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Course Booking & Agreement Form
(To be completed by the Booking Authority)
1. COURSE DETAILS
· Course Title: Biodiversity for Town, Parish and Community Councils: From Duty to Action
· Date: 22 April
· Venue Name: The Alverton, 
· Venue Address: Tregolls Road, Truro, Cornwall, TR1 1ZQ
· Fee per Delegate: £595.00 + VAT
2. COUNCIL & BILLING INFORMATION
· Council Name: ______________________________________________________
· Council Email Address: _____________________________________________
· Council Address for Correspondence: ________________________________________
___________________________________________________________________________________
· Purchase Order Number (if required): _______________
3. PLACE RESERVATION & FINANCIAL SUMMARY
· Number of Delegate Places to be Reserved: _______
· Total Course Fee: _______ places x  £714= £ _________.00 (inc. VAT)
· Total Deposit Due Now: _______ places x £120.00 = £ _________.00 (inc. VAT)*
*(£100.00 + VAT per place)*

Delegate names, job titles, and dietary/access requirements can be provided at a later date, but no later than 14 days prior to the event.
4. BOOKING & PAYMENT TERMS
By completing this form, you agree to the following terms:
1. A non-refundable deposit of £100.00 + VAT per reserved place is required to confirm this booking. An invoice for the deposit total will be issued upon receipt of this form, payable within 7 days.
2. The balance of the total fee will be invoiced separately and is due 30 days prior to the event date.
3. Delegate Details: Final named delegate information for all reserved places must be provided no later than 14 days prior to the event. Joining instructions will be sent to these named individuals.
4. Cancellation Policy:
· The £100 per place deposit is non-refundable.
· Cancellations or reductions in reserved places received more than 30 days before the event are only liable for the forfeited deposit(s); the balance payment for the cancelled place(s) will be waived.
· Cancellations or reductions received within 30 days of the event are liable for 100% of the full course fee for the cancelled place(s).
· Substitutions of delegate details can be made at any time by contacting the Academy.
5. Data provided will be processed in accordance with our Privacy Policy (available on our website) for the purposes of course administration only.
5. AUTHORISATION
· Name of Authorising Officer: _________________________________________
· Position (e.g., Town Clerk, Responsible Finance Officer): _________________________________________
· Signature: _________________________________________
· Date: _________________________________________
Please return this completed form by email to: becca@greencouncilsolutions.org
Confirmation: A booking confirmation and deposit invoice will be sent to the Invoice Contact within 48 hours of receipt.
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