[bookmark: _GoBack]People’s Manual: Thailand Cultural Centre Venue Hire
Service Provider: Thailand Cultural Centre, Department of Cultural Promotion, Ministry of Culture
Rules & Regulations, Procedures, and Conditions (if any) for submitting the documents and process for permission 
For the efficiency, transparency, accuracy and convenience of venue hire, Thailand Cultural Centre requests all customers to prepare the documents and follow rules & regulations as follows;
1. Submit the request form and all related documents at the customer relations group, Thailand Cultural Centre, by self/or attorney (Thailand Cultural Centre will reject incomplete documents submitted by others).
2. In case of incomplete documents, the customers should resubmit the complete documents within the scheduled time.  The request for venue hire will be cancelled if Thailand Cultural Centre doesn’t receive the complete documents on schedule.
3. The customers must pay the reservation fee and present the deposit/transfer slip in order to get the receipt within two working days since receiving notification from the authority. The request for venue hire will be cancelled if Thailand Cultural Centre doesn’t receive the deposit/transfer slip within the scheduled time. (Office hours for receipt issuance is between 08:30 – 15:30, lunch break between 12:00 – 13:00)  For more information about Regulations of The Office of the National Culture Commission on Thailand Cultural Centre Venue Hire B.E.2547 (2004) Chapter 2 Clause 7, please visit http://www1.culture.go.th/subculture7/. 
4. Please contact the customer relations group for venue schedule before submitting the documents. Contact no. 0 2247 0028 ext. 4109 during office hours.
5. For more information about Thailand Cultural Centre venue hire, please visit http://www1.culture.go.th/subculture7/. 
Remarks: the process will start since the authority completely checks all documents regarding to the people’s manual. The authority will inform the result within 7 days after consideration completed. 



Contact address
	Customer Relations Group, Thailand Cultural Centre,
Department of Cultural Promotion
14 Thiemruammitr Rd., Huay Khwang, Bangkok 10310
Tel.: 0 2247 0028 ext. 4105-09
Fax: 0 245 7747
Please contact the office by yourself
	Office hours:
Monday – Friday 
(except national holidays)
From 08:30 – 16:30 
(lunch break between 12:00 – 13:00)



Process, Duration, and Person in charge
Total duration process: 5 working days
	No.
	Process
	Duration
	Person in charge

	1
	Checking documents
The authority checks the request form and all related documents.
(Remarks:  - )
	2 hours
	Thailand Cultural Centre

	2


	Consideration
Checking the booking hiring date
(Remarks:  - )
	2 hours
	Thailand Cultural Centre

	3
	Consideration
If the venue is not available, inform the cancellation.
If the venue is available, reserve the venue/ inform the reservation fee.
(Remarks:  - )
	4 hours
	Thailand Cultural Centre

	4
	Consideration
Inform the reservation fee / issue the receipt / consider the request for venue hire.
(Remarks:  - )
	14 hours
	Thailand Cultural Centre

	5
	Consideration
Pay the reservation fee 
(Remarks: pay the reservation fee – issue the receipt / process time for the customers)
	2 working days
	-


Related documents
	No.
	Details / Amount / More Information (if any)
	Issuing Authority 

	1
	Identity card National Identification Card
Original : -
Copy : 1 set
Remarks : Certified true copy
	The Bureau of Registration Administration 

	2


	Certificate of juristic person
Original : -
Copy : 1 set
Remarks : indicate the objectives, issued within last 6 months, certified true copy and seal (if any)) 
	Department of Business Development


Fee
	No.
	Details
	Amount (Bath / Percent)

	N/A



Claims and Suggestions Channels
	No.
	Claims and Suggestions Channels

	1
	Ministry of Culture’s Hotline 1765
(Remarks :  - )

	2


	Anti-Corruption Operation Center, Office of the Permanent Secretary for Ministry of Culture
666 Thanalongkorn Building, Boromrachachonnani Rd., Bangbumru, 
Bangplad, Bangkok 10700
(Remarks :  - )

	3
	Thailand Cultural Centre, Department of Cultural Promotion
14 Thiemruammitr Rd., Huay Khwang, Bangkok 10310
Tel. 0 2247 0013 ext. 4109

	4


	People Service Center, Office of the Permanent Secretary for Prime Minister’s Office
No. 1 Phitsanulok Rd., Dusit, Bangkok 10300 / Hotline 1111 / www.1111.go.th / 
P.O. Box 1111  No. 1 Phitsanulok Rd., Dusit, Bangkok 10300)



Forms, Example, and Manual
	No.
	Forms

	1
	Request Form / Letter for venue hire (Juristic person or Individual person)
(Remarks : (http://www.culture.go.th/subculture7/))

	2

	Thailand Cultural Centre venue hire process
(Remarks : (http://www.culture.go.th/subculture7/))

	3
	Thailand Cultural Centre venue fee
(Remarks : (http://www.culture.go.th/subculture7/))



Remarks: Total process time is within 5 working days (Department of Cultural Promotion will proceed within 3 working days / the customers must pay the reservation fee within 2 working days)
1

