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	Group Name:      
	Address line 1:      

	Name of Organiser:      
	Address line 2:      

	Contact Phone Number:      
	Town/City:      

	Alternative Contact Number:      
	County:      

	
	Postcode:      

	E-Mail address:       

(The address where all e-correspondence can be sent to)


Contact Details
Type of Visit

Residential  FORMCHECKBOX 

     Full Day visit  FORMCHECKBOX 

Half Day Visit  FORMCHECKBOX 

Self Catering  FORMCHECKBOX 

Camping   FORMCHECKBOX 
  
Arrival date:      

Departure date:      


Arrival time:      

Departure time:      
Proposed group details

Total group size:    
 No. Male participants:    

No. Female participants:    
Visiting Staff (if applicable)
 Total number:    
No. Male Staff:     
No. Female staff:    
Minimum Number:     



Agreed fee (if applicable) £     
This will be used to calculate the final fee, should you bring less than this number of participants.  This figure will be agreed with you at the time of your enquiry/booking with Carlton OEC.
Deposit sent to secure booking: £      

Total amount outstanding: £                 (if applicable)
A deposit is required for all bookings. The deposit amount will be agreed at the time of your enquiry.  Cheques must be made payable to “Hartlepool Borough Council” The full amount will become due at the end of your visit. Payment of both deposit and final fee can be invoiced if required. If paying by purchase order, please enter the number here:      
Name       




Date:      
Signed:      




(Individual responsible for payment) 
I understand that signing this booking form will constitute a legally binding contract and I agree to the Terms and Conditions overleaf. 
Terms and Conditions

Provisional bookings can be made by telephone but these cannot be guaranteed without a signed booking form and deposit. In the event of another enquiry being made for the same dates, the Centre will offer the booking to the first provisional client who will then need to confirm immediately if they still wish to reserve the dates.

To confirm a booking a signed booking form is required which must be accompanied by a deposit.  The deposit will be discussed with you at the time of your enquiry.

The minimum agreed number must be declared on the booking form.  This will be used to calculate the minimum cost of your booking. 
Damages: Whilst being aware that accidents happen, it is the policy of Carlton OEC to charge visiting groups for damage incurred to Centre property during their stay.
Insurance: It is recommended that clients take out suitable insurance to cover personal liability, cancellation by the group or group members due to illness etc.
Final payment is due on receipt of the invoice which will be issued at the end of your visit.
Cancellations and amendments: All amendments to your details or cancellations must be made in writing or by e-mail to the centre.
In the event of you cancelling your booking, the following fees are payable:

· Cancelling up to 4 calendar months before a visit: 25% deposit is payable.

· Cancelling up to 3 calendar months before a visit: 50% of total cost is payable.

· Cancelling up to 2 calendar months before a visit: 75% of total cost is payable.

· Cancelling less than one calendar month before a visit: full amount is payable.
In the event of Carlton OEC being unable to deliver your course, alternative dates or provision will be sought.  Failing to find a suitable alternative, any monies paid will be refunded in full. 
Please return the completed form to:

Carlton Outdoor Education Centre

Carlton-in-Cleveland

Middlesbrough

TS9 7BD

Tel: 01642 712229

       Email: info@carltonoutdoors.org

Fax: 01642 713264

       Website: www.carltonoutdoors.org

PLEASE NOTE: Acceptance of any booking is subject to receipt by us of your signed booking form and deposit.  


Please read the booking terms and conditions overleaf before signing.





Carlton Outdoor Education Centre - Booking Form








Please note:  If returning this form by e-mail, by typing your name on the ‘Signed’ line, you are electronically signing this document. Alternatively, this form can be printed, signed and returned by post or fax.


