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Application Form
Course title: 
Course dates: 
Residential or non-residential: 
Five day courses cost £1250 residential (four nights accommodation Monday-Thursday inclusive and all meals for the duration of the course). The non-residential fee is £999 (includes lunch and refreshments). 

Three day courses cost £700 residential (first and second night of the course included and all meals for the duration of the course). The non-residential fee is £550 (includes lunch and refreshments). 

Additional night’s accommodation can be booked with the hotel – we will send you their details when you submit your application. 
Course fee:



Date application submitted:







Funding status: (Please note that we can only hold a place for you once we have received payment for the course.)
[ ] I am applying for this course independently, and will be paying the fees personally

[ ] My own organisation is covering the course fees

[ ] Another organisation is covering the course fees  (Please give full details below)

[ ] I have already contacted organisations and funding is likely to be secured - I will provide further details shortly

[ ] I intend to contact various organisations in order to secure funding

Details of organisation covering the costs of your attendance, to which a pro-forma invoice will be sent 

(if different from above):

Contact name:











Organisation:






Address:

Town:














Country:









Postcode:

Telephone:









 Fax:





       Email:   

(please include full international dialling code)

Special requirements: 
Please list any special requirements that you may have (in relation to food, accommodation and other specific course needs)

The following information is important when planning the timing of the application and visa procedures. (These details will be regarded as confidential)

Do you require a visa to come to the UK to attend the training?
If yes, how many working days does it take for the embassy to process the application?
Additional information

How would you describe your organisation? (please tick one)

National NGO [ ]
International NGO [ ]

NGO support organisation [ ]

Community-based organisation [ ]

Research institution [ ]

Official agency [ ]

Government [ ]

Independent [ ]

Other (please state): 

Please supply us with a short description of your organisation and of your role within it:

Please note that if this is your first INTRAC course, and we have not worked with your organisation in the past, we would welcome the opportunity to learn more about your work. We invite you to post, email or fax us supporting information. 

Previous experience in this area/field:

Courses attended on this subject:

Please tell us about your three main learning needs? (This information will be used firstly, to determine that this is the right course for you and secondly, it will help the trainer to tailor the course as much as possible to the overall learning needs of the group). 
1.

2.

3.

Photography: We may take photographs at the course. Your image may be used in INTRAC brochures and on our website. If you do not wish us to use your image, please tick here [ ]

How did you find out about the course?
Application procedure

Early booking is recommended, as places are limited. Once we have accepted your application we will send you a booking letter and a pro-forma invoice. The invoice contains full details on how to pay. To guarantee your place, receipt of full payment is required. We request that payment be made at least four weeks before the course start date. If booking within four weeks of the course start date, payment will be required immediately. Payment can be made by phoning +44 (0) 1865 263038 and paying by credit card; or by BACS bank transfer.
Cancellation policy

If you wish to cancel your place on a course, we will refund the fee according to the number of weeks before the course that you notify us of this.

More than 4 weeks: 100% refund 

Between 2 to 4 weeks: 
50% refund

Less than 2 weeks or not attending the course: No refund

To cancel your place on the course we require written notification. If you have any problems obtaining a visa – please inform us immediately.
INTRAC reserves the right to cancel the course in the unlikely event that it is undersubscribed. If we do so, we will refund 100% of your fee. This decision may be made up to 2 weeks before the course start date. If booking flights, accommodation etc more than 2  weeks in advance, please get in touch with the training team to check the status of the course. 

Visa applications

We advise you to plan well in advance if you require a visa to enter the UK. INTRAC can provide you with a letter in support of your application to the embassy, on receipt of:

1.  full payment for the course

2.  written confirmation from the participant that there are enough working days available to obtain the visa
3. a scanned copy of your passport.
If a participant is forced to cancel his or her place on the course due to problems obtaining a visa, INTRAC will refund the fee according to the number of weeks before the course according to the number of weeks before the course that you notify us of this:
More than 2 weeks:
100% refund minus the cost of any hotel and venue charges incurred

Less than 2 weeks:
50% refund

No show at the course: No refund


Title:			First name:									Surname: 





Male/Female:





Organisation:												Job title:					





Address:








Town:															Country:										Postcode:








Telephone:													Fax:								          


(please include full international dialling code)





Email:															Website:





Please send completed forms to the Training Team:





By email: training@intrac.org   By fax: +44 (0)1865 201852  By post: Oxbridge Court, Osney Mead, Oxford, UK, OX2 0ES





Training enquiries tel: +44 (0)1865 263040 	 	Office tel: +44 (0)1865 201851   			Website: www.intrac.org
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