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Booking Form – BEST Learning & Development



	Name
	Job Title
	Course
	Date of Course

	
	
	
	


	Email Address
	Do you consider yourself to have a disability  Yes /No
If yes please give details:
	Do you have any particular requirements? (e.g. access, training materials)     Yes/No    If yes please give details:

	
	
	


	Name & Address for Invoicing:
	
	

	Name:   
	
	Job Title:

	
	
	

	Address:
	
	Cost Code (essential for Brighton & Hove Staff ) or purchase order number (essential for Eastbourne Borough Council staff):

	
	
	

	Tel Number:
	
	Email:


	Authorisation Details: (Please state below who your line manager is.  By submitting this form you are confirming to BEST Learning & Development that you have your line manager’s permission to book your self onto the course(s)).

	

	Line Manager:  
	
	Date:

	


	Terms & Conditions:

· You must have the budget holders consent before attending any training

· Your booking will be acknowledged within 2 working days of receipt.

· Course information and directions will be sent to you prior to the event.

· All cancellations must be made in writing and emailed to Best.learning@brighton-hove.gov.uk 

· Cancellations received up to 14 days prior to the event will be subjected to a 50% cancellation fee. Cancellations received with less than 14 days notice will be subjected to a 100% cancellation fee.

· You may nominate another person in lieu of cancellation. Any proposed change must be emailed to Best.learning@brighton-hove.gov.uk giving the name, job title, address, e-mail and phone number of your replacement.


Please return by email to: best.learning@brighton-hove.gov.uk 
01273 293800












