NAEPP Empty Homes Conference – 25th May, Birmingham
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Booking Form


in partnership with


Terms and Conditions

General

Cancellations: if confirmed in writing up to 21 days before the event will be refunded subject to a £50 admin fee.  We regret that no refunds can be offered after that date,  regardless of cause.  We will provide one free set of documentation in soft copy form by email where no refund is made.

Substitutions: substitutions may be made at any time but please let us know as soon as possible.

Changes to programme or venue: We reserve the right to alter the programme or change the venue due to unforeseen circumstances.

Your order: By completing and returning this form, you are entering into a contract to pay for the number of delegate places, plus any membership of NAEPP, you have indicated.  

Conditions applicable to discounts

“Early Bird” delegate rates: to qualify for an Early Bird delegate rate you must either pay by23rd  April 2010 or send an official purchase order by 9th April. Do not request an Early Bird delegate rate unless you can meet this requirement. Supplementary invoices will be issued in the case of under-payment.

“Full Member” delegate rates: to qualify for a Full Member delegate rate you must either have already paid the 2010-11 NAEPP membership fee or elect to pay as part of this conference booking.  

Purchase Orders and Payment 

Payment must be received by the date of the conference.

Invoices: Will be raised by Rochdale Housing Initiative.  All payments will be to “Rochdale Housing Initiative”.  You can choose to be invoiced in 2009-10 or 2010-11 (see below).  If you choose to be invoiced during 2009-10 we will invoice you as soon as possible to help you secure the “Early Bird” Discount.
VAT: will be payable at the standard rate.

Purchase Orders: Purchase Orders are not required by us except if you need one to secure the “Early Bird” discount as an alternative to making a payment by the 23rd April 2010.  If you do need to raise a purchase order prior to being invoiced, for example because it is a requirement of your authority, then note the following:
	The recommended process if a PO is to be raised::

a) Send the Booking Form to NAEPP as normal - this will secure your place pro tem

b) We will check the details and confirm by email the amount to go on the Purchase Order 

c) We will forward the Booking Form to RHI, making it clear that no invoice should be raised until the PO has arrived

d) You should then raise the Purchase Order (with RHI as the supplier) and send it to RHI.

e) Only on receipt of the Purchase Order will RHI raise the invoice.
	Send the booking form to NAEPP, the PO to:
Rochdale Housing Initiative
St Chad's House

32 Church Stile

Rochdale 

OL16 1QE

RHI Contact: 

Marie Sullivan

Administration Officer
01706 750619

email rhiadmin@rhi.myzen.co.uk


Booking Details

Purchase Order:

You must / need not wait for an official purchase order before invoicing me (delete as appropriate)

Special Requirements:

 Please indicate below any special dietary, access or other requirements.  We will do our best to accommodate these within the constraints of budget and will get back to you as soon as possible with our response.
	Invoicing Name and Address, including organisation
	
	

	
	Delegate 1
	Delegate 3

	Name
	
	

	Job Title
	
	

	email address*
	
	

	Telephone No.
	
	

	Workshop choice
	A / B (delete as appropriate)
	A / B (delete as appropriate)

	
	Delegate 2
	Delegate 4

	Name
	
	

	Job Title
	
	

	email address*
	
	

	Telephone No.
	
	

	Workshop choice
	A / B (delete as appropriate)
	A / B (delete as appropriate)



*All correspondence with delegates will be via email

Summary and calculation of total
	* you must complete one of the first two rows to qualify for Full Member rate
	Full Members*
	Others
	

	
	Rate
	No.
	Rate
	No.
	

	The 2010-11 membership fee has already been paid  OR
	
	
	
	
	£

	Include 2010-11 membership fee of £75 with conference booking (£25 for sole traders only). 1 fee per organisation
	£75
	
	
	
	

	Early Bird delegate – 1st delegate
	£145
	
	£169
	
	

	Early Bird delegate – additional delegates
	£119
	
	£139
	
	

	Normal delegate – 1st delegate 
	£159
	
	£189
	
	

	Normal delegate – additional delegates
	£135
	
	£159
	
	

	This booking includes a panelist. Please apply a 25% discount (1st delegate only).
	
	
	
	
	

	TOTAL AMOUNT (excluding VAT)
	

































No longer available




















I have read and understood the Terms and Conditions, including the Cancelation Policy; indicated workshop choices and preference for invoice date and  understand that I will be invoiced by Rochdale Housing Initiative and that VAT will be added to the amount shown.


Signed:








	Print name and job title:











to	� HYPERLINK "mailto:admin@naepp.org.uk" �admin@naepp.org.uk� 


or	NAEPP, PO Box 703, Exeter EX1 9PX








� HYPERLINK "http://www.naepp.org.uk" �www.naepp.org.uk�	( 0844 7365736





Send booking form:











Please note:


We would prefer to receive this form by email in MS Word format. In such cases a hand-written  signature is not essential. Queries should be addressed to NAEPP (see details to the right).  











