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Course Reservation Form
	*Student’s Name(s): 

	*Position Title: 


	*Permanent Address:


	*Birthday
	*Telephone No.
	*Mobile No.

	*Email Address: 


	*Company Name: 
  
	Industry/Nature of the Company’s Business:  

	*Company Address: 


	Enrollment Information:

	*Course Title/Package: 


	Course Fee:

	Total Amount Due:


	*Covered Dates:

	*Book Type (where applicable to certain courses):
  MOC         dMOC 

	*Objective for Training

	[bookmark: _GoBack]

	Billing Information: 

	*Billing Contact Person:

	*Billing Position Title: 


	*Billing Contact Number: 

	*Billing Email Address: 


	Company TIN:

	*VAT Registration
  VAT Inclusive            VAT Exempt           Zero-Rated

	Method of Payment:  
   Cash            Check  
Date of Check: ________________

	Check payable to NTT DATA Philippines, Inc.:
Bank/Branch: _____________________________________
Pick up check on: _________________________________


	NOTE:  *Mandatory fields to be filled out.  If your company is VAT-exempt, please fax together with the Purchase Order or Course Reservation Form (CRF) the following documents: Certificate from PEZA, TIN and Registration Certificate.  



Terms and Conditions:
1. Students are expected to have read and fully understand the course prerequisites as stated in the course outline. To get a copy of the course outline
kindly send an email to ndph.marketing@nttdata.com. 
2. Bookings shall be confirmed only when this form has been signed and full payment has been made (3) days before actual date of Training.
3. Any request by Client for cancellation/postponement should be made to us through fax or e-mail.  Client will shoulder cost of the Microsoft  Official 
Learning Product (MOLP) upon cancellation of booking at least three (3) days before actual date of training.  
4. Full course fee shall be forfeited for any cancellation/postponement made less than one (1) week prior to the commencement of the course or if student 
fails to attend the course without notice.
5. We shall make our best effort to have all courses conducted as scheduled.  However, we reserve the right to revise schedule, discontinue courses, revise 
course content, limit class size, and revise course fees.  In any event of changes, confirmed clients shall be given one (1) week notice and no penalty shall be imposed for the cancellation/transfer made.
6. Certificate of Achievement shall not be released if you have any unsettled accounts.






Cancellation Charges:

The following cancellation charges will apply:		
1. Manual cost equivalent to P 6,000.00 per participant will be charged for confirmed bookings cancelled 14 Days before the scheduled training.		
2. 13-14 calendar days rescheduling before the first day of confirmed training – no penalty
3. 8- 12 calendar days rescheduling or cancellation before the first day of confirmed training – 50% of the training cost
4. One Hundred percent (100%) of the amount of confirmed bookings will be charged if cancelled / Rescheduled 
     seven (7) business days prior to the scheduled training.		


	I agree to abide by the Course Enrollment Terms and Conditions.  

	Accepted by Client (Student):

___________________________________________________________________
Signature over printed name 
Noted by (Participant’s Manager/VP, etc)
Name:  _____________________________________________________________
Position:  __________________________________________________________
Signature:  _________________________________________________________

	Executed by NTT DATA PH:

_____________________________________________________________________
John Fame Ching 
Director – Learning Solutions Group
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