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PLEASE COMPLETE THIS FORM IN BLOCK CAPITALS
	Company Details

	Name
	

	Company
	

	Address
	

	Phone No. 
	
	Fax
	

	E-mail 
	


	Authorisation Details To be signed by the person with authority to agree to the booking of the training for the delegates detailed below

	Printed Name
	
	Signed
	

	Job Title
	
	Date
	


	Delegate & Course Details

	Delegate 1 
	

	Mobile No.
	
	E-mail
	

	Course Title(s)
	

	Date(s)
	
	Location
	

	Course Price
	
	(excl VAT)

	Delegate 2
	

	Mobile No.
	
	E-mail
	

	Course Title(s)
	

	Date(s)
	
	Location
	

	Course Price
	
	(excl VAT)

	Delegate 3 
	

	Mobile No.
	
	E-mail
	

	Course Title(s)
	

	Date(s)
	
	Location
	

	Course Price
	
	(excl VAT)


Please note: all prices quoted exclude VAT.

Cancellation Policy

· A charge equal to 100% of the relevant cost will be payable if a training course (or part of a training course) is cancelled less than one week before the training course start date.
· A charge equal to 50% of the relevant cost will be payable if a training course (or part of a training course) is cancelled within 2 weeks notice before the training course start date.

· A charge equal 0% of the relevant cost will be payable if training a training course (or part of a training course) is cancelled within more than 2 weeks notice before the training course start date.
Grant Support Applications
The client will need to pay the providers invoice in relation to the cost of the training. Once the clients’ payment to the provider has been received the clients’ application to claim the grant can be submitted and processed. The client should please allow 60 days for payment to be made.

Please note that funding can only be processed if training is attended and clause 7 of the Training Terms of Business applies regardless of whether funding has been granted. 
	Invoicing Details

	Your Purchase Order No. (if applicable)
	
	Invoice Amount 
(Excl. VAT)
	


Please use one of the following ways to book your place. 

1. E-mail Karen Welfare HR Coordinator at kwelfare@hrplustraining.co.uk 

2. Fax the completed form to 01233 722429
3. Post the completed form to HR+ Limited, The Cedars, Church Road, Ashford, Kent TN23 1RQ
Training Terms of Business

Between HR + Limited, incorporated and registered in England and Wales with Company number 5885763 whose registered office is at Wellington House, Church Road, Ashford, Kent, TN23 1RE and the Client.

The Client requires HR + Limited to provide ‘the Services’ as set out in the Training Booking Form attached and HR + Limited agrees to provide the “Services” on the terms as set out below.

1. Definitions
1.1. The definitions and rules of interpretation in this clause shall apply throughout, “the Agreement” 

“the Agreement” shall mean these terms of business, including the Training Booking Form attached. In the event of conflict 
between the terms of business and any attached Training Booking Form, the former shall prevail unless otherwise specified.

“the Company” shall mean HR + Limited whose registered office is at Wellington House, Church Road, Ashford, Kent, TN23 
1RE.

“the Services” shall mean the HR, Training and other business services set out in Training Booking Form, attached

“the Client” shall mean the recipient of the Services and with whom the Company is contracting as specified on the Training Booking Form, attached.

“the Charges” shall mean the Charges payable by the Client to the Company in consideration of the Services specified on the Training Booking Form
“the Consultant” shall mean the individual engaged by the Company to provide the Services to the Client.

“Intellectual Property” shall mean all patents, design rights, trade marks, business and domain names, copyrights, related rights in databases, sui generis rights, trade secrets and other confidential information, know-how and all other Intellectual Property rights or licences of a similar nature.

“the Start Date” shall mean the commencement date of the Services as detailed on the Training Booking Form.

“the Term” shall mean the duration of this Agreement as set out on the Training Booking Form.

1.2. Condition, schedule and paragraph headings shall not affect the interpretation of these conditions

1.3. Words in the singular shall include the plural and vice versa.

1.4. Words in the masculine shall include the feminine and vice versa.

1.5. A reference to writing includes letters and faxes but not emails or other.

1.6. All clauses within this agreement are independently severable.

1.7. A reference to a statue or statutory provisions is a reference to it as it is in force for the time being, taking into account any amendment, extension, re-enactment or sub-ordinate legislation. 

1.8. This Agreement contains the entire agreement between the parties unless otherwise agreed in writing by a Director of HR + Limited.

1.9. This Agreement prevails over any other terms of business or similar put forward by the Client.

2. Variations
2.1. No variations or alterations to these terms shall be valid unless the details are agreed, in writing, between a Director of the Company and the Client.

3. Services
3.1. The Company agrees to provide the Services to the Client as set out on the Training Booking Form.
3.2. The provision of Services shall commence on the Start Date as set out on the Training Booking Form and shall continue until terminated by either party in accordance with the termination clause detailed within the Agreement. 

4. Intellectual Property
4.1. All intellectual Property Rights and all other rights to the deliverable and pre-existing materials associated with the Service shall be owned by the Company.  The Company licenses all such rights to the Client free of charge and on a non-exclusive basis to such extent as it is necessary to enable the Client to make reasonable usage of the deliverables of the Services and of the Services.  

5. Charges
5.1. In consideration of the Services, the Client agrees to pay the Company the Charges set out in the Training Booking Form, attached. 

5.2. All Charges will be quoted exclusive of VAT and VAT is payable in addition.

5.3. The Charges are quoted and payable in UK pound sterling (£) unless otherwise agreed in writing.

5.4. In addition to the Charges, the Client agrees to pay expenses for the Consultants subject to proper authorisation and as detailed in the Training Booking Form.
5.5. In addition the Client will reimburse the Company for costs incurred in purchasing materials and or services that have been agreed beforehand with the Client or are detailed in the Training Booking Form.
6. Payment
6.1. Payment of invoices shall be paid in full within 30 days of the Company rendering the invoice, without deduction or set off.  

6.2. For Services performed on behalf of UK registered companies all amounts invoiced will be subject to VAT. 

7. Cancellations 
7.1. Cancellation of the Service prior to the Training Course Start Date must be presented in writing by the Client to the Company at least 10 working days before the Training Course Start Date, as detailed in the Training Booking Form. The following charges, made to recoup losses incurred by the Company as a direct result of the cancellation or postponement, will be payable by the Client to the Company in accordance with the payment clause of this agreement.  
 7.1.1
A charge equal to 100% of the relevant cost will be payable if a training course (or part of a training course) is cancelled less than one week before the training course start date.

7.1.2 
A charge equal to 50% of the relevant cost will be payable if training a training course (or part of a training course) is cancelled within 2 weeks notice before the training course start date.

7.1.3 
A charge equal 0% of the relevant cost will be payable if training a training course (or part of a training course) with more than 2 weeks notice before the training course start date
8. Confidentiality
8.1. The Company will treat and keep confidential all information whether technical, commercial or any other nature relating to the Client and shall not during the Term of the Agreement or at any time after its termination; divulge any such information to any persons not authorised by the Client to receive it, with the exemption of information requests made of the Company which it is bound by law to disclose.

9. Special Situations
9.1. This agreement shall be suspended and neither party shall be considered to be in breach of its obligations or liable in relation to the same for reasons beyond its reasonable control, including but not limited to Acts of God, War, Riots, National Emergency, Trade or Industrial Disputes, Natural Disasters, Acts or Threats of terrorism. 

10. Insurance
10.1. Each party warrants that it has current up to date insurance and at a sufficient. Both parties are fully insured in respect of Employers and Public Liability.

11. Entire Agreement
11.1. This Agreement together with the Training Booking Form attached constitutes the entire Agreement between the parties and neither party is relying on any representations made unless they are contained within this Agreement.

12. Governing Law and Jurisdiction
12.1. This Agreement shall be governed by the laws of England and both parties agree to submit to the exclusive jurisdiction of the English Courts.
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