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COURSE ENROLMENT FORM
Please return your completed form to:



	


 1. 
Personal Details

Title           First Name                                Other Initials         Surname

	
	
	
	
	
	
	


Home Address


                         

	

	

	

	                                                                                                  

	Postcode
	
	Date of Birth
	
	Sex M*/F*

	
	
	__ __/__ __/__ __ __ __
	
	

	Home Telephone Number 
	
	
	
	

	

	Home Email Address              

	

	Personal Mobile Number            

	

	


2. 
Employment Details (if applicable)
Name of Employing Organisation


 

	

	Work Address

	

	

	                                                                                                   

	Post Code

	

	Job Title

	

	Department

	

	Work Telephone Number              

	

	Work Email Address              

	

	Work Mobile Number (if different to personal mobile)

	


3.
Enrolment
3.1 Main Courses, i.e. Day Release/Block Release (Includes mock exams, progress tests and main course materials)
Please state the mode of attendance and/or course title, course location and the exam diet that you wish to sit.  

	Mode of Attendance &/or Course Title *

(N.B. Where more than one course of same module pairing is running please indicate Course 1, Course 2 or Course 3)
	Diet of Exams

June/Dec       Year
	Location (See key below)

	
	
	
	

	
	
	
	


* N.B If you only wish to attend one module from a course pairing please indicate the relevant module in brackets
   e.g. Cert Day FA/MA June 2010 (FA only)

3.2 Revision Courses

         Please state the module, dates and course location of the revision course(s) you wish to attend
	Module
	Dates
	Location (See key below)

	
	
	

	
	
	

	
	
	

	
	
	


3.3 Initial Professional Development Scheme (IPDS)
Introduction to IPDS Course         (       Date:__________________  
  Location (see key below):_______
3.4 Essentials Courses  Please state the module, title, date and course location of the Essentials course(s) you wish to attend
	Module
	Title of Course
	Date
	Location (See key below)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3.5 Additional Services 
a) 
Mock Exams Only -   Please state the module, dates and the location that you wish to sit the mock exam(s) 

	Module
	Date
	Location (See key below)

	
	
	

	
	
	

	
	
	


b) Progress Tests Only -  Please state the module and location at which you wish to sit the progress test(s).  
                                   Submission dates will be confirmed upon enrolment.

	Module
	Location (See key below)

	
	

	
	

	
	


c) Course Materials Only - Please indicate the module and tick which type(s) of materials you require.

	Module
	Main Course Materials
	Revision Course Materials 
(includes Question & Answer pack)

	
	(
	(

	
	(
	(

	
	(
	(

	
	(
	(


d) One to one tuition - Please indicate, module, location and amount of time you require one to one tuition.
	Module
	Tuition will be held at Locations 1, 3 & 4 only 
(see key below)
	1 hour
	Half Day
	Whole Day

	
	
	(
	(
	(

	
	
	(
	(
	(


Key: Location - South East (1), West of Eng. (2), Midlands (3), East Scotland (4), Wales (5), DWP Leeds(6), North West (7), Home (8), Work (9).  N.B. Locations 8 & 9 apply to mock exams and progress tests only.

4. Previous Qualifications/CIPFA Achievement to date

	· Are you a graduate   Yes             No
          

If yes, please state which degree


	· Please state other relevant qualifications e.g. AAT, ACCA etc


	· Please list any PQ exemptions you have applied for/been granted by CIPFA 


	· Please list all CIPFA PQ modules passed to date (including any from the previous syllabuses) 



	· Please list any CIPFA PQ modules you have sat examinations for and for which you are awaiting results 


5. Medical History/Special Arrangements
	If you have a medical condition which you feel CETC should be aware of e.g. Diabetes, epilepsy or if you have any specific requirements in relation to your studies that you feel CETC should consider/make provisions for please give details below.



	Please give the name and telephone number of someone who we can contact in an emergency

Name: 

Telephone No: 

Relationship: 


6. 
Employer Reports (To be completed by students attending main courses only)
Please give details of who should receive information on your progress during the course and who we should invite to CETC Employers’ Meetings and 
6.1 Progress Reports Officer*

          6.2 Employer Meetings
	Name:
	
	
	Name:
	

	Job Title:
	
	
	Job Title:
	

	Organisation:
	
	
	Organisation:
	

	Dept:
	
	
	Dept:
	

	Address:
	
	
	Address:
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Tel No:
	
	
	Tel No.
	

	Email:
	
	
	Email:
	


*
Please note that the person named as the progress reports officer above will be sent formal notification of your in-course assessment results (e.g. progress tests and mock examinations) and your attendance records during your course.  If you do not wish reports of this nature to be sent to a third party please put “N/A” beside “Name” in Section 6.1 above.   
7. 
Course Fees Please give details of who should be invoiced.   This information is required in full by our Accounts Dept.

EMPLOYER SPONSORED STUDENTS ONLY
	7. 1 
	Main Addressee for Invoicing
	
	7.2   
	If you require invoices for any of the courses/ services purchased to be sent to an alternative sponsor to that given in 7.1 please indicate which courses/ services and give invoice details below.

	Name:
	
	
	Name:
	

	Job Title:
	
	
	Job Title:
	

	Organisation:
	
	
	Organisation:
	

	Dept:
	
	
	Dept:
	

	Address:
	
	
	Address:
	

	
	
	
	
	

	Tel No.
	
	
	Tel No.
	

	Email:
	
	
	Email:
	

	
	
	
	Course/Service
	


	Responsibility for Payment 

I hereby accept responsibility for payment of the appropriate course fees, in accordance with CIPFA Education & Training Centre fees policy*.

	
	Responsibility for Payment 

I hereby accept responsibility for payment of the appropriate course fees, in accordance with CIPFA Education & Training Centre fees policy*.


	Signed
	
	
	Signed
	

	Print
	
	
	Print
	

	PO No.
	
	
	Date
	
	
	PO No.
	
	
	Date
	


SELF FUNDED STUDENTS ONLY

If you have enrolled for more than one set of courses, please tick to indicate which course(s) you are self funding for:

Main Day/Block Release Course
  Revision 
  
 IPDS 

Essentials 

(includes mock exams/progress tests and materials


Mock Exams only 

Progress Tests only 
Course Materials only 
   One-to-one Tuition 

Payment Details 
Cheques made payable to CIPFA should be attached. Please include your name, address, CIPFA student contact number (if known) and the course(s) to which payment relates on the back of this cheque. If paying by credit card, please complete the following.  N.B Only Visa, Mastercard and Switch (Maestro) cards are accepted.
	Type of Card
	Visa
	 FORMCHECKBOX 

	Expiry Date
	__ __ /__ __
	Issue No
	

	
	Mastercard
	 FORMCHECKBOX 

	
	
	
	

	
	Switch
	 FORMCHECKBOX 

	
	
	
	

	Name of cardholder
	
	CIPFA Student No: _ _ _ _ _ _ _ _ 

	Card Number
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Responsibility for Payment  - To be completed by all self funding student regardless of payment method
I, the self funding student, herewith state that I have read and agree with CIPFA Education & Training Centre fees policy* and undertake to be responsible for all course fees, and that payment (or proof of payment) accompanies this enrolment form. 


	Signed
	

	Print name
	


8. Declaration – Data Protection
  The information I have given on this form is correct.  

  I agree to the processing of personal data contained in this form, or other data which CETC may obtain from me or other people, whilst I am a student.  

  I agree to the processing of such data for any purposes connected with my studies or for any other legitimate reason.  

   CETC will obtain your exam results from CIPFA following each examination sitting for the purpose of determining group pass rates and offering academic advice/guidance where requested. Individual results will not be shared with your employer or any other 3rd parties.
Student Signature:______________________________________

Date:
_____________________
* CIPFA Education & Training Fees Policy is available on page 5 of this form or to download from the CETC website www.cetc.org.uk
CIPFA Education and Training Centre and CIPFA North West Course Fees 
	Course/Service
	Fees –June 2010

	
	 

	Main Courses(Day or Block Release) *
	

	Full Modules: FA, MA, FR, FMST, AA, ADM, FPR, GPP, LM
	£ 540 + VAT per module

	Half Modules: PF, Tax
	£ 295 + VAT per module

	FMCS
	£ 1,410 + VAT

	SBM
	£ 725 + VAT

	
	

	Revision Courses
	

	2 day: FA, MA, FR, FMST, ADM, FPR
	£ 220 + VAT per module

	1.5 day: GPP, Tax
	£ 165 + VAT per module 

	1 day: AA, LM, PF, SBM
	£ 110 + VAT per module 

	FMCS
	£ 355 + VAT

	
	

	Other Courses
	

	Financial Reporting Introduction Course
	£ 235 + VAT

	Initial Professional Development Scheme Introduction Course
	£ 110 + VAT

	Essentials Course
	£ 95 + VAT

	Bespoke Courses
· AA/ADM/FR/FMST**
· FPR/LM/GPP/PF/Tax**

· FMCS/SBM***
	£ 2930 + VAT

£ 2980 + VAT
£ 2600 + VAT

	
	

	Additional Services
	

	Mock Exam (all modules except FMCS)
	£ 75 + VAT per paper

	Mock Exam (FMCS)
	£100 + VAT per paper

	Progress Test 
	£ 45 + VAT per paper

	Main Course Materials: (includes question pack). NB Not available for FMCS.
	£ 95 per module

	Revision Course Materials 

(Includes question and answer packs)
	£ 50 per module

	One to one FMCS Tutorial
	£ 75 + VAT

	One to one tuition – 1 hour
	£ 125 + VAT

	One to one tuition – half day
	£ 350 + VAT

	One to one tuition – whole day
	£ 600 + VAT

	
	


*

Main Courses include mock exams

**
Bespoke Courses include mock exams and revision element and courses lead to the December 2010 examinations
***
Bespoke Courses include mock exams and revision element and the course leads to the June 2010 examinations.
CIPFA Education and Training Centre and CIPFA North West Fees Policy 
1. Employer sponsored students

The sponsoring employer must sign the Enrolment Form in each relevant section and agree to the Terms & Conditions.  Confirmation of enrolment will not be made if the form is not completed and signed by the employer.  The employer will be invoiced for the outstanding payment in Pounds Sterling, and payment must be received by CIPFA in Pounds Sterling within 30 days of receipt of the invoice.  If payment is not received within 30 days, CIPFA reserves the right to charge interest on the outstanding balance at the UK clearing bank base lending rate, to accrue daily.

2.Self funding students

Self funding students should pay for their chosen courses with their enrolment– either by cheque payable to CIPFA or by credit card. Please note that all payments should be in Pounds Sterling.  Students are also reminded that it is a criminal offence to present a cheque that is unable to be cleared due to insufficient funds.  Also, please note that only employers and organisations will be invoiced.  If you are a UK resident, payment can be made by BACS or credit card (VISA, Master Card or Switch only).  

3. CETC/CIPFA North West Course Fees
CETC/CIPFA North West course fees detailed in the course brochure and on the CETC website relate to CETC or CIPFA North West products/services only. All students attending CETC/CIPFA North West courses must register with CIPFA to enter for the examinations and obtain the relevant CIPFA student learning materials but please note CIPFA registration, examination and student learning material fees are not included as part of CETC/CIPFA North West course fees. 
4. Late Enrolments

Commencement at any stage within the first half of a course:
full fee payable

Commencement at any stage within the second half of a course:
2/3 of fee payable

5. Withdrawals

It is the responsibility of the sponsor (or student, if self funding) to inform CETC in writing of a withdrawal from a course.  In the event of a student leaving the sponsor organisation, the fees will remain the responsibility of the original sponsor organisation unless written confirmation is received from an alternative sponsor accepting responsibility for these fees.

Please note that the closing date for enrolment is set at two weeks before the start of any course.

5.1 Withdrawals before closing date for enrolments:
 no fee payable

5.2.Withdrawal between closing date for enrolments and start of course:   15% of fee payablea
5.3 Withdrawal within 21 calendar days after the start of the course:
60% of fee payableb
5.4 Subsequent withdrawal:

full fee payable
a     
The fee is waived if a student elects to withdraw as a result of the receipt of adverse exam results shortly before the start of the course. In such instances, withdrawal must still be notified in writing before the start of the course or 5.3 or 5.4 above will apply as appropriate.
b
For Essentials, revision or IPDS courses, withdrawal after the start of the course for whatever reason will result in no refund.  If withdrawal is notified prior to the start of the course, 5.1 or 5.2 above will apply as appropriate.
6. Cancellation of Courses
All of CETC and CIPFA North West’s courses run subject to demand. CETC or CIPFA North West reserves the right to cancel a course if there is insufficient demand. Those enrolled on the course that is to be cancelled will be notified in writing and informed of the options available to them. Where CETC or CIPFA North West is forced to cancel a course the liability shall be limited to a refund of fees paid only.  CETC or CIPFA North West will not be liable for any expenses incurred or subsequent loss associated with the cancellation or postponement of courses. 



Edinburgh Based Courses: 


2nd Floor, West Wing. Fettes Park,


496 Ferry Road, Edinburgh, EH5 2DL 


or Fax: 0131 551 2223








Birmingham Based Courses: 


6th Floor, 154 Great Charles Street, Birmingham B3 3HN 


or Fax 0121 200 0999








All other centres: 


215-221 Borough High Street, London, SE1 1JA 


or Fax:  020 7403 3040
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