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Please complete this booking form, using one form per person, per course


Course:






Course Date:        /        /

Personal Details

	Name:


	Job Title:
	Organisation:

	Address:


	Tel. No:



	
	Email:



	
	Mobile No (Optional):




Access or Communication needs. Full details are available on our website or on request

Personal Expectations/Objectives

Please read the course outline and identify up to three things you hope to gain from attending. 

	Objective 1


	Objective 2
	Objective 3


Payment

Course participants will be invoiced the full course fee for non attendance or late cancellations.
Participant Signature:




Date:


Line Managers please discuss with staff after the event their learning for the benefit of the whole organisation.

How did you hear about this course?

Please return to: 
Administrator, ITC, 12 The Leathermarket, Weston Street, London SE1 3ER. Tel: 020 7403 6698; Email: training@itc-arts.org 

Registered in England and Wales No.189291012. VAT No. 645 7491 08

--------------------------------------------------------------------------------------------------------------------

Terms and Conditions apply see website for  more details.

Booking Conditions

· Bookings are registered on receipt of the course fee by cash, cheque or bank transfer.

· Places are allocated on a first come, first served basis.  

· Cancellations are accepted up to ten working days before the course. You may delegate a colleague to attend in your place. Refunds cannot be made for any cancellations made after this time. 

· ITC reserves the right to postpone or cancel an event if necessary. This will only be under exceptional circumstances and ITC will endeavour to provide as much notice as possible. Your place will either be automatically transferred to another course or a refund will be issued. 

· Your travel expenses will not be reimbursed by ITC. 

· In cases where ITC can accept late bookings, where no payment in advance is possible, you will be invoiced for the course whether you attend or not.

· You will receive confirmation, venue information and directions and a course outline 7 days prior to the course date. 
Please note that refreshments are included. On full day courses, there will be an hour-long break for lunch, which is not included.
ITC does not sell, trade or rent your personal information to others.  Your details will be added to the ITC training database in order to process your request, and so that you can be kept up to date with relevant offers and details of our membership and professional development services.  

