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	TRAINING COURSE BOOKING FORM
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	Course Title: 
‘How to complete a PQQ’
Course Date: 
Wednesday, 11 November 2009
Course Venue: 
The Grosvenor Suite, Cavendish Court, South Parade, Doncaster, 
DN1 2DJ
Closing date for bookings:  Friday, 6 November 2009


	Organisation name:



	Attendee name 1:
Job Title:
Address:

Post Code: 

Email address:

Phone number:



	Attendee name 2:

Job Title:

Address:

Post Code: 

Email address:

Phone number:

	Attendee name 3:

Job Title:

Address:

Post Code: 

Email address:

Phone number:



	Do you have any additional requirements e.g. access requirements or learning needs?  



	Please let us know if you have any dietary requirements where applicable:



	PAYMENT – please indicate option
I am enclosing a cheque with this booking form for £

, payable to Doncaster CSEP CIC (Third Sector Organisations: £35 per person, nil VAT; All other Sectors: £35 per person, nil VAT). Please send payment to secure the booking. 

I will send a cheque for £
    , payable to Doncaster CSEP CIC separately. (Third Sector Organisations: £35 per person, nil VAT; All other Sectors: £35 per person, nil VAT). Please send payment to secure the booking.

I require an invoice, to process acceptance and payment.

Please send receipt confirming payment.

Please see attached Booking Terms & Conditions (page 4).


	I have read and agree to the attached Booking Terms & Conditions and I am aware that cancellations confirmed in writing 3 days prior to the event will be refunded minus an administration fee of £25 per person. Cancellations made after this date will be charged the full invoice total, however you can nominate a substitute delegate at any time. We are not able to offer refunds for cancellations arising from events outside of our control, such as adverse weather conditions, flooding or industrial action.
Signed:
_______________________________________
Print name:
_______________________________________
Date:

_______________________________________


Data Protection Act 1998

Doncaster CSEP CIC are registered under the Data Protection Act.  The information on this form is used by us and our partners and funders for monitoring purposes and to deliver services you require.  We maintain appropriate safeguards to ensure security, integrity and privacy of all personal information held.  

If you do not wish for it to be used for any of these purposes, please cross the relevant box below:
Send you communications about other relevant services and events provided by Doncaster CSEP CIC.

Passed to other members of Organisations with similar objectives to ourselves to inform you of the services they provide.     

For many courses or events we produce a list of delegates. Please cross this box if you wish your details to be excluded from such a list.

How to book……
Post to:   
Marilyn Hesslewood, Administrator, Doncaster CSEP CIC, The Foyer, Chequer Road, Doncaster, DN1 2AA. 
Email: 
marilyn@doncastercsep.org.uk
    

Telephone:  01302 364414
Doncaster CSEP CIC
Booking Terms and Conditions

Event or Training Fee

The event or training fee includes all refreshment and materials as specified in the programme.
Method of Payment

There are two methods of payment:

· We accept payments by cheque made payable to Doncaster CSEP CIC (please write your organisation and the name of the event or training details on reverse).  

· Alternatively, we can invoice you and then accept payment by cheque or BACS transfer. 

On the booking form, tick box for method of payment.

All payments should be sent to Doncaster CSEP CIC, The Foyer, Chequer Road, Doncaster, DN1 2AA.

Cancellations

Completion of this booking form constitutes a legally binding agreement. Further information will be forwarded once you confirm your booking. We cannot be held responsible for the non-arrival of booking information, so if you have not heard from us by 7 days prior to the event, please call us on 01302 364414. 

Cancellations confirmed in writing 3 days prior to the event will be refunded minus an administration fee of £25 per person. Cancellations made after this date will be charged the full invoice total, however you can nominate a substitute delegate at any time. We are not able to offer refunds for cancellations arising from events outside of our control, such as adverse weather conditions, flooding or industrial action.

Programme Amendments

We reserve the right to alter the programme or venue without notice due to unforeseen circumstances.

Data Protection Act 1998

Personal data is gathered in accordance with the Data Protection Act 1998. Any relevant data supplied by you will be used to process your booking and will be held on our database. We will use this information to provide you with joining instructions for the event. We would like to keep you informed about our services through written or electronic communication. We ask you on the booking form to indicate whether you are happy to receive this communication. Other than to our partners and funders for monitoring purposes we will not provide your details to any other third parties.













































	
	Proc 02: Annex 03

Issue 03: May 2009 

Page 1 of 4



