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Open Course Booking Form

	Company
	  

	Contact Name 
	
	Email 

Address
	

	Invoice Email Address
	

	Delegate Name 

	

	Delegate Address


	 

	Telephone Number 
	  
	Email Address 
	


 Course Required – Please mark:

	PRINCE2® Overview (1 day)
	

	PRINCE2® Foundation (3 days)
	

	PRINCE2® Foundation & Practitioner (5 days) 
	 

	PRINCE2® Upgrade (2 days)
	

	PRINCE2® Re-Registration (2 days) 
	

	MSP® Foundation (3 days)
	

	MSP® Foundation & Practitioner (5 days) 
	

	MSP® Upgrade (2 days) 
	

	MOR® Foundation & Practitioner (5 days) 
	

	ITIL® v3 Foundation (3 days) 
	

	APMP Introductory Certificate (2 days)
	

	APMP Certificate (5 days) 
	

	APMP for PRINCE2 Practitioners (3 days)
	

	Other (Please specify) :
	


	Price of Course p.p. (excl VAT)
	
	No. of Attendees
	

	Location of Course
	
	Date of Course 
	

	Purchase Order Number  (if available)
	



Transferring Courses
If a delegate wishes to transfer a booking to a later course there will be an administrative charge of 25% of the course fee if it is within 6-20 working days of the original course date, or a charge of 40% of the course fee if it is within 5 working days of the original course date. If that transfer is then cancelled and/or the delegate fails to attend, the full course fee remains payable.
Cancellation Terms
The following charges will apply in the event of cancellation by a customer once a booking has been confirmed:
	Cancellation Received
	Terms

	Cancellation 21 days or more prior to event
	No Charge

	Cancellation 15 to 20 days prior to event
	25% of delivery charges plus any expenses incurred.

	Cancellation 10 to 14 days prior to event
	50% of delivery charges plus any expenses incurred.

	Cancellation 5 to 9 days prior to event
	75% of delivery charges plus any expenses incurred.

	Cancellation less than 5 days prior to event
	100% of delivery charges plus any expenses incurred


A charge for expenses only in respect of a cancelled booking will be made if the booking is rescheduled and a completed booking form for the rescheduled work is completed and received.

Insights reserve the right to cancel any course with insufficient bookings up to 14 days prior to the commencement date. Delegates already booked will be offered alternative places or a full refund.

Please sign and return this booking form at least 1 week before the start of the course to ensure your booking, and as confirmation of your requirements and acceptance of the Cancellation charges outlined above.
Signed (not required if sent by email): 
Name (Block Capitals):    
Date :  
Insights, 4th Floor, Victoria House, Victoria Road, Chelmsford, Essex, CM1 1JR

Email: info@insights-pm.com Tel: 0845 094 1247 Fax: 0870 762 8121
PRINCE2® MSP® M_o_R ® ITIL® are Registered Trade Marks of the Office

 of Government Commerce in the United Kingdom and other countries
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