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This is to formally acknowledge the visit to Ayala Museum with the following details:

	Company/Organization
	

	    Contact Person
	

	Office Address
	

	Email address
	

	Office land line and Mobile number
	

	DATE OF TOUR:
	

	TIME OF ARRIVAL and DEPARTURE:
	



GUEST DETAILS:

	[bookmark: _GoBack]OPTION 1: 
ADMISSION: FULL ACCESS
	NO. OF PAX
	UNIT PRICE
	TOTAL

	Regular adult
	
	425
	

	Regular student, senior citizen, PWD
	
	300
	

	Discounted Resident adult
	
	225
	

	Local student, senior citizen, PWD
	
	125
	

	Tour guides / Teachers
	
	0
	

	Other Charges / Discounts

	
	
	

	SUBTOTAL
	
	
	



	OPTION 2: 
ADMISSION: CHANGING EXHIBIT
	NO. OF PAX
	UNIT PRICE
	TOTAL

	Changing Exhibit (All)
	
	200
	

	    Discounted Senior/PWD
	
	140
	

	Changing Exhibit (One)
	
	150
	

	    Discounted Senior/PWD
	
	100
	

	Tour guides/ Teachers
	
	0
	

	Other Charges / Discounts

	
	
	

	SUBTOTAL
	
	
	



	SUPPLEMENTARY
	NO. OF PAX
	UNIT PRICE
	TOTAL

	Bus Parking
	
	150
	

	Gold Guidebook
	
	50
	

	Diorama Guidebook
	
	75
	

	Audio Guide
	
	75
	

	   Guided Tour
	
	100
	

	   Japanese/ Korean Guidebook (lending)
	
	0
	

	SUBTOTAL
	
	
	



	TOTAL
	





TOURS POLICIES AND GUIDELINES

MUSEUM SCHEDULE 
1. The Ayala Museum is open to the public from Tuesday to Sunday at 9:00 AM to 6:00 PM only. 
2. Tours outside museum schedules are available under corporate events and special events. Venue rental rates and prior bookings apply.

TOUR TYPES
1. Self-guided tours are tours of individuals or groups visiting as walk-in guests.
2. Guided tours are tours of individuals or groups availing a tour guide or guides.
3. Facilitated tours are tours of large groups of individuals availing a facilitator to lead the group. 
4. Ocular tours are pre-tour walkthroughs of coordinators.
5. VIP tours are guided tours of important individuals or groups that requires higher security assistance.
6. Themed tours are tours tailored to follow special events or exhibits.
7. Audio guide tours are tours that allows guests to go around the galleries with the assistance of the iPod touch audio guide units.

BOOKING
1. Self-guided tours need no prior booking to tour the museum.
2. Prior booking of at least (5) days before tour date is required to avail of a guided or facilitated tour, or depending on the availability of museum guides.
3. Guided and facilitated tour reservations are booked at the admissions counter, over the phone, or via email. 
4. Ocular tours have to be booked at least (1) day prior to the scheduled tour. A maximum of (3) tour operators or coordinators are allowed to conduct ocular visits.
5. Confirmation from the museum is required to be accommodated on the day of the guided or facilitated tour.
6. Guided or facilitated tour reservations are granted on a first-come, first-served basis.

ADMISSIONS
1. Full admission gives access to the Main Galleries and includes access to the changing exhibition. Changing Exhibition Pass gives access to the new exhibits form the Ground to Third Floor. To access one changing exhibit  is php150, to access all changing exhibit is php200.
2. Residents are Filipinos and foreigners with proof of residence in the Philippines. 
3. Senior Citizens and PWD must present valid IDs to be entitled for the discount. Additional discount to the Changing Exhibition Fees are also applicable.
4. Local Teachers get free admission year-round upon presentation of their faculty IDs. 
5. Foreign teachers and museum workers are entitled to Regular student discount of php300.
6. Local museum employees, Tour guides and Ayala Group of Employees and  get free admission year round upon presentation of their valid employee ID
7. Media must contact the marketing team for access, otherwise, applicable fees are applied.
8. Balikbayans are given a flat rate of 225 for museum admissions.
9. Complimentary admissions apply to local museum workers, Ayala Group of Companies employees, and teachers, and official museum partners.

DOWNPAYMENT
1. A 30% down payment should be settled at least 1 week before a tour of 100 pax or more, and guided tours.
2. A 30% down payment of the total should be settled at least 2 weeks before the tour, for the following special tours: For groups touring the museum 1 hour before/after regular museum hours there is a minimum of 350 guests. Special tour on a Monday must include the Building fee of 6,000+vat per hour (per floor) on top of the museum admission fee or 15,000+ vat for all floors.

TOUR SUPPLEMENTS
1. The Audio Tour of The Diorama Experience is available for php75 upon surrendering an ID.
2. The Diorama Guidebook is available for php75 and Gold of Ancestors Guide Book at php50.
3. Foreign Language Diorama Guidebooks are available for lending, namely, Japanese and Korean.

PAYMENTS
1. Cash or check payment can be made at the museum counter.
2. Bank payment may be made to Ayala Foundation, Inc. (account no. 0011-1490-14) at any BPI branch. Deposit slip copies must be faxed at 757 3588 or emailed at tours@ayalamuseum.org.
3. Special billings can be arranged for organizations and partners.
4. Tickets are non-refundable.

CANCELLATION AND LATE ARRIVAL
1. For cancelled tours, notification must be done 3 days before the reserved date for full cash refund. Refunds are only through issuance of prepaid admission tickets that are valid for one year. Failure to notify museum staff 3 days before the tour will result in the forfeit of any deposit made. 
2. For groups that arrive 30 minutes late, the group will be accommodated provided that there is no other group waiting and may be assisted once there are tour guides available or the galleries can accommodate. 
3. In the event a facilitated tour group arrives 30 minutes later than scheduled, the museum reserves the right to prioritize other groups.
4. Reservation in less than 3 days is automatically non-refundable. Reschedule is only upon availability of slot.

PARKING
1. A parking fee of 150 per bus can be applied by the museum to Circuit Makati. The ORCR, drivers’ licenses, and payments must be settled at most (1) week before the scheduled tour. ORCR and driver’s license photocopy must be submitted.
2. Pay parking is available to the Client and the Client’s guests in the Greenbelt and Glorietta basement and elevated parking venues.
3. Loading and Unloading of large tour groups, or VIPs is possible at the De la Rosa street. A maximum of (30) minutes is allotted for loading and unloading.
4. The Museum shall not be responsible for the Client’s and/or the Client’s guests vehicles.

SECURITY AND EMERGENCIES
1. The Security team of the Museum, in addition to its primary function of securing the physical building facilities, exhibitions and collections, shall strictly enforce and report any violation of the Terms and Conditions stated in this Agreement.
2. Firearms shall not be allowed inside the museum, unless written approval from the museum is secured.
3. The use of fire or any kind of open flamed effects, candles, fireworks, or any toxic or noxious material is strictly prohibited inside the Museum.
4. In the event that the Client decides to hire and engage the services of private security guards for his/her own protection or the protection of any of his/her guests, the Client must seek the written approval of the Museum.
5. The Client agrees not to tamper with or relocate any of the Museum’s security and emergency equipment (e.g. fire extinguishers).

PROHIBITED ITEMS
1. Ayala Museum reserves the right to revoke a permit or impose penalties when deemed necessary, such as for non-compliance with guidelines or house rules.
2. For mutual protection of the client and the Museum, all client’s service personnel are subject to search process of their persons; no unnecessary personal item/s shall be allowed in the venue.
3. Prohibited materials such as deadly weapons, incendiary or prohibited drugs are to be confiscated without prejudice to legal sanctions.

LOSS, DAMAGE AND INSURANCE IDEMNIFICATION
1. The Client shall be responsible in restoring the museum venues and facilities to its original condition.
2. The Client agrees to take full responsibility for the loss or damage caused by him, his event team/suppliers or guests to the Museum rental space, equipment, adjoining facilities, building common venues, or building exterior or grounds that may occur during the time of tour.
3. The Client shall receive a billing statement 2-3 days after the event indicating details of loss or damage incurred during the tour, if any. Payable within 7 days.
4. While the Museum undertakes the general protection of the building and its premises, the Client agrees to take full responsibility for the protection of his/her own items.
5. The Museum shall not be responsible or liable for the compensation of any losses, damages, injuries, sickness, deaths, theft or any other untoward incident that may occur during the duration of the tour.
6. The Client agrees to take full responsibility for the actions and behavior of the Client’s guests during the tour, and at any other time such guest is on or around the museum premises.
7. The Client agrees to indemnify and hold harmless the Museum from all liability arising from the activities of the Client and the Client’s guests during the tour.

GUEST RULES AND CONDUCT
1. Touching of the artworks is strictly prohibited.
2. Photography is only allowed at the Diorama Section not on the other galleries.
3. All photographers and videographers taking documentation at the other floors will need to sign an application for permission to photograph and/or film the museum at least five (5) working days before the event.
4. Food and Drinks are not allowed inside the museum. 
5. Pets are not allowed.
6. All big bags such as backpacks, and umbrellas should be left at the vehicle or deposited at the baggage counter upon arrival at the museum. It is advisable for big groups to leave their large bags and other items inside their bus to avoid delay of the tour.
7. The museum shall not be responsible for any noise or disturbance caused by other guests during the tour duration.
8. No dress code is required inside but the museum reserves the right to keep or disallow any item or clothing deemed to be unsafe to the exhibits.
10. The museum shall not be responsible for any inconveniences caused by the temporary closing of areas and galleries due to pre-scheduled activities and events.

OTHER GUIDELINES
1. Wheel chairs for persons-with-disabilities, and trollies for children are available upon request.
2. Ramps for persons-with-disabilities are installed at the De la Rosa street side of the museum.











Conforme:


______________________________
NAME AND SIGNATURE

Date: _____________
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Joy Kathleen Pena
Associate Manager
Audience Development
Ayala Museum
Ayala Museum, Makati Avenue corner De la Rosa Street Greenbelt Park Makati City 1224 Philippines l Tel: (632) 759 8288
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