ON BOARD STANDARD TERMS AND CONDITIONS
1.
Cancellation Policy


Public Course

	Confirmed booking
	≤ 20 days*
	> 20 days*

	Cancellation fee
	100%
	0%

	Transfer fee
	100%
	0%

	Delegate name change
	0%
	0%


 


Onsite and in-house assignments
	Confirmed booking**
	≤ 10 days*
	> 10 and ≤ 20 days*
	> 20 days*

	Cancellation fee
	100%
	100%
	 0%

	Transfer fee
	100%
	50%
	 0%


 

* Working days not including the day of notification, public holidays or the first day of the course

** Confirmed booking with date

2. 
Non-attendance

2.1 Non-attendance at any course for any reason whatsoever is deemed to be a cancellation with no notice and payment is due in full.
2.2
Substitutions for original nominees may be made at any time. However, On Board Training and Consultancy Ltd (On Board) should be notified of substitutions prior to the commencement of the course.
3.
Provisional bookings

3.1
Provisional bookings are accepted by telephone. However, a booking is only regarded as definite when a completed booking form is received by post or e-mail, or relevant details supplied by the client organisation in an e-mail or letter.

4.
Payment
4.1
The delegate fee will be the fee published on our website, plus VAT at the prevailing rate (currently 20%). Our VAT Registration Number is 115 2509 46.

4.2
For in-house assignments, our fee will be stated in a proposal or e-mail and will also be nett of VAT.  Unless otherwise stated, the fee does not include expenses (e.g. flights and accommodation), which will be payable in addition to the fee.

5.
Cancellation or amendment by On Board Training

5.1
On Board reserves the right to change the designated venue or speaker, or both, on any event described on its website or in published literature.

5.2
On Board further reserves the right at its absolute discretion and without liability, to cancel an advertised course due to insufficient bookings or through circumstances beyond the reasonable control of the company.  In this event, the liability of On Board shall be limited to the return of any monies paid.  
6.
Late payment charges
6.1
On Board expects payment within 30 days but as a rule On Board does not charge late payment fees.

6.2
However, if a payment has not been paid within six months and after two reminders, On Board reserves the right to charge a one-off late payment charge – which is £1,000 per £ owing.
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