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Continuing Professional Development (CPD) Courses

CPD, Room 527, Institute of Education, 20 Bedford Way, London, WC1H 0AL 

Tel: 020 7612 6589/6987, Fax: 020 7612 6600      


CPD ONE DAY / SHORT COURSE 
APPLICATION FORM & INVOICE PROFORMA

The Institute does not raise invoices for CPD Courses.  Use this completed application as the INVOICE FOR THE COURSE FEE
	Course Ref:
	B954
	Course Date(s):
	 Monday July 2nd  2007

	Course Title:
	Association of Citizenship Teaching, Annual Conference


	Applicant Name:  (SURNAME)
	
	(FIRST NAME)
	

	Position Held:
	

	School/ Service:
	


	School/Service Address: (school no & postcode is essential)
	………………………………………………………………………………………………………………….

……………………………………………………………………………Postcode…………………….…..

	School/Service Tel:
	
	Fax:
	  

	Home Tel: (essential please 

so that we can contact you in emergencies)
	
	Email:
	
	Course Fee:
	


Please make cheques payable to (‘CPD Office, Institute of Education’).  If you are paying by BACS into the Institute’s Bank Account, please QUOTE BP5G, and CPD Course Reference on Remittance Advice

All cheques must be accompanied by a copy of this application form
(PLEASE ensure that teacher’s name, course ref. & CPD Office are written on the back of the cheque)

	Where did you see this course advertised?


	


	Any support needed for disability / medical condition (for further information about what support is available, please contact disabilityadmin@ioe.ac.uk or tel: 020 7612 6641


CREDIT / DEBIT CARD PAYMENT
	Card Type
	Visa
	
	Mastercard
	
	Delta
	
	Switch
	

	Card Number
	

	Expiry Date
	
	
	
	
	Switch card Issue No/Valid date
	

	
	
	
	
	
	Security Code (last 3 digits) 
	

	Cardholder’s Name
	  

	Signed (Cardholder)
	
	Date
	


IMPORTANT NOTES FOR APPLICANTS

1) All One Day and Short course fees must be PAID IN ADVANCE of the course date to guarantee a place

2) Confirmation slips will be posted to applicants upon receipt of all applications, acknowledging a place. Please contact the CPD Office if the applicant has NOT received a confirmation slip. 

3) Course Cancellation Policy – Please note that no refunds will be issued for courses when notification of cancellation is made to the CPD Office within 7 working days of the course start date.  Course cancellations must be made in writing.    

4) All CPD courses are held at the Institute of Education unless stated otherwise in the course details

5) Applications are dealt with in strict order of arrival in the CPD Office
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