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ICS Training and Development Ltd
50 St James’s Park
BATH
BA1 2SX

Tel:  01225 466 360
Fax: 01225 466 360
Email: info@icstd.co.uk
Date:

Booking Contract 

Client:

Course:


Number of Attendees:

Venue:


Site Contact:




Trainer:

Dates:

Time:

Site Resources Required By Trainer:

Room Set-Up:

Fee per day:

This booking is not confirmed by either party unless this booking contract is completed and signed by both parties and returned to ICS Training and Development Ltd by fax or post along with a 10% non-refundable deposit.


Client Name:    ……………………………………………………..           ICS Name:  …………………………………………………………

Signed:  ………………………………………………………………..           Signed:  ……………………………………………………………..

Date:  …………………………………………………………………..           Date:  ………………………………………………………………….
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Reservations
Once a reservation has been accepted by ICS, written confirmation of the booking will be issued to the client as a Booking Contract
along with programme details and an invoice covering 10% of the cost of the programme fee as a non-refundable deposit.

Fee
The programme fee includes full programme documentation.

Expenses
These will be invoiced after each course at the rate agreed between the client and ICS and subject to payment terms of strictly 15
days from the Expenses Invoice date.

Payment

10% of the programme fee as a non-refundable deposit to be paid on completion of the Booking Contract Form. The remaining
90% of the programme fee must be paid in full, no later than 20 working days prior to the start of the programme. In the event of
late payment, we reserve our statutory right to charge interest at a rate of 4% above National Westminster Bank base rate from the
due date of payment until receipt.

Cancellations
Cancellations must be received in writing, and refunds will be subject to the following conditions:

e Cancellations received 20 working days and over, prior to programme commencement, will receive a full refund of the
programme fee less non-refundable deposit

e Cancellations received 10-19 working days prior to programme commencement will receive a refund of 50% of the
programme fee less non-refundable deposit

e Cancellations received less than 10 working days prior to programme commencement will not qualify for any refund and the
full programme fee will be payable.

ICS reserves the right to cancel a programme at any time without liability. In these circumstances, the client will be offered an
alternative date, a credit note, or a full refund.

Programme Suitability

Although all ICS training programmes are a result of close cooperation, discussion and agreement with the client, it is the client’s
responsibility prior to booking to ensure that the selected programme meets the criteria required by attending delegates. ICS will
provide a professional programme with care and skill, but accepts no liability in the event that the selected programme is unsuitable
for the delegate requirements.

Copyright

It is acknowledged that all copyright, patents, design and other intellectual property rights in or relating to any programme materials
provided or made available in connection with the programme, remain the sole property of ICS or its licensors and no copies may be
made of programme materials unless expressly agreed in writing by ICS.

Security
All delegates will be expected to abide by any site security measures operating at the programme location.

On-Site Programmes

Where a programme is provided as a dedicated programme at a client’s site, the following additional terms and conditions will apply:
The availability, content and venue of an on-site programme will be as agreed with ICS and such relevant resources and facilities will
be provided at the client’s expense, in accordance with ICS stated minimum requirements for the programme, as communicated on
or before the time of booking.

The client will take all reasonable steps to safeguard the personnel or representatives of ICS when on client premises as well as any
property brought on such premises for the purpose of providing the programme.

Terms and Conditions
The terms and conditions set out herein represent a complete statement to the agreement between the parties and supersede any
previous issues.
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