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Training Course Booking Form

Fill out and fax back to 0207 936 4373 or scan/email to anita.manukyan@turnstoneservices.com
	Point of Contact

	Your Name


	

	Your telephone/mobile
	

	Company Name


	

	Email Address


	

	Office Address


	


	
	Delegate Information

	No.
	Delegate Name
	Role in Company
	Delegate Email Address
	Delegate Mobile No.
	Course Number
	Course Date
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Please continue on a separate sheet if required
	Billing Details

	Unless courses are paid by credit card, invoices for bookings will be sent to the Billing Contact Email Address for payment.  Please add any purchase order details necessary below.  

	Purchase Order Number
	

	Billing Contact Name
	

	Billing Contact Email Address
	

	Invoice Address

	

	Billing Contact Phone number(s)
	


By returning the completed form, you agree to accept the terms and conditions overleaf. 
A VAT invoice and joining instructions will be issued to acknowledge your booking.  

Please contact us if you do not receive this within seven days of booking.
Methods of payment are shown in the booking terms and conditions.  

Invoice payments must be made within the timescales stated in the booking terms and conditions overleaf.  

Booking Terms and Conditions

In these Terms and Conditions the following definitions apply:

 “Training Provider” means the person or persons delivering the training course
 “We” or “Us” means Turnstone Services Ltd

“You” means the customer booking the course

Fees

The fee for an event covers all written materials and refreshments (excluding lunch).  
Payment Terms

A VAT invoice will be issued at the point of booking. Payment is due within 30 days of the invoice date or 21 days prior to the first course date, whichever is the sooner. We reserve the right to refuse admission and to release course places if payment is not received on time.  You will be informed in writing if this occurs.

Payment may be made by BACS transfer or credit card. Instructions on how to pay are included on the VAT invoice.  Payments are fully refundable in the event of cancellation subject to the cancellation conditions below.

All course fees quoted are exclusive of Value Added Tax which should be added to the amount shown at the ruling rate at the time of booking the course. If You fail to make any payment when due we reserve the right to levy a late payment charge calculated at the rate of 2% per month accruing daily from the date the invoice becomes due for payment.

Cancellation Charges

If you need to cancel your booking your cancellation must be received, in writing, at least 21 days before the event.  If payment has been made a refund will be arranged.  If payment has not been made the booking will be cancelled from our system and we will send you a credit note. Cancellation charges vary with notice period as below and are a % of the original booking fee:

21 days or more before the event
10% + VAT

20 days or less before the event
100% + VAT

An additional invoice will be sent for this charge, together with a credit note or refund in respect of the original invoice. 

Note that a substitute delegate can be named at any time before the course begins, without any cancellation charge.
Transfer Charges
If you wish a delegate to transfer to another event your request must be received, in writing, at least 21 days before the event, stating the date, name of the course and delegate you wish to transfer. The new course date must be within six months of the original.  Transfer charges vary with notice period as below and are a % of the original booking fee:

21 days or more before the event
FREE
20-14 days before the event 
10% + VAT

13 days or less before the event
20% + VAT

Please note that a delegate can only transfer twice from an event within 12 months of the original booking.  

A transfer can only take place once payment has been received.

Course Changes

We reserve the right to improve the specification and format of its courses for your benefit without notice to you.

The location and date of the course will be as advised to you at the time of booking. We reserve the right to change the location of the course and will advise you as soon as this change is known.

We reserve the right to cancel or reschedule any course and will advise you as soon as this change is known. We will use all reasonable endeavours to avoid changes of this nature. When this is unavoidable we will refund in full all monies paid by you, or at your option apply all monies to a rescheduled or alternative course.

Warranty and Liability

You accept that it is your responsibility to verify that the courses are suitable for the requirements of the delegate attending a particular course and that the delegate has the necessary level of competence to be able to achieve the objectives of the course.

Our liability for loss and damage shall be limited to a claim for damages. The maximum aggregate liability will be the charges for the course out of which the loss or damage has arisen. We will not be liable for indirect, special or consequential loss (including loss of anticipated profit or data), howsoever arising, even if we have been advised of such potential loss.

Copyright

The copyright and all other intellectual property rights in all course materials shall remain the sole and exclusive property of Turnstone Services Ltd. You undertake that you will not copy or permit the photocopying of course materials, nor disclose or permit the disclosure or sell or hire the same to third parties, nor use the same for running your own courses.

Important Note

Your completed booking form and these terms and conditions form a legally binding contract.  If the programme takes place but you are unable to attend, whether for reasons within or beyond your control, the above conditions in relation to transfers and cancellations will apply.  

We accept no responsibility for loss occasioned to any person acting or refraining from action as a result of the information disclosed by the Training Provider during the event.  

All bookings on our events are subject to the above terms and conditions and your acceptance of them constitutes a legally binding contract under English law.  You will be deemed to have accepted the terms and conditions at the time of booking by signing and returning our booking form, unless we hear from you within five days of you returning the signed booking form. Once delegates have attended the course, we reserve the right to use the delegate’s company logo and feedback comments on publicity materials for future courses.
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