BOOKING FORM - SR&A PUBLIC COURSE PROGRAMME - MANCHESTER

Course Title Dates

Name of Delegate

Company or Organisation (if applicable)

Position

Address (for sending joining instructions, Invoice Address Details (if different)
certificates etc)

Email Your Purchase Order No. (if used)

Telephone

Payment Details
Total Cost = £ + VAT

* | enclose / please invoice me now for the full course fee
* | enclose / please invoice me now for the non-refundable deposit (20% of the course fee)

* Delete as applicable. Cheques should be made payable to Stuart Robertson & Associates Ltd

All fees for courses are due before the start of the course. Please see reverse for full booking and payment conditions.

Please indicate lunch requirements. VEGETARIAN YES / NO

Do you have any other special requirements ?

Do you require details of hotel accommodation in Manchester ~ YES / NO

| have read and agreed to the attached terms and conditions

(Please ensure that you are authorised to make the expenditure commitment above)

Signed Date

RETURN TO :
Stuart Robertson & Associates Ltd, Empress Buildings, 380 Chester Road, Manchester M16 9EA

Tel : 0161-877 3277 Fax:0161-877 4500 Email: mail@sr-associates.com




TERMS & CONDITIONS
For delegates booking on SR&A Public Course Programme

A COURSE BOOKING ARRANGEMENTS & GUARANTEE

1 A booking will be considered confirmed if a booking form indicating invoicing arrangements has been received by SR&A
Ltd or other confirmation of the booking in writing has been received by SR&A Ltd.

2 Following receipt of a confirmed booking SR&A Ltd will guarantee a place on the course or modules to be run on the dates
booked. In the event of the unavoidable cancellation of the course by SR&A Ltd, an alternative date will be offered and all
fees etc will be transferable.

3 Course joining arrangements including location, course programme etc. will be sent out prior to the course.

4 When acknowledging a confirmed booking SR&A Ltd will indicate what pre-course work will be required (if any) and when
that will be despatched to the delegate.

5 Joining instructions and pre-course work will only be sent out to delegates with confirmed bookings as defined in 1. above.

6 All in-course materials and equipment will be provided by SR&A Ltd. Training and assessment will be carried out by
SR&A Ltd in accordance with the requirements of the course and qualifications to be taken (if any). Materials for any
follow-up activities linked to certain courses must be obtained from the relevant test publisher.

B INVOICING ARRANGEMENTS
1 Deposit

SR&A Ltd course fees include a charge (20% of the course fee) to cover pre-course administration and preparation of
materials. This charge is due at the time of booking confirmation and is non-refundable in the event of cancellation or
postponement. Payment should either be sent with the booking form (or other confirmed booking) or will be invoiced by
SR&A at the time of confirmed booking.

2 Balance of Course Fee

The balance of the course fee (80%) will fall due at the start of the course or first module and invoices will normally be
issued at least 7 days prior to the course or module.

C CANCELLATION OR POSTPONEMENT
1 Deposit

In all cases of cancellation or postponement following confirmation of booking, the deposit described at B1 above is non-
refundable and is retained by SR&A.

2 Cancellation Policy

a) If a course place is cancelled by the client more than 28 days before the start date of the course or first module , there
will be no additional cancellation charge.

b) Cancellation by the client 28 days or less before the start date of the course or first module will lead to a sliding scale of
cancellation charges.

Between 28 and 15 days : 50% of the fee is payable

Between 14 and 8 days : 70% of the fee is payable

Within 7 days or less of the start of the course or first module : The full course fee is payable.

c) Non-attendance on the course or module with no notice of cancellation will result in 100% of the fee being chargeable.

3 Postponement

a) In all cases when a confirmed booking is postponed, the deposit described at B1 above is non-refundable and is
retained by SR&A. A further deposit is required to secure a place on the new course dates.

b) In the case of postponement up to and including 15 days prior to the start of the course or module, cancellation charges
(as in C2b above) will be waived in the event of the postponement of course or module booking to a confirmed future
date.

c) In the case of postponement within 14 days or less before the start of the course or module, any waiving of cancellation
charges will be at the discretion of SR&A dependent on circumstances.

WE RECOMMEND THAT YOU KEEP A COPY OF THE BOOKING FORM & TERMS FOR REFERENCE
Fax Back : 0161-877 4500
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