Appendix No. 3 to Director's Order No. 108/2023

[bookmark: _GoBack]Rules for booking tickets to Oskar Schindler's Enamel Factory Branch
for educational and childcare institutions

1. Educational and childcare facilities, i.e. 
a) primary and secondary schools, art schools,
b) kindergartens,
c) children's homes,
d) youth educational centres, youth sociotherapy centres, special school and educational centres and special educational centres for children and young people requiring special teaching, working and educational methods, as well as rehabilitation and educational centres enabling children and young people referred to in Article 36(17) of the Education Law, as well as children and young people with multiple disabilities, one of which is intellectual disability, to fulfil the obligation referred to in Article 31(4) of the aforementioned Act, the obligation to attend school and the obligation to learn,
(hereinafter referred to as the Institutions) interested in visiting the permanent exhibition ‘Krakow – time of occupation 1939-1945’ or temporary exhibitions presented at the Oskar Schindler's Enamel Factory Branch, may book admission tickets for their pupils, charges or pupils according to the rules described below.
2. In order to book the admission tickets referred to in point 1, the representative of the Institution should contact the Visitor Service Centre (hereinafter: VSC) by e-mail at: info@muzeumkrakowa.pl, providing the following booking details:
a) the name of the educational institution,
b) the name of the exhibition to be visited,
c) the preferred date and time of the visit, 
d) the number of visitors, or the number of groups, assuming that one group can consist of 15 to 25 people, not including the guide, and groups of less than 15 people will be treated as individual visitors.
e) wish to use the guide service,
f) contact person – including telephone number,
g) official e-mail address of the institution,
h) information necessary to issue an invoice to the institution for the purchase of tickets and guide services.
3. COZ will contact the facility regarding reservations exclusively via the facility's official email address.
4. Reservations including guide services should be made at least five days prior to the tour date.
5. After making a booking, COZ will contact the Facility by email with the booking details, including the possible date and time of the tour (depending on availability), the booking number, and information on the possible methods of payment for tickets and services, i.e.
a) by bank transfer to the Museum's account or 
b) directly at the Branch's ticket office on the day of the tour.
6. The transfer for the purchase of tickets and guide services should be paid at least three working days before the date of the visit. The transfer title should include the reservation number and the name of the Institution. After receiving the payment, COZ will send the Institution online admission tickets to the exhibition together with a VAT invoice.
7. In the case of payment at the Branch cash desk, admission tickets and a VAT invoice will be issued to the representative of the Institution on the day of the visit. The representative of the Institution should provide the Branch cash desk with the reservation number and the name of the Institution. The representative of the Institution should arrive  at the Branch cash desk in good time to complete all formalities related to the visit and payments before the scheduled time of the visit. The Museum does not provide the possibility of serving the representative of the Institution out of turn. 
8. Any cancellation of a tour or any modification related to the number of visitors should be made by the Institution at least five days before the date of the tour in the case of bookings paid directly at the ticket office on the day of the tour – by e-mail to: info@muzeumkrakowa.pl, quoting the booking number.  In the case of cancellation or modification of a reservation that has already been paid for, this is possible up to 14 days from the date of receipt of funds in the Museum's account and at least five days before the date of the tour. When cancelling or modifying a paid reservation, the Institution should provide the reservation number and invoice number. The Museum will refund the amount paid for the cancelled tickets and services by bank transfer to the account from which the payment was made.
9. In the event of late cancellation or modification of a booking, the payment already made is non-refundable.
10. If payment for reserved tickets and guide services has not been made at all, and the reservation has not been cancelled in accordance with point 8, the Museum will charge the Institution a contractual penalty of PLN 150.00 for each uncancelled or untimely cancelled reservation. For the purposes of these Regulations, a single booking is understood to mean a booking made for one group of visitors (between 15 and 25 people).
11. The guide will wait for visitors for 15 minutes from the appointed time of the tour, and if the visitors do not show up within that time, the tour and guided service will not be provided without the obligation to refund the cost of their purchase. 
12. COZ has the right to request information allowing it to verify that the booking entity is an Institution within the meaning of point 1. If such information is not provided or if it is found that the entity is not an Institution, COZ has the right to refuse to make the booking.

