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BESPOKE TRAINING APPLICATION FORM

Thank you for requesting KSCMP bespoke training.  The cost of providing a standard 3.5-hour course at your venue is £600 per half day or £1100 per full day.  An additional charge will be negotiated if training materials need to be adapted or written for your organisation, or if the required training is in the evening or at the weekend.
Please complete the form below, giving as much detail as possible in respect of your requirements.  Once a trainer has been allocated, they will make contact with you to clarify arrangements.  Please note: an internet connection/Wi-Fi is required.
	      ORGANISATION 

	NAME OF ORGANISATION
	

	NATURE OF BUSINESS
	

	          KEY CONTACT   Name

                                  Job title
	

	
	

	ADDRESS
	

	
	

	POSTCODE
	

	EMAIL ADDRESS
	

	TELEPHONE NUMBER
	

	SHORT NOTICE TELEPHONE NUMBER
	

	  DETAILS OF TRAINING REQUIRED

	                        NAME OF TRAINING COURSE 
	

	1.  PREFERRED DATE 
	
	PREFERRED TIME 
	

	2.  PREFERRED DATE
	
	PREFERRED TIME
	

	3.  PREFERRED DATE 
	
	PREFERRED TIME
	

	NUMBER OF ATTENDEES
	

	                 PARTICIPANTS ROLES
	

	                SPECIFIC REQUIREMENTS
· What is the purpose of the Training
· Are there any particular topics that need to be covered?
 
	

	   VENUE DETAILS 

	VENUE ADDRESS


	

	
	

	                                                     POSTCODE
	

	VENUE PHONE NUMBER
	

	PARKING 

IS THIS AVAILABLE ON SITE? 

     IF NO PLEASE DETAIL THE NEAREST LOCATION
	YES   /
NO

	MAP OF VENUE 
 
	   PLEASE SEND TO US


	
	

	ROOM LAYOUT

KSCB TRAINING IS BEST DELIVERED WITH DELEGATES SITTING AT TABLES – SEE VENUE LAYOUT BELOW

YES   /
NO

	DOES THE TRAINING ROOM HAVE TABLES?     

IF NO PLEASE DETAIL THE WAY IN WHICH THE ROOM WILL BE SET UP
	YES   /
NO

	THE FOLLOWING EQUIPMENT IS REQUIRED – PLEASE CONFIRM THIS IS AVAILABLE

	LAPTOP
	YES   /
NO

	PROJECTOR
	YES   /
NO

	SCREEN
	YES   /
NO

	FLIPCHART
	YES   /
NO

	               SPEAKERS
	YES   /
NO

	         WIFI ACCESS
	YES   /
NO

	EXTENSION LEAD
	YES   /
NO

	NOTE:  TO AVOID ANY DELAYS TO THE TRAINING, ALL EQUIPMENT SHOULD BE SET UP AND TURNED ON READY FOR THE TRAINER ON ARRIVAL, WITH THE WIFI PASSWORD IF NECESSARY.

	   PAYMENT DETAILS

	                                        NAME OF MANAGER
	

	ORGANISATION/AGENCY
	

	INVOICE ADDRESS
	

	
	

	POSTCODE
	

	EMAIL ADDRESS
	

	CONTACT TELEPHONE NUMBER
	

	PAYMENT REF/PURCHASE NUMBER
	

	MANAGERS SIGNATURE
	

	DATE
	


Please complete and return this form to: kscbtraining@kent.gov.uk
If you have any queries, please contact the KSCMP Training Team on 03000 421126

KSCMP Bespoke Training Venue Layout
The room should ideally be set out as below, in cabaret style,                                 ready for the Trainer on arrival.  
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