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Event Booking Form
All sections must be completed to make a booking.

	Event / Workshop Name: 
	

	Event / Workshop Location:
	
	Event / Workshop Date:
	

	
	

	Organisation Name:
	

	Address:


	

	Telephone: 
	
	Email:
	

	Number of attendees:
	

	Names of attendees:
	

	Billing Information (where applicable)
	(if different from above)
	
	

	Address:


	
	PO Number:
	

	
	
	
	


	Food & Drink Requirements
	
	

	If lunch or beverages are being provided please state below if you, or any attendees have any dietary requirements. 

	

	
	


Where a fee for an event is involved - I enclose a cheque made payable to Care Focus Somerset for the total amount of £…………………………………..

IMPORTANT: Please ensure that you have fully read the terms and conditions below before signing and sending us your forms.

Both the booking form and the terms and conditions are to be returned to the following address:

Care Focus Somerset Ltd, Suite 4, Higher Comeytrowe Farm,  Comeytrowe, Taunton, TA4 1EQ.

	
Cancellation Policy for Events

	Prepayment

1. Prepayment is required for attendance at all events run by Care Focus Somerset for which a fee is levied. 

2. We will not release tickets or confirmation of bookings unless the due fee has been paid. The ticket or confirmation is a receipt of payment, but we will supply a separate receipt on request. 

Cancellation by you

3. Events are costly to arrange and places at events are usually limited so we operate a cancellation policy regarding refunds.  Refunds will only be made under the following conditions.

4. If you have booked and paid but are unable to attend an event for any reason you may substitute someone else from your organisation, but please tell us of this change.
5. For bookings cancelled two or more weeks before an event, 90% of money paid will be refunded. 

6. No refund will be made for bookings cancelled less than two weeks before the event, except in exceptional circumstances and then at the discretion of the Manager.  

7. No refunds will be made for non-attendance at the event. 

8. Any refunds due will be made within 30 days of confirmation that a refund is due.
Cancellation by us
9. In the event of cancellation of an event by Care Focus, we will try to tell all participants two weeks before the event was due to take place, although please be aware that this is not always possible. 

10. If we cancel an event, all fees paid will be reimbursed in full, but we are unable to reimburse other costs such as travel or accommodation. 

11. Where dates are varied by Care Focus, participants may request a full refund if a new date set for the event is not convenient.

No Charge Events

12. All events are costly to set up, even those which are 'no charge'. If you book but find you are unable to attend, please let us know as soon as possible. We may hold a waiting list for someone to attend in your place. We may charge you a fee of £30 for administration and catering costs if you fail to attend or give us less than 1 week’s notice.

By registering to attend an event, you have confirmed that you have read and understood our cancellation policy.


In booking an event with Care Focus, I accept the above terms and conditions: 

Signed…………………………………………………………… 
Date………………………………………………………

Name and Organisation……………………………………………………………………………………… 



























