	

	The Gables

65 Fieldhead Road

Leeds 
LS20 8DU
	IT On Track 2000 Ltd

T/A Richard Palmer Consultancy
Course Booking Form
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Tel: 0845 644 6613
Fax: 0870 432 8424

peter@itontrack.co.uk 


	Account Manager:

Peter Gable


	
	Contact:
	
	Account No.

(if Known)
	

	
	
	Position:
	

	
	

	
	
	Company:
	
	Date
	14/04/2006

	
	
	
	
	
	

	
	
	Email:
	

	
	
	address:
	

	
	
	
	 

	
	
	Post Code:
	
	Tel:
	
	Fax:
	


	Course Name and Code:
	

	Location: 
	

	Date(s):
	

	No. Of Days:
	

	No. Of Delegates:
	

	Delegate Names (1):
	
	(2): 

	(3):
	
	(4):

	(5):
	
	(6):

	(7):
	
	(8):

	Fee (Excl. Vat):
	

	NOTES (Invoice Address, Special Diet,  Equipment Required, Expenses etc)
	

	
	

	
	


	IMPORTANT!  It is imperative that you check every detail of this booking form to ensure that course name, date, versions etc are accurate.  If any of the details given are incorrect, please contact your account manager immediately.  The signing and returning of this form will be treated as confirmation of the above course details.  Any subsequent changes must be verified in writing by both parties.    Whilst we will always strive to meet our clients needs, IT On Track cannot guarantee that we are able to accommodate unconfirmed changes in course versions, dates, numbers etc. Inaccurate or incomplete booking forms may affect our ability to run the course partially or in full. The client may be liable for the full course fee if we are unable to run the course due to unconfirmed changes in course details. Our standard terms and conditions apply.  

	The purchaser agrees to pay the following charges in the event that for whatever reason, its representative(s) fails to attend or withdraws from a training course or uses a facility/service which it has booked without providing at least 28 days written notice prior to the scheduled commencement date. Cheques payable to IT On Track 2000 Ltd. Credit Cards Accepted
	Written Notice Given:


	1 – 14 Days    =  100% Cancellation Charge

15 – 21 Days  =  50% Cancellation Charge

22 – 28 Days  =  25% Cancellation Charge

     > 28 Days  =  No cancellation Charge

	Name (please print)
	
	Signature
	

	Job Title (please print)
	
	Date
	

	Purchase Order Number (if required)
	
	
	


For office use only:

	Invoice Number
	
	Course Code
	

	Tutor
	
	Room Number
	

	Data Entered 
	
	Date
	

	JI’s Sent 
	
	Date
	


