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	Registration Details (Please see page 2 for Registration guidance notes)

	Contact Name
	Organisation Name

	Organisation Address



	Telephone 
	Fax 
	Email




	Invoice Information (if different from above)

	Contact person



	Address



	Telephone 
	Fax 
	Email




	Course Information

	Ref 

(if any)
	Course Name
	Delegate Name
	Date
	Location
	Price
(Ex. VAT)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Special requirements e.g. dietary or access



	Payment Information
Note: Please include VAT in your final payment (please do not send cash) 

	Purchase Order number: 


We, the Customer, confirm that the Attendee(s) meet all Course pre-requisites as specified in the Course profile published on the IDOX website. Not withstanding any substitute term that we, the Customer, may propose by way of purchase order or otherwise, we understand that the Contractor's  associated General Terms and Conditions – Training (published in conjunction with this Registration Form and which we confirm having read, understood and accepted) alone shall apply to provision of the training courses specified herein: 

Authorised Signature:  __________________________________ Date: ________________________

Name:                            __________________________________   Title: ________________________
Please return this form either by email to booktrain@IDOXgroup.com, fax to 01635 565901 or send to IDOX Software Ltd, Benham Valence, Newbury Berkshire RG20 8LU. 
Registration Guidance Notes

Registration Form

· A completed Registration Form is required for each booking.  
· Registrations are processed on a first-come, first-served basis. 

· Before you send or fax the form, please contact the IDOX on 01635 565900 to check current availability.

· If a purchase order number is not available when the form is submitted, it must be sent to IDOX at least 3 weeks prior to the course start date. 

· Provided a Registration form and purchase order have been received at least 3 weeks prior to the course commencement date, and a place is available on the specified course, you will receive joining instructions before the relevant scheduled course commencement date. 

Remittance Details

· Value Added Tax should be added to all published course fees. IDOX will issue an invoice after the course is delivered.  

Cancellation
· As specified in the General Terms and Conditions – Training, cancellation fees apply if a registration is cancelled (or transferred) less than 10 working days before the course commencement date or if a booked delegate does not arrive for the course.

Joining Instructions and Accommodation

· Attendees are provided with joining instructions (including a course location map and details of local hotels). Attendees are responsible for making their own travel and accommodation arrangements.

Course Materials and Attendance Certificates

· All relevant course materials are issued at the training site and an attendance certificate will be issued to all attendees who complete the whole course.

Recommended Attire, Course Times and other information

· Courses begin at 10:00 and finish at approx. 16:00
· Casual dress is suggested




