	BOOKING FORM
Please fax to the Bookings Team on 020 8667 8580 or Email to cipfabookings@cipfa.org.uk
For Event enquiries please contact the CIPFA Events Team on 020 8667 8514

	CIPFA Performance Services
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Event Details

	Event Name
	

	Event Date
	

	Location
	

	Price of event
	

	Bookers Details

	Authority 
	

	Contact 
	

	Job Title
	

	Department
	

	Address
	

	Postcode
	
	

	Tel. No. 
	
	Fax No.
	

	Email 
	

	Purchase Order Number:
	

	If you have not received your e-mailed Joining Instruction details 7 days before the event or you have any booking enquiries please contact the CIPFA Bookings Team on 020 8667 8510 or email CIPFAEnquiries@cipfa.org.uk.


	Please insert below the details of all delegates, should you have more than three delegates please copy this blank form and indicate multiple pages:

	
	Delegate 1
	Delegate 2
	Delegate 3

	Delegate Name
	
	
	

	Pre-paid Place/Rate in £
	
	
	

	Job Title
	
	
	

	Email 
	
	
	

	Tel. No.
	
	
	

	SPECIAL REQUIREMENTS (Dietary or Access)
	
	
	


Payment options can be found over the page – see 2 over the page
	I HAVE READ AND AGREE TO THE TERMS AND CONDITIONS:

                                       (

	Signed:






Date:

	By completing this form you have consented to your details to be held in our database. From time to time CIPFA may send you information regarding our services. If you would prefer not to receive this information please tick this box.
	(

	The information you provide will be shared with other delegates attending this event, if you do not wish for your details to be shared in this way please tick this box.
	(


	(1) – TERMS AND CONDITIONS OF BOOKING

Cancellations must be emailed to CIPFAbookings@cipfa.org.uk 
When a written or emailed cancellation is received more than 14 days before the event, and a fee has been paid, a full refund or credit will be offered. 
If a pre-paid place has been taken this will be credited back to your subscription.

Where a cancellation is received less than 14 days before the event, all fees/places will apply. We may, at the organiser’s discretion, offer credit against attendance at a future event once the full fee is paid. We reserve the right to charge a £50 administration fee.

We will gladly accept a substitute at any stage.


Where CIPFA is forced to cancel or postpone an event the liability of CIPFA shall be limited to a refund of fees paid or places used. CIPFA is not liable for any subsequent loss.


Should CIPFA need to cancel or postpone an event for any reason, as much notice as possible will be given and an alternative date may be offered.
If the alternative date is unacceptable to you, any delegate fees or pre-paid places taken will be refunded. All fees paid and places taken are inclusive of material, lunch and refreshments.

VAT is not included in the fees quoted. Please note overnight accommodation is not included in the fee; neither can we book accommodation for delegates with the exception of residential conferences.

Cheques should be made payable to CIPFA Business Limited. Alternatively, invoices will be sent to you upon completion of the booking.

NOMINATED CONTACTS for CIPFA prepay events ONLY. For liaison purposes, each subscribing organisation must nominate a main contact who will be responsible for receiving and distributing membership information and materials, as well as managing the use of the allocated delegate places. If you subscribe to this network and wish to use some of your prepaid delegate places, please ensure that the nominated main contact for your subscription is aware that you are booking onto this event. Any person within the subscribing authority can book onto an event and CIPFA is not responsible for controlling the allocation of your organisation's delegate places.

Whilst the programme is correct at the time of going to press, CIPFA reserves the right to change the details of the event without notice. Alterations may be beyond our control.
The views expressed by the speakers are their own and CIPFA disclaim any liability for advice provided to delegates.
At certain events photographs and recordings may be taken for promotional purposes.
If you have any questions regarding this booking, please contact the CIPFA Events Team on 020 8667 8510 or email CIPFAbookings@cipfa.org.uk.  Please allow 10 working days for confirmation of this booking to be sent to you.  Please note that we do not accept bookings over the telephone.


	(2) – PAYMENT ARRANGEMENTS (PLEASE TICK) 
Subscriber Pre-paid Place(s)


(
NB. If your authority does not have any pre-paid places remaining you will be charged.
Cheque to Follow in the Post


(

VISA/MasterCard (subject to 2% fee)

(
Card no. ___________________________________________ Expiry date ________

Cardholders name _____________________________________________________
Bank Automated Credit Service (BACS)

(
When paying by BACS please quote ref Perf and the date of the event in DDMMYY format e.g. Perf 121209 and send your remittance to the accounts department at No1 Croydon, 12-16 Addiscombe Road, Croydon, Surrey, CR0 0XT
Our bank details
             Account number
01095849

Sort code 30-92-32




Account name
CIPFA Business Limited



Bank/Branch
Lloyds TSB plc, Covent Garden Branch, London, United Kingdom

Invoice 




(
An invoice will be sent to the contact for the booking (if it is a requirement of your organisation please insert purchase order number on the previous page where indicated).


	FOR CIPFA USE ONLY

Date processed:
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