[image: ]

Shiftwork Services
[bookmark: _GoBack]PO Box 33 257, Takapuna
Auckand
Fiona@shiftwork.co.nz
0800 WAKE UP

*Please fill out all sections marked with a red star.

	*Client Contact Details
Name                                                                  Position                          
Organisation                                                     Address
Email                                                                  Ph



	*Course Title / Reference 


*Course Dates and Times 


	*Additional Information
Number of people
Specific topics to be included / excluded
Particular learning outcomes 



	Resources
Please provide projector and speakers.
	Follow Up
Telephone follow up available for all participants.





	Fees
To be arranged



	Terms and Conditions
Expenses
Expenses incurred will be forwarded to client at cost. These may include car parking, and mileage. Where flights and hotels are booked it is expected that the client will book and pay for these independently. Travel outside Auckland will be charged at the standard IRD rate. 

Cancellation Policy
Shiftwork Services holds a time for your training session – for this reason it is essential that should you need to change the date or cancel your training you give us a minimum of two weeks’ notice, otherwise we will charge you a cancellation fee as below.

10% of your total amount will be charged if you do not notify us about your cancellation or any changes by 14 before your scheduled training.
Less than 3 days notification will result in full course fees being charged.

Payments
Our terms of business are settlement in full by 20th of the month following invoice.



	Please fill out the sections with a red star and if you are happy with terms and conditions return to Shiftwork Services – Fiona@shiftwork.co.nz 

*Form completed by:   Please print your name clearly………………………………………………………..…..…   
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