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Document version: v5.2, 9th September 2011
CHECKLIST

Please send us this entire WMDF Application doc file. Even if you have only filled in some sections, or are just adding a few new details (e.g., performer names or flights), please send us the whole file, representing the current overall state of your group’s application.
Any time you send us this file, please ensure that the following checklist is up to date
(underline or circle one of each option, e.g. “Complete/Not Yet” or “Complete/Not Yet”):
	Section 1      


	Complete/Not Yet

	- Did you make any special requests to 

the WMDF Committee in Section 1? 
	Yes/No Special Requests



	Important Names, Languages (Sec 2)

	Complete/Not Yet

	Party Travel Information (Sec 3)?   


	Complete/Not Yet



	- Have you already booked your tickets?  


	Yes/No



	Party Roster (Sec 4)?  


	Complete/Not Yet

	Insurance & Permissions (Sec5)

	Complete/Not Yet

	- Have you prepared copy of insurance 
for us?
	Yes/No

	Publicity/Marketing (Sec 6) 


	Complete/Not Yet

	- Have you given a list of goods?   


	Yes/No/Will Not Sell Goods

	Were there special medical needs in Sec 7? 


	Yes/No Special Medical Needs


	Group performance information (Secs 8-10)   


	Complete/Not Yet

	   - Special requests for setups?


	Yes/Not Yet/No Special Setup Requests

	Do you have guaranteed funds?  


	Yes/No


Please note that the WMDF deadline for accepted groups to ensure that all the above are complete is April 1 (i.e., 4 months before the Festival).
Section 1. Basic Information

* Official Name of Group:                                                             
* Meaning in English (if applicable):                                             

* Do you have a shortened name (e.g., using abbreviations, or initials) that may help us
 when we are making posters, fliers, etc?:                                             
* Country:                        City:                         
* State, Region or Province:                                       
* Suggested number in party:      Number of males:      Number of females:     
  Note: In principle, party sizes over 25 require a financial contribution to help us cover

       extra costs of accommodation: full details are in the Terms and Conditions.
* Do you plan to include any children under the age of 16 in party? If so, please give

numbers and ages:                                                       

* You/your group's web page(s):                                               
* Group representative name & email:                                            
  Note: Our experience is that the groups that have the best time at WMDF are those that nominate representatives that can frequently and conscientiously communicate with us over email. We hope you will suggest a nominee that can work with us in this way. Please note that the WMDF office is typically only staffed on weekdays, from 9 to 5, Japanese time.
* Office or other contact mailing address:                                      
* Office or other contact telephone:                                            
*A summary of how you found WMDF, and your reasons for applying (if possible, tell us
 how you can help realise the WMDF concept described at http://wmdf.org/en/about/):
Section 1 (continued…) 

* A description of your group’s history:
* A description of your performances:
* A list of festivals previously participated in
* Provisional details on your actual travel plan, e.g., actual plane route, including transfer 
cities, carrier airline, and your preferred dates.                                                       
* Please summarise here if you have any special requests for the WMDF Committee:

Section 2. Important Names, Languages
The WMDF Committee only requires Section 1 to be completed as an initial application. You are welcome to complete the remaining sections at the time of submission, or when participation is confirmed by the WMDF Committee. 

We strongly encourage early completion of the details of this form, as it helps us to make your stay in Japan as rewarding and smooth as possible. Thank you for your cooperation.
Name of primary director (person in charge):                          
Language(s) spoken by primary director:                      
Alternate person in charge:                      
2nd Alternate person in charge (if any):                      
Musical director:                      
Choreographer:                      
Primary language of party:                                                 
Number in party who speak English (fluent):                       
Number in party who speak English (conversational):                       
Number in party with Japanese ability (please state level):                       
Other languages spoken:                       
It is important that your party has at least one English speaker. We will try to find support staff with ability in your language, but please understand that this is not always possible.

Will you be accompanied by any special guests, such as an elected official (mayor, etc.) or journalist from your country?                           
If so, please explain.

Section 3. Party Travel Information

We encourage participants to give us travel information as soon as possible. We do not recommend arriving in Sapporo. It is far from Hakodate and will add a five hour coach journey to your route. Note that since August is peak season, internal flights may be crowded, so please book early. There are several daily flights between Tokyo and Hakodate, and one flight from Kansai. Korean airlines also flies to Hakodate from Seoul, although this has been earthquake affected.
Group name:                              
Are tickets issued under:   Group name?                              




     Individual names?                              



     Other?                              
Arrival in Hakodate
Airline                                Arrival Date                       
Flight number                          Arrival time                       
Port/City of Entry                                                        
Departure from Hakodate
Airline                               Departure Date                         
Flight number                         Departure time                         
Port/City of departure                                                     
Please state if you plan to spend time in Japan before or after your stay in Hakodate:

Luggage information:

In order to provide adequate transportation and storage, please provide detailed information about your luggage.  Please include number and size of instruments, trunks and personal luggage for the entire group.


Section 4. Party Roster

Please supply the following information for each person who will be traveling in your party.  We need this information for example to prepare identification badges and to comply with local policing rules. Our data privacy policy is to never share personal information with any other organization for any reason, and all copies of party roster data will be destroyed after the conclusion of the festival.

	Last name,

first name (alphabetical order)
	Passport number
(if available)
	Date of birth DD/MM/YY
	Male or Female
	Role*
	Notes

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


*Roles are: DIR=director, D=dancer, S= singer, M= musician, I=interpreter/translator, T=technician, F=official, O=other. 

Section 5. Insurance & Permissions
Please confirm that your group has secured its health insurance, and that your group accepts that WMDF is not responsible for providing medical care for any medical condition that arises before the festival starts (Please write “Yes, we confirm”):
Please prepare a copy of your medical certificate to give to your guide when you arrive in Hakodate.

Please also give any information about your health insurance that might be useful (company name, emergency contact number, etc):                                  
We further advise groups to have insurance for instruments, costumes, etc., as WMDF cannot be responsible for loss or damage. Do you have such insurance?                
WMDF provides general event insurance, but please accept that your group is responsible for any damage caused by group members, accidental or deliberate.
Pictures/Video Permissions

The “Conditions for Participating Groups” file describes the agreement that groups make to:

1. Allow footage, images, and interviews to be used in TV broadcasts, and for publicity and advertisement of the WMDF.
2. Allow audience members to take photos and short videos and post them online.

In general, WMDF reserves on behalf of the artists the exclusive copyright for all photographs and recordings made at any venue, and all permissions exclude any usage that leads to profit-making. It may be possible for us to modify this policy for your performances, if you let us know in advance. Unless requests are written below, we will assume that you agree with the default policy:
Section 6. Publicity/Marketing
Please list any associations to which you belong, or awards and honours that you have received. We will use this information in publicity, and maybe also when announcing your group on stage:
Anything interesting/unusual about your participation in WMDF? An Anniversary? First time in Japan or outside your continent?

WMDF provides a stall where our staff will sell your souvenirs. Handmade items, dolls, clothing, toys, scarves and other textiles are especially popular items. If you plan to sell CDs or DVDs, please be sure that they are formatted to play on Japanese equipment.
If you have such souvenirs to sell, WMDF requires a written list including number of units, and the prices in yen that you wish us to sell these items (for reference, we have found that for CDs, for example, groups typically sell 20-50 units at around 1500-2500 yen):

	Item
	Units
	Cost (Yen)
	
	Item
	Units
	Cost (Yen)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Notes:

· Since we cannot be responsible for the security of expensive items, or large amounts of currency, we ask that groups do not bring large numbers of goods, or goods with high intrinsic value.
· WMDF cannot be responsible for errors in calculating exchange rates. Groups are free to modify pricing at any time by providing an updated written list.
· WMDF may refuse to sell items not described to us beforehand on this list.
· If you absolutely wish to bring large numbers of souvenirs, WMDF may provide selling spaces to be run entirely by the groups, but this must be agreed with us beforehand.
Section 7. Health and Medical Information
We ask all groups to bring with them the obvious necessities such as common cold or fever remedies, and taping/strapping for muscle or joint support.
To help us provide the best possible care for your group, please provide the following information for each party member with special health or medical needs.

Member name:                                                           
Allergies to medicine:                                                      
Food allergies:                                                           
Blood type, if known:                                                      
Special health condition:                                                   
Is member currently taking any medication?                                      
If yes, please describe medicine and its regime:                                   
Other:                                                                     
(Make as many copies of this page as needed. For conditions that require us to make no special preparations, you may turn in this information when you arrive in Japan. Again, we will destroy all copies of these forms after the successful completion of the Festival.)

Section 8. Group Performance Information

Group name:                                      

Number of musical instruments:                      
Names of musical instruments:                                       
Do you have instruments that are very heavy or large:                     

Number of singers, if any:                      
Number of different pieces you are preparing for this event (please provide descriptions in section 9):                      
Do different dances require different costumes         If so how many        
Note: Costume changes may not be allowed at some performances.

Are any special technical or electrical setups required        
If so, explain:                                                     

Please provide a sketch of your musicians' setup (Please let us know if your musicians need to be specially positioned relative to the dancers.)


Example sketch



Sketch of your musicians

Section 9. Piece Description Information

The master of ceremonies who will announce your performance will use the following information.  Please include any comments about your performances that will be of interest to the audience.
Please complete this form for each piece that your group will perform

Please explain briefly what the performance is about, for example harvest, love, winemaking, etc.                                                      

	No.
	          

	Name
	                                                       

	Instruments
	                                                       

	Length (in minutes)
	          min

	Costumes
	Describe the costumes that will be worn for this dance.

                                                       

	Accessories required
	List equipment for this dance

                            
	Will your group provide this?

                        

	Technical requirements
	Lights, number of microphones, and other technical requirements.

                                                       

	Description/
Explanation of Lyrics
	                                                       


Section 10. Workshops and Demonstrations

WMDF will provide opportunities for your group to interact with small groups to demonstrate your culture.  This might include teaching crafts that are part of your heritage but that would be unknown in Japan.  Or you might want to teach some of the dance or musical skills of your country.  
If you are interested in participating in such demonstrations or teaching activities, please provide a brief explanation of what you might do and what resources would be required.

Craft/skill:                                                
Equipment/materials required:                                
Space required:                                            
Appropriate age or physical abilities of participants:                             
Brief description of the activity:                                             
