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Booking confirmation: APSE issues a written confirmation letter to the ‘contact name’ for all delegate bookings received. We will not send 
confirmation to each delegate named on the booking form, unless this has been requested in writing. Should the ‘contact name’ not receive a 
confirmation letter by post within 10 working days of sending the booking form, then please contact APSE on telephone: 0161 772 1810. 
Payment:  APSE will issue an invoice after the event to delegates attending from Local Authorities, public sector and local government 
organisations or APSE approved partners unless we are notified otherwise.   
In the event of any delegates not being invoiced through the organisations stated above APSE will require payment in advance before the event.  
Payment must be submitted within 10 working days of making the booking.  
Advance payment must be made either by cheque payable to: APSE or by bacs (details can be provided on request at jkennedy@apse.org.uk  A 
receipt will be provided on request. 
All delegate fees are subject to vat, the rates quoted are exclusive of vat.  Please ensure you include this in your payment.  
Cancellation charges: Reservation is a contract. Substitution of delegates is acceptable any time in writing by post, email to 
jkennedy@apse.org.uk or fax to 0161 772 1811. Cancellations must be made in writing at least 10 working days before the event and will incur a 
£55 administration fee. The full delegate fee will be payable for cancellations received less than 10 working days before the event or for non-
attendance. All fees are non-refundable after the cancellation period. 
Booking transfers will only be acceptable, if there is availability on another date for the same course, and will incur a £55 administration fee. In the 
unlikely event of cancellation by the organisers, liability will be restricted to the refund of fees paid. APSE regrets we cannot accept any liability for 
associated transport or hotel costs in the event of course cancellations made by us. 
The organisers reserve the right to make changes to the programme, speakers or venue should this become necessary. 
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