1]
	Basic Reservation and Fares
	|_|
	Date of Course
	:
	
	to
	
	

	
	
	
	
	
	
	
	

	
	[2]
	Basic Ticketing Course
	|_|
	Date of Course
	:
	
	to
	
	

	
	
	
	
	
	
	
	

	
	[3]
	Basic Hotel Course
	|_|
	Date of Course
	:
	
	to
	
	

	
	
	
	
	
	
	
	
	
	

	
	[4]
	Basic Car Course
	|_|
	Date of Course
	:
	
	to
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Nominated by
	:
	
	
	
	Date
	:
	
	

	
	
	
	
	
	
	
	
	
	

	
	Designation
	:
	
	

	
	
	
	
	
	
	
	
	
	

	
	Email Address
	:
	
	

	
	
	
	
	
	
	
	



TRAINING SCHEDULE

All training schedules can be retrieved in the Galileo Information System (G.I.S.) page in Galileo.    Please refer to GC*439/3 for details.

All courses are subject to changes and cancellation at the discretion of Galileo Singapore.

The venue for training is:

					238B Thomson Road #10-05/06
					Novena Square Tower B
					Singapore 307685.


CRITERIA FOR NOMINATION

In the past we had experienced staff being sent on our courses who were either irrelevant to their job functions or has limited operational experience. Such inappropriate nominations impeded the progress of our courses and caused problems for the trainers and other participants.

Any participant attending a training course without the relevant experience will be rejected and a penalty charge of S$150.00 will be imposed to the travel agency concern.  In cases where you are unsure about the proper experience for specific courses, please call your Account Manager 


NOMINATION PROCEDURE

All nomination forms are to be email to SG.training@travelport.com at least 2 weeks before the course commences.

A nomination form must be completed for each participant.  Please ensure that all sections are clearly completed in order to avoid delay in processing.





ATTENDANCE

Attendees must be punctual as late arrival of more than 20 minutes will be barred from entering the class.  A day absence from the class will tantamount to absence for the whole course.  All these will incur a penalty of SGD$150.00 per diem for a full course. Galileo will waive the penalty charge only upon production of a medical certificate.

To avoid being charged, travel agency management should ensure that the staff/s nominated for training are able to attend the full duration of a course without any interruption. 

In the event, nominee was not able to attend course due to medical reason for any one of the days. You are required to produce one copy of the medical certificate to Galileo. 

When the class is in session, please ensure that your pagers and mobiles are switched off or in silent mode. 

Please also take note that for every travel agency nomination, only the first two candidates will be reserved, the additional nominees will be placed on request and all confirmation is subject to the availability of the class.

Certificate will only be issued upon achieving FULL attendance unless there is valid proof of absence and 75% of passing rate on the evaluation paper. 
 

CANCELLATION AND NO-SHOW

Cancellation of nominee(s) on a course must be done at least 3 working days via email to SG.training@travelport.com before the course commences.  A late cancellation fee of SGD$150.00 will be charged to the travel agency for each participant.

A no-show fee of SGD$150.00 per diem for the whole course will be charged to the travel agency for each participant nominated who does not turn up for the course.
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