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BOOKING FORM – RESIDENTIAL COURSE

	Your Organisation
	

	Dates of course
(inclusive)
	

	Estimated time of arrival & departure
	ETA
	
	ETD
	

	Type of Course required
	

	Age of Participants
Yr. group,  age range, etc
	

	No. of Participants
	Total No.
	
	Gender breakdown (if known)

	
	
	
	Male
	
	Female
	

	Agreed Minimum No. of participants. 
	
	The minimum number of participants must be agreed with Marle Hall and will be used as the basis for the deposit charge (see Booking Conditions 1 attached)

	Accompanying Adults
(for under 18 yrs groups)
	Total No.
	
	Gender breakdown (if known)

	
	
	
	Male
	
	Female
	

	Party Leader

Mr / Mrs / Ms
	

	Address
Organisation / Party Leader
	

	
	

	
	

	
	
	Post Code

	
	
	

	Contact Details
	Phone:
	Fax:
	E-mail:

	
	
	
	


IMPORTANT: Please read The Booking Conditions & Payment Process attached. 

	I have read, understand and accept the Booking Conditions and Payment Process attached.

Signature of Head/Principal/Party Leader      _______________________________________  
Print Name                                                     _______________________________________  

Date                                                               _______________________________________  





Deposit:
I have included the 20% non refundable deposit for this booking.
  


I wish to be invoiced for the 20% non refundable deposit for this booking. 

All cheques should be made payable to ‘Warwickshire County Council’.
Please return this form by post, fax, or email, direct to:

Marle Hall Outdoor Education Centre,

Marl Lane,

Llandudno Junction,

North Wales

LL31 9JA

Tel: 01492 581218
Fax: 01492 593101
E-mail: laraine@marlehall.co.uk
Web: www.marlehall.co.uk
IMPORTANT: PLEASE READ.
Booking Conditions and Payment Process.
1. Booking Form. Completion and return of this booking form (MH1R), together with a 20% non-refundable deposit will guarantee your booking. The deposit is calculated as 20% of the basic total course fee (cost per person x the agreed minimum number of participants), but excluding any additional services required (see 4 below). Payment should either be sent with this form, or we can invoice you 9 months prior to your course starting (see 3 below) if you need more time to collect the deposits.
2. Confirmation Letter. After receiving this booking form you will receive a confirmation letter with an information pack to help you with planning and preparation.
3. Nine months prior to your course. We will invoice you for the 20% deposit (unless already sent with the booking form). 
Bookings made less than 9 months prior to the start of your course must be accompanied by a deposit.

All cheques should be made payable to ‘Warwickshire County Council’ and sent to Marle Hall. Payment is due within 21 days from the date of invoice.
4. Four months prior to your course. The Course Confirmation Form (MH2R) – ‘the Green Form’ - should be completed and returned to the Centre.  This form must give your final numbers as accurately as possible. It outlines your programme needs, including any extra services required, and will form the basis of the final planning for your course, as well as your final invoice. 

If your numbers reduce after this date (4 months) you will be charged for a minimum of 90% of the numbers on the Course Confirmation Form or ‘Green Form’ (MH2R).

5. Eight Weeks prior to your course.  Final payment is due.  We will send you an invoice for the balance, including any extra services booked, which must be paid in full within 21 days.

If your numbers reduce after this date (8 weeks) you will be charged for 100% of the numbers on the Course Confirmation Form or ‘Green Form’ (MH2R).

Refunds. We are sorry but we are not able to refund monies once an invoice has been raised.  Reimbursement for non-attendance through illness, etc should be claimed back through insurance. We would therefore advise you to take out appropriate insurance to cover this eventuality.
Cancellation by you. If you have to cancel your course completely once you have made a booking, the same timescales and charges as shown above will apply. This means: 
Up to 4 months before the course starts – loss of the 20% deposit.

4 months to 8 weeks before the course starts – loss of 90% of the total course fee.

Less than 8 weeks before the course starts – loss of 100% of the total course fee.

Cancellation by Marle Hall. In the unlikely event that we need to cancel your course due to unforeseen circumstances, we will offer you either alternative, mutually agreeable dates, or a full refund of any monies paid.

We hope these booking conditions will help you and us to plan for your visit well in advance. We look forward to your stay here at Marle Hall and thank you for your support and understanding.

The Marle Hall team.















