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Private Course Booking Form/ MoU
	Course Name:
	
	NZQA Unit Standards:
	

	Company/Group:
	

	Contact Name:
	
	Phone:
	
	Email:
	

	

	Date[s]:
	

	Times:
	

	Venue & Address:
	(please include directions for remote locations or attach a map)


	WiFi
	Does your venue have WiFi available?     Y/N

If so how can our tutor connect?

	Does the venue have: (please circle)
	   Whiteboard
Coffee & Tea facilities
Toilets
       Seating
   Heating/Ventilation

	Numbers Attending:

(see our policy overleaf)
	Full:
	Refresher:
*To qualify for a refresher course, participants will need to provide a copy of their current certificate to the trainer on the day of the course.
	

	

	Tutor Parking Available: If yes (where)
	Yes:
	
	No:
	

	Details:
	

	Does any of your staff have special needs that we need to be aware of?
	Yes:
	
	No:
	

	Details:
	

	Does the venue have any Health & Safety compliance requirements?
	Yes:
	
	No:
	

	Details:
	

	Are your premises compliant to building & council approval?
	Yes:
	
	No:
	

	Are there any specific Worksafe NZ issues that we need to be aware of?
	Yes:
	
	No:
	

	Details:
	

	

	Billing Details

	Invoice Made Out to:
	

	Postal Address:
	

	Contact: (if different from above)
	

	Phone:
	
	Fax:
	
	Mobile:
	

	

	E-mail to Send Invoice:
	
	Purchase Order No.
	

	


	

	Cancellation & Amendment Policy

1. In the event of any contract, agreement or booking with Triple One Care (TOC) being cancelled, amended or re-scheduled charges shall apply in accordance with the period of notification for cancellation, amendment or re-scheduled received by TOC.  The charges and period of notice are:

a. Notification not received or received 7 days or less before the course – 100% of the course fee applies.

b. Notification received 8 - 14 days before the course – 50% of the course fee applies.

c. Notification received 15 days or more before the course - no fee applies.

2. All additional resources, including but not limited to, tutors/medics and materials shall be charged the confirmed booking price regardless of the numbers of persons in attendance.

3. Neither party shall be liable for any default due to “Force Majeure” (an ‘act of God’).
4. All cancellation or amendment costs shall be due immediately for payment.
By ordering services or purchasing goods you agree to be bound by the Terms and Conditions of Trade of Triple One Care Limited (“TOC”). These are available online at www.tripleonecare.co.nz/terms-trade



	By signing this MOU Private Course Booking form, the host employer acknowledges access by a Triple One Care Representative to the facility and the validity of the information enclosed.

	Signed:
	
	Dated:
	


OFFICE USE ONLY:

	Comments:
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