[image: TEESOUTDOORS LOGO3] 

Booking Form


	Course name
	

	Date(s) of course
	

	Venue
	                                                   




Your details
	Title
	[bookmark: Check2][bookmark: Check3][bookmark: Check4][bookmark: Text5]Mr / |_| Mrs / |_| Ms / |_| Miss / Other please specify:      

	First name
	 
	Surname
	

	Date of birth
	     
	Gender
	[bookmark: Check6]|_| Male
	[bookmark: Check7]|_| Female

	Address
	     

	Town
	     
	Postcode
	[bookmark: Text6]      

	Phone (daytime)
	     
	Mobile
	      

	Email
	        

	Special requirements (diet, access etc.)
	[bookmark: Text7]      


Please note you must provide at least one phone number or your email address.


Payment details 
	[bookmark: Check8][bookmark: _GoBack]|_| I enclose a cheque made payable to Paul Mitchinson

	[bookmark: Check9]|_| Please invoice to:
	

	BACS
	Sort Code 20-33-51 Account No. 43840557


Please ensure you have approval from your OA/group if you tick one of these and attach a purchase order if required.

Billing details (If you have requested an invoice please give address details here):
	Name
	
	Role
	     

	Address
	

	Town
	
	Postcode
	

	Purchase order no (if required)
	     
	Receipt required
	|_| Yes	|_| No

	Email:



	Office use


	Invoice Number:
	[bookmark: Text10]     
	Authorisation signature:
	



Please send this form to:
info@notheastguides.com

For booking terms and conditions please see below.












Delegate booking – terms and conditions

Substitution 
It is possible to substitute an alternative delegate on any course at no additional cost, provided:
They meet the pre-requisites of the course and 
Their completed application form is received no later than five days before the start of the course. 

In this instance, North East Guides will confirm the replacement delegate has been accepted onto the course.  An additional charge may be made for any course materials if there is a registration or admin cost incurred from the original delegate.

Cancellation
By delegates
Cancellations need to be confirmed in writing to North East Guides. The following charges will apply to cancellations:

Cancellation more than one month before the course date	No charge
Cancellation over 1 week before the start of the course  		50% Charge
Cancellation on week of the start of the course			Full cost 

Please note if you cannot attend, you are welcome to send somebody from your organisation in your place provided they meet any prerequisites

Cancellation by North East Guides
In the unlikely event of your course having to be cancelled we will advise you as soon as this change is known.  We will offer alternative dates or, at your request, a refund, less the cost of any materials already supplied to you.

Data Protection
Course participants’ details are stored by North East Guides for the purpose of recording attendance on courses, providing statistical information and maintaining individual training records.  Apart from awarding and accrediting bodies for qualifications, We do not share your details with any other organisation.

Disclaimer
Attendance on a North East Guides course does not guarantee you a role as a Leader or other volunteer.  You must have the endorsement of your employer.
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