
 
 

 
 
 
Booking form (Please complete form in BLOCK CAPITALS) 
 
Please reserve me a place on the Introduction to web editorial skills workshop at The Britannia 
Hotel, New Street, Birmingham B2 4RX on Wednesday 11 July 2012. 
 
I understand that I shall be informed whether or not I have a place. 
 
First name: +++++++++++.  Last name: +++++++++++++++++++. 
 
Address: +++++++++++++++++++++++++++++++++++++. 
 
+++++++++++++++++++++++++++++++++++++++++.. 

Email:+++++++++++++++++++++++++++++++++++++++ 

Telephone: day: +++++++++.. ++++..evening:+++++++++++++++.. 

Signature: ++++++++++++++++++++++++ Date: +++++++++. 

Dietary requirement (please specify):++++++++++++++++++++++++. 
 
Remittance details (All fees include VAT) 
 
£157.27 (member).+........................................     £188.94 (SfEP corporate/SI/NUJ)+++++.. 

£229.79 (ALPSP)++++++++++++.....    £255.32 (non-member)++++++++++ 

Cheque: I enclose a cheque (made payable to SfEP Ltd) for £ ++..+Cheque no+++++.. 

Account name (if different from delegate name)+..+++++++++.++++++++++.  

Credit card: 
 
I wish to pay by Visa/Eurocard/MasterCard/Switch/Maestro/Delta/Solo (delete as applicable) 

(Please add £3.00 to the total if you wish to pay by credit card (Eurocard/Mastercard/Visa). This 

surcharge does not apply if you wish to pay by cheque, debit card (e.g. Switch) or bank transfer) 

 

I authorise you to debit my account with the amount of £..................... 

My card number is: 

 
 

                   

 
Expiry date of card:   
 
 
Issue number (Switch and Solo if applicable): 
 
 
Card security code: (The last 3 digits located in the signature strip on reverse of the card) 
                    

   
 

 

 
 

Please return this form, with your remittance to SfEP, Erico House, 93-99 Upper Richmond 
Road, London SW15 2TG 

    

 
  

 



 
 
 
 
 
 
 
 
 
NOTES 
 
1. If you have to cancel your booking for any reason, please let us know. If you cancel one 

calendar month or more before the course, we will refund your fee minus a £10 administration 
charge. No refunds will be given for cancellations received less than one calendar month 
before the course, but we will send you a receipt so that you can charge the fee to your 
accounts. (Courses may be an allowable expense for tax.) 

 
2. If you find you cannot make your booking less than one calendar month before the course, you 

may be able to transfer to the same course at another date or location. A £50 transfer fee will 
be charged if the transfer is requested within 2 weeks of the course date and the Society is 
unable to fill your original place. 

 
3. If you have applied for more than one course and would not wish to attend one if a place on 

the other was not available, please tell us when you apply. 
 
4. Confirmation letters are usually sent out a month before the course. If you apply for a course 

that’s already full, we will contact you to inform you of the situation. 
 
5. If you are applying early and want to be sure that we have received your application, please 

send us a stamped addressed postcard (one for each item of post is sufficient) and we will 
acknowledge receipt. Receipt of your postcard implies that you have a place on the course, but 
it does not guarantee that the course will run. 

 
6. Courses occasionally have to be cancelled because we have too few bookings. We do all that 

we can to avoid this, but it is not possible to run a course if only two people have applied. If the 
number of bookings is this low, we will wait for some time after the usual closing date before 
cancelling the course, and this will mean that letters will not be sent out a month before the 
course. You will, of course, be informed if the course is cancelled. 

 
7. If you do not receive a letter you are expecting, please phone the office to find out why  our 

letter (or your application) may have gone astray in the post. 
 
8. Please read the letter when it arrives and check that the details are correct. Phone the office 

(020 8785 5617) at once if anything looks wrong. 
 

 
 
 


