TRAINING BOOKING FORM
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CONTACT DETAILS (Please use BLOCK CAPITALS)
	Contact Name:
	
	Job Title:
	

	Company:
	

	Address:
	
	Postcode:
	

	
	
	Tel:
	

	Email:
	
	P.O. No.:
	

	Fax:
	
	
	

	Do you intent to claim a CITB grant?
	Yes / No
	

	
	
	CITB Reg. No. (if applicable):
	
	
	
	
	
	
	


	Please tick this box if you do NOT want to receive training updates
	


	Where did you hear about us?

(if you found us on the Internet, please state which website)
	


COURSE DETAILS

	Course Title
	Start Date
	Days
	No Delegates
	Course Fee
	Total Fee

	
	
	
	
	
	

	
	
	
	
	VAT @ 20%
	

	
	
	
	
	Total Cost
	


	Delegate Names
	
	Delegates Names

	
	
	


PAYMENT METHOD (payment MUST be received at time of booking)
	Credit/Debit Card (fill in details below)


	Card Number
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Expiry Date
	
	
	
	Last 3 digits of security code
	
	
	
	
	Post code card is registered to
	


	Bacs payment to Courtley (Health & Safety) Ltd
	Cheque enclosed
	

	Account Number
	10111530

	Sort Code
	16-24-06

	Date of payment
	


	Signature:
	
	
	Date:
	


BOOKING CONDITIONS
Bookings will be accepted on receipt of a completed booking form and will be confirmed by Courtley (Health & Safety) Ltd when payment has been received.  Please note: The course will not be confirmed until one week prior to the start, joining instructions will then be sent where full payment has been received.  
Please use one of the following methods to return your booking form:

Email:
emma@courtley.com

Fax:
0870 300 8175

Post:
Courtley (Health & Safety) Ltd

5 Platinum Court


Alchemy Way


Knowsley


L33 7XN

NOTICE OF CANCELLATION
Substitute delegates are welcome at no extra cost, if they are suitable for the course.

· Cancellation of booking more than one week prior to the course incurs an administration fee of £30 + VAT per delegate.

· Where cancellation is made within one week or non-attendance of the course, fees will be payable in full.

· Fees charged for the re-arrangement of training will be at the discretion of Courtley (Health & Safety) Ltd.
(Please read Booking Conditions and Notice of Cancellation Terms and Conditions on the next page)


