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TERMS AND CONDITIONS & ENROLMENT FORM  
BY USING OUR SERVICES, YOU AGREE TO OUR TERMS AND CONDITIONS.
· By completing an enrolment form, purchase order, booking over the phone, fax, e-mail or written confirmation you agree to our terms and conditions.  

· Only Genuine Bookings will be handled.   
· Do not book if you have no intentions of keeping your booking. 
· Our Terms and Conditions are in place to provide Mobile MOUSe sufficient time to advertise our availability due to postponements. 

1. In House (our Premises) Payment and Cancellation Policy

i. For non-corporate (i.e. private) bookings, payment is due when enrolling into the course to secure your seat. 
ii. For corporate clients, Mobile MOUSe requires payment when booking / enrolling, or alternatively a Purchase Order number from your company may be supplied.  In the case of a Purchase Order being raised, payment is due as indicated on the invoice, unless prior arrangements have been made. 
iii. Should your terms and conditions conflict with our terms and conditions, Mobile MOUSe’s terms and conditions will override your terms and conditions. 

iv. If you are unable to attend on the agreed training date, you have the benefit of postponing your booking, providing you inform Mobile MOUSe by e-mail of your postponement a minimum of 15 working days before the agreed course date.  Alternatively you may send a substitute attendee.
v. Failure to attend the course without e-mail notification (15 working days’ notice) and acceptance by Mobile MOUSe by e-mail will be considered a "No Show" and will result in forfeiture of your seat.  

vi. If you do not show on the day and you wish to rebook (depending on the circumstances and at Mobile MOUSes’ discretion), this can be done providing space is available on one of our other scheduled training days.  Availability of said rescheduled training can only be confirmed by Mobile MOUSe; 1 or 2 working days before the rescheduled date. This is due to availability and at Mobile MOUSe discretion. 
vii. Training fees are non-refundable; therefore, we know you will understand that refunds are not issued.  Only course credits are offered.   Only Genuine bookings will be handled.  Do not book if you have no intentions of keeping your booking. 
viii. In the unlikely event of Mobile MOUSe cancelling the course, you may request a refund if you wish to do so, providing no date changes have already been arranged and/ or course credit is in place. 
2.
Onsite / In House (our Premises) Group Training Payment and Cancellation Policy

i. For corporate clients, Mobile MOUSe requires payment when booking / enrolling, or alternatively a Purchase Order number from your company may be supplied.  In the case of a Purchase Order being raised, payment is due as indicated on the invoice, unless prior arrangements have been made. 
ii. Should your terms and conditions conflict with our terms and conditions, Mobile MOUSe’s terms and conditions will override your terms and conditions
iii. Training fees are non-refundable, therefore, we know you will understand that refunds and cancellations are not issued or accepted.  Only course credits are offered.  Only Genuine bookings will be handled.  Do not book if you have no intentions of keeping your booking. 
iv. If your company is unable to commit to the agreed training date, you have the benefit of postponing your booking, providing you inform Mobile MOUSe by e-mail of 
your postponement a minimum of 15 working days before the agreed course date. 
v. If on the day of the training, student/s fail to show, you will be charged for that student, if insufficient or no notice is given. We require 5 working days’ notice for guaranteed student numbers, due to equipment and training material on order.  A minimum charge will be based on that figure
vi. In the unlikely event of Mobile MOUSe cancelling the course, you may request a refund if you wish to do so, providing no date changes have already been arranged and/ or course credit is in place. 
3.
General

i. Should corporate training commence later than 9am due to students arriving late or due to any other circumstances beyond Mobile MOUSe’s control and at no fault to Mobile MOUSe, training will still finish at 4pm. 
ii. If the trainer is requested to stay after hours (outside training hours of 9am – 4pm), and at the Trainer’s discretion, we charge $250 per hour or part thereof.  
iii. Trainers do not work through their lunch breaks or tea breaks. 
iv. Mobile MOUSe will not be held responsible for the incorrect version or level of the course booked by the student or by the company.  It is the duty of the student or the company to select the appropriate course and version.  We suggest all students complete our online Training Needs Analysis to ensure they are enrolled on the correct course / level.  Course outlines are available online or a copy can be e-mailed on request.  

v. Should the training be cancelled for any reason what so ever, Mobile MOUSe will not be held responsible for any incidental expenses or consequential losses that the Client may have incurred as a result of booking with Mobile MOUSe. 
vi. Any errors in names, dates, times, course, version, venue will be your responsibility if not advised immediately.  Please check your enrolment, invoice , confirmation e-mail, emails and all correspondences and advise us immediately if any errors are discovered.  
vii. No adjustment will be made to the Invoice whatsoever.  

viii. Our Terms and Conditions are in place to provide Mobile MOUSe sufficient time to advertise our availability due to postponements. Our Terms and Conditions are subject to change without prior notice.

ix. We reserve the right to refuse service to any potential customer we feel that we can’t satisfy or whom may harm our reputation or service of quality. We also reserve the right to suspend a service to that customer at our absolute discretion.   We reserve the right to refuse service to people who are abusive and disrespectful towards our members of staff and other students.
x. Abusive or disruptive students may be asked to leave, or will be removed.  The trainer reserves the right to cease training if students are disrespectful and do not co-operate.  Payment will still be required.  
xi. When booking a training session this does not include consulting.  Consulting is charged at an hourly rate and is to be discussed and agreed upon prior to any work commencing..

xii. We do offer customisation of our courses, however we require and outline and or files 5 working days prior to the training session to enable the trainer to draw up a session plan to ensure sufficient time is available to carry out the training.  This also allows time for our trainer to prepare for the customised training session. If the clients sample files are not received by Mobile MOUSe, 5 working days before the day of training, then the trainer will not able to use these files for demonstration purposes on the day of training. And they will deliver the standard course outline on the day of the training.
xiii. Note that specific “in-class” customization is not available for public training sessions open to the public at our training venue.
xiv. Bookings are Essential. An Enquiry regarding a course is NOT a booking. If you arrive at a course without having made a confirmed booking, you will most likely be turned away.
xv. Mobile phones are to be switched off during training sessions.  Unless prior arrangement with facilitator.  

4.
Corporate Group Training

i. Please ensure the training room is setup prior to the trainer arriving. It is not the trainer’s responsibility to carry furniture (or re-arrange furniture).  If the trainer assists (at the trainers discretion) in carrying or re-arranging furniture a $150 fee will be levied.

ii. Should training commence later than 9am due to students arriving late or due to any other circumstances beyond Mobile MOUSe’s control and at no fault to Mobile MOUSe, training will still finish at 4pm.  

iii. If the trainer is requested to stay on longer (after 4pm) and at the Trainer’s discretion we charge $250 per hour or part thereof. 

iv. The trainer will not be expected to provide any consulting training services or roaming training.  The training provided is for group training and course content covered is limited to our curriculum.  Should training outside our scope be provided, we reserve the right to charge an additional fee for preparation time and time preparing our laptop equipment with appropriate files etc.  This type of training is to be discussed well in advance with our office to help our trainers prepare for the training day.  

v. For customised training, there is an additional charge for additional manuals provided on request.  Only bundles are sold.   

vi. The course fee provides training up to 10 - 14 students depending on the type of enrolment.  At no stage once the training has commenced can students swap over and new students join the group.

vii. There will be an additional charge for additional students swapping over.  This must be discussed with our office prior to the training session.  Swapping over of students is charged at $75 per head and there will be an additional charge for manuals provided.  
5.
Regional  Training

i. The itinerary must be received 10 working days prior to travel.  All Travel, Accommodation, Meals etc. at your expense.  
ii. If our trainer is stranded onsite (Regional Training) due to travel issues etc. you will be charge at the onsite regional daily rate for each day the trainer is onsite, plus travel days / time etc.  

iii. Courses onsite are run for 7 hours.  Any additional hours requested and at the Trainers discretion will be charged for at $250 per hour or part thereof. 

iv. Travel to and from site must be arranged around the trainers working hours.  Our trainers are to return to camp or their accommodation after the training session and are not to hang around until the clients shift ends to catch a lift.  

v. We reserve the right to hire a car for our trainer.
vi. The trainer will not be expected to provide any consulting training services or roaming training.  The training provided is for group training and course content covered is limited to our curriculum.  Should training outside our scope be provided, we reserve the right to charge an additional fee for preparation time and time preparing our laptop equipment with appropriate files etc.  This type of training is to be discussed well in advance with our office to help our trainers prepare for the training day.

6.
Fees & Deferment 

i. At Mobile MOUSe we are human and do understand that extenuating circumstances may arise from time to time, however without extremely compelling reasoning (this does not include work commitments or availability of students etc), we will be forced to levy a deferment fee.  If such extenuating circumstances do arise, no refund will be issued, however we will arrange an alternative date at Mobile MOUSe’s most convenient date available and at Mobile MOUSe’s discretion.  
ii. Students are expected to attend and participate as agreed at enrolment. Valid reasons with relevant documentation should be provided for non-attendance.  This does not include work commitments or other appointments.  
iii. By providing sufficient notice your courtesy makes it possible to advertise your seat / date to another student and / or organisation. 

iv. If you decide to defer your training date, you have the option to re-schedule the course to a later date (as per 2. iv above).   Should you decide to defer your training day the following costs will apply 

a. Deferment fee for less than 15 working days’ notice to postpone course date: 50% of the course fee.

b. Deferment fee for less than 10 working days’ notice to postpone course date: 75% of the course fee.

c. Deferment fee for less than 7 working days’ notice to postpone course date: 100% of the course fee

v. Payment is still required on the original due date even though the training day(s) may have been deferred. 

vi. If the rate has changed, the difference will be payable if training has been postponed for whatever reason. 

vii. Mobile MOUSe reserves the right to refuse service arising from misunderstanding, inadvertent or other errors.
viii. If national accreditation assessment(s) are requested, we reserve the right to pass on any costs arising therefrom onto the client.
ix. Mobile MOUSe reserves the right for onsite training, that if no free parking is provided a $50 parking fee will be charged to cover the trainers’ parking fees and time.
x. E & OE (Errors and Omissions Excepted)
7.
Late Payment Fees and Debt Collection Fees

i. Interest may be charged for late payment at a rate of 20% P/A after the due date.
ii. A 20% admin collection fee will be charged for overdue accounts that are handed over to Debt Collectors.  Debt Collection fees will be at your expense.  
8.
Equipment or Power Failure

i. In the event that there is equipment / power failure or an emergency evacuation at Mobile MOUSe’s premises and as a result we can’t proceed with the days training, Mobile MOUSe will not be held liable or responsible for any costs what so ever, however we will invite you to complete the training session at our most convenient date available. 
ii. In the event that there is an equipment failure or an emergency evacuation at the client’s premises and as a result we can’t proceed with the days training, Mobile MOUSe will not be held liable or responsible for any costs what so ever, however we will return, or invite you to complete the training session at our most convenient date available. 
iii. In the event that there is equipment failure (at the clients premises) and where the equipment belongs to the client or a power failure has occurred we reserve the right to charge the daily rate should we return to complete the training session 
iv. In the instance of such occurrences (events listed in 8i or 8ii or 8iii or any unforseen event that prevents us from conducting the days training), we will arrange a convenient date for both parties to continue the training session.  Charges may apply depending on circumstances.

9.
Disclaimer

i. Mobile MOUSe accepts no responsibility toward the end outcomes of user actions in relation to the guidance offered in conversation with, demonstration, or emails from Mobile MOUSe representatives. 

ii. It is each users / organizations own responsibility to perform backups of their data. 

iii. As support is offered as a free service to Mobile MOUSe students, we recommend that you make a copy or perform a backup of your work before actioning any guidance offered by Mobile MOUSe.
iv. All Files created can be saved on the day of the training / consultation.  These files won’t necessarily be available if requested at a later stage.  This also relates to consulting services. Ensure you make a copy when you have the opportunity to.  We will not be liable for any loss of files / data.  

v. Mobile MOUSe reserves the right to change the venue due to disruption. Notification will be given to all parties concerned.  This is very unlikely.  
OUR TERMS AND CONDITIONS ARE IN PLACE TO PROVIDE Mobile MOUSe SUFFICIENT TIME TO ADVERTISE OUR AVAILABILITY DUE TO POSTPONEMENTS.
Instructions on how to complete this form...
1) Download and save the enrolment form to your hard drive.
2) Complete the enrolment form by clicking in and completing the relevant grey areas. 

TIP: Press TAB (and also SHIFT+TAB) to cycle through the fields.

3) Save the form and email the file as an attachment to officeadmin@mobilemouse.com.au.

	CONTACT DETAILS – Business Enrolments Only 

	Company Name:
	      
	[image: image1.wmf]

	Physical Address: 
	     
	

	Postal Address:
	     
	

	Contact Person:
	     
	

	E-mail:
	     
	Email :
	     
	

	Telephone:
	     
	 Telephone : 
	     
	

	Facsimile:
	     
	   Mobile : 
	     
	

	Purchase Order No:
	     


    
	

	Invoice to be sent to:
	     
	Email :
	     
	

	Website:
	     
	

	Other Instructions:
	     
	

	Notes: 
	     
	

	
	
	

	

	CONTACT DETAILS – Private Enrolments Only 

	Name:
	     
	WA Post Code:
	     
	

	Address:
	     
	

	Telephone:
	     
	[image: image2.wmf]

	Facsimile:
	     
	

	Mobile:
	     
	

	Email:
	     
	

	
	
	

	

	How did you find Mobile MOUSe (optional)

	Search Engine:
	If you used an Internet Search Engine, which one did you use? 
Keywords or phrase used?

	
	 FORMCHECKBOX 
 Google  
 FORMCHECKBOX 
 MSN  

 FORMCHECKBOX 
 Yahoo  
 FORMCHECKBOX 
 Other
	     
	

	

	

	Referral  FORMCHECKBOX 

	If you were referred, please explain…
Have you used our services before?  FORMCHECKBOX 


	

	
	     
	

	

	

	
	
	

	Alternate choices:
	   FORMCHECKBOX 
 Brochure
   FORMCHECKBOX 
 Mail shot
   FORMCHECKBOX 
 Word of Mouth
   FORMCHECKBOX 
 Other (please explain below)
	

	

	
	     
	

	
	
	

	


I wish to enrol a candidate(s) in the following course(s) (tick the appropriate check boxes):
	PRICING FOR ALL COURSES
	
	

	Our Pricing Structure (OUR premises) (
Our Pricing Structure (Corporate Training ) (

	Number of candidates  (per group on same day)     Price per Head
Number of candidates (per group) our premises or your premises 
Enrol 1 candidate 
 $ 255.00
1 on 1 Training– From $875 
 email or phone for pricing
Enrol 2 candidates 
 $ 245.00
Enrol up to 10 candidates 
 $ 1575.00

Enrol 3 candidates 
 $ 235.00
Enrol 11 
 $ 1675.00
Enrol 4 candidates 
$ 225.00
Enrol 12 
 $ 1775.00
Enrol 5 candidates 
$ 220.00
Regional Training 
From $ 2200.00

1 on 1 Training – From $875
 email or phone for pricing
Customised Training - Additional Training Manuals - per person  $25.00
10 ICAU Courses of your choice 
$ 2000.00
Parking
 $50.00
ICAU courses are GST Free.  All others courses + GST                                   If NO FREE Parking, a $50.00 parking fee will be levied.

	           AS PER QUOTATION 
$     
Accommodation(if applicable) 
$      
To receive the discount rate, Students need to

Travel (if applicable) 
$      
be enrolled on the same course and course date



	ICA Essentials and Expert Courses are GST Free.

	Candidate Name/s, Course, Version, Venue, Date


	
	Student:
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
	 FORMCHECKBOX 
 
PC Essentials (Basics) ICAU1128B
 FORMCHECKBOX 
 
PC Basics & Word Basics ICAU1128B + ICAU1129B
 FORMCHECKBOX 

Microsoft Word Essentials ICAU1129B
 FORMCHECKBOX 
 
Microsoft Word Expert ICAU3126B
 FORMCHECKBOX 
 
Word Mastering Complex Docs ICAU3126B
 FORMCHECKBOX 
 
PC Basics & Excel Basics ICAU1128B + ICAU1130B
 FORMCHECKBOX 
 
Microsoft Excel Essentials ICAU1130B
 FORMCHECKBOX 
 
Microsoft Excel Expert ICAU3126B
 FORMCHECKBOX 
 
Excel Formula Workshop ICAU3126B
 FORMCHECKBOX 
 
Microsoft Access Essentials ICAU1131B
 FORMCHECKBOX 
 
Microsoft PowerPoint Essentials ICAU1132B
 FORMCHECKBOX 
 
MS Outlook – WITH Exchange ICAU1133B 

 FORMCHECKBOX 
 
Internet and Email Essentials

 FORMCHECKBOX 
 
Project Essentials 

 FORMCHECKBOX 
 
Publisher Essentials 

 FORMCHECKBOX 
 
Visio Essentials 

 FORMCHECKBOX 
 
Customized Training 
	YOUR VERSION OF MS OFFICE: 

 FORMCHECKBOX 
OFFICE 2007     FORMCHECKBOX 
OFFICE 2010    FORMCHECKBOX 
OFFICE 2003
VENUE: 

 FORMCHECKBOX 
 Onsite  FORMCHECKBOX 
 Unit 19 / 1904 Beach Rd, Malaga
If Onsite, please specify the training venue address:
     
     
DATE OF TRAINING:
D:       / M:       / Y:       
DURATION OF TRAINING:
Hourly 

:  FORMCHECKBOX 
 
½ Day 

:  FORMCHECKBOX 
 
Full Day 

:  FORMCHECKBOX 



	
	
	
	

	
	
	
	Number of Students :   

	
	Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
	 FORMCHECKBOX 
 
PC Essentials (Basics) ICAU1128B
 FORMCHECKBOX 
 
PC Basics & Word Basics ICAU1128B + ICAU1129B
 FORMCHECKBOX 

Microsoft Word Essentials ICAU1129B
 FORMCHECKBOX 
 
Microsoft Word Expert ICAU3126B
 FORMCHECKBOX 
 
Word Mastering Complex Docs ICAU3126B
 FORMCHECKBOX 
 
PC Basics & Excel Basics ICAU1128B + ICAU1130B
 FORMCHECKBOX 
 
Microsoft Excel Essentials ICAU1130B
 FORMCHECKBOX 
 
Microsoft Excel Expert ICAU3126B
 FORMCHECKBOX 
 
Excel Formula Workshop ICAU3126B
 FORMCHECKBOX 
 
Microsoft Access Essentials ICAU1131B
 FORMCHECKBOX 
 
Microsoft PowerPoint Essentials ICAU1132B
 FORMCHECKBOX 
 
MS Outlook – WITH Exchange ICAU1133B 

 FORMCHECKBOX 
 
Internet and Email Essentials

 FORMCHECKBOX 
 
Project Essentials 

 FORMCHECKBOX 
 
Publisher Essentials 

 FORMCHECKBOX 
 
Visio Essentials 

 FORMCHECKBOX 
 
Customized Training 
	YOUR VERSION OF MS OFFICE: 

 FORMCHECKBOX 
OFFICE 2007     FORMCHECKBOX 
OFFICE 2010    FORMCHECKBOX 
OFFICE 2003
VENUE: 

 FORMCHECKBOX 
 Onsite  FORMCHECKBOX 
 Unit 19 / 1904 Beach Rd, Malaga
If Onsite, please specify the training venue address:
     
     
DATE OF TRAINING:
D:       / M:       / Y:       
DURATION OF TRAINING:
Hourly 

:  FORMCHECKBOX 
 
½ Day 

:  FORMCHECKBOX 
 
Full Day 

:  FORMCHECKBOX 


	
	
	
	

	
	
	
	Number of Students : 

	
	Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
	 FORMCHECKBOX 
 
PC Essentials (Basics) ICAU1128B
 FORMCHECKBOX 
 
PC Basics & Word Basics ICAU1128B + ICAU1129B
 FORMCHECKBOX 

Microsoft Word Essentials ICAU1129B
 FORMCHECKBOX 
 
Microsoft Word Expert ICAU3126B
 FORMCHECKBOX 
 
Word Mastering Complex Docs ICAU3126B
 FORMCHECKBOX 
 
PC Basics & Excel Basics ICAU1128B + ICAU1130B
 FORMCHECKBOX 
 
Microsoft Excel Essentials ICAU1130B
 FORMCHECKBOX 
 
Microsoft Excel Expert ICAU3126B
 FORMCHECKBOX 
 
Excel Formula Workshop ICAU3126B
 FORMCHECKBOX 
 
Microsoft Access Essentials ICAU1131B
 FORMCHECKBOX 
 
Microsoft PowerPoint Essentials ICAU1132B
 FORMCHECKBOX 
 
MS Outlook – WITH Exchange ICAU1133B 

 FORMCHECKBOX 
 
Internet and Email Essentials

 FORMCHECKBOX 
 
Project Essentials 

 FORMCHECKBOX 
 
Publisher Essentials 

 FORMCHECKBOX 
 
Visio Essentials 

 FORMCHECKBOX 
 
Customized Training 
	YOUR VERSION OF MS OFFICE: 

 FORMCHECKBOX 
OFFICE 2007     FORMCHECKBOX 
OFFICE 2010    FORMCHECKBOX 
OFFICE 2003
VENUE: 

 FORMCHECKBOX 
 Onsite  FORMCHECKBOX 
 Unit 19 / 1904 Beach Rd, Malaga
If Onsite, please specify the training venue address:
     
     
DATE OF TRAINING:
D:       / M:       / Y:       
DURATION OF TRAINING:
Hourly 

:  FORMCHECKBOX 
 
½ Day 

:  FORMCHECKBOX 
 
Full Day 

:  FORMCHECKBOX 


	
	
	
	

	
	
	
	Number of Students :   

	
	Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
	 FORMCHECKBOX 
 
PC Essentials (Basics) ICAU1128B
 FORMCHECKBOX 
 
PC Basics & Word Basics ICAU1128B + ICAU1129B
 FORMCHECKBOX 

Microsoft Word Essentials ICAU1129B
 FORMCHECKBOX 
 
Microsoft Word Expert ICAU3126B
 FORMCHECKBOX 
 
Word Mastering Complex Docs ICAU3126B
 FORMCHECKBOX 
 
PC Basics & Excel Basics ICAU1128B + ICAU1130B
 FORMCHECKBOX 
 
Microsoft Excel Essentials ICAU1130B
 FORMCHECKBOX 
 
Microsoft Excel Expert ICAU3126B
 FORMCHECKBOX 
 
Excel Formula Workshop ICAU3126B
 FORMCHECKBOX 
 
Microsoft Access Essentials ICAU1131B
 FORMCHECKBOX 
 
Microsoft PowerPoint Essentials ICAU1132B
 FORMCHECKBOX 
 
MS Outlook – WITH Exchange ICAU1133B 

 FORMCHECKBOX 
 
Internet and Email Essentials

 FORMCHECKBOX 
 
Project Essentials 

 FORMCHECKBOX 
 
Publisher Essentials 

 FORMCHECKBOX 
 
Visio Essentials 

 FORMCHECKBOX 
 
Customized Training 
	YOUR VERSION OF MS OFFICE: 

 FORMCHECKBOX 
OFFICE 2007     FORMCHECKBOX 
OFFICE 2010    FORMCHECKBOX 
OFFICE 2003
VENUE: 

 FORMCHECKBOX 
 Onsite  FORMCHECKBOX 
 Unit 19 / 1904 Beach Rd, Malaga
If Onsite, please specify the training venue address:
     
     
DATE OF TRAINING:
D:       / M:       / Y:       
DURATION OF TRAINING:
Hourly 

:  FORMCHECKBOX 
 
½ Day 

:  FORMCHECKBOX 
 
Full Day 

:  FORMCHECKBOX 


	
	
	
	

	
	
	
	Number of Students :   

	
	Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
Student: 
     
	 FORMCHECKBOX 
 
PC Essentials (Basics) ICAU1128B
 FORMCHECKBOX 
 
PC Basics & Word Basics ICAU1128B + ICAU1129B
 FORMCHECKBOX 

Microsoft Word Essentials ICAU1129B
 FORMCHECKBOX 
 
Microsoft Word Expert ICAU3126B
 FORMCHECKBOX 
 
Word Mastering Complex Docs ICAU3126B
 FORMCHECKBOX 
 
PC Basics & Excel Basics ICAU1128B + ICAU1130B
 FORMCHECKBOX 
 
Microsoft Excel Essentials ICAU1130B
 FORMCHECKBOX 
 
Microsoft Excel Expert ICAU3126B
 FORMCHECKBOX 
 
Excel Formula Workshop ICAU3126B
 FORMCHECKBOX 
 
Microsoft Access Essentials ICAU1131B
 FORMCHECKBOX 
 
Microsoft PowerPoint Essentials ICAU1132B
 FORMCHECKBOX 
 
MS Outlook – WITH Exchange ICAU1133B 

 FORMCHECKBOX 
 
Internet and Email Essentials

 FORMCHECKBOX 
 
Project Essentials 

 FORMCHECKBOX 
 
Publisher Essentials 

 FORMCHECKBOX 
 
Visio Essentials 

 FORMCHECKBOX 
 
Customized Training 
	YOUR VERSION OF MS OFFICE: 

 FORMCHECKBOX 
OFFICE 2007     FORMCHECKBOX 
OFFICE 2010    FORMCHECKBOX 
OFFICE 2003
VENUE: 

 FORMCHECKBOX 
 Onsite  FORMCHECKBOX 
 Unit 19 / 1904 Beach Rd, Malaga
If Onsite, please specify the training venue address:
     
     
DATE OF TRAINING:
D:       / M:       / Y:       
DURATION OF TRAINING:
Hourly 

:  FORMCHECKBOX 
 
½ Day 

:  FORMCHECKBOX 
 
Full Day 

:  FORMCHECKBOX 


	
	
	
	

	
	
	
	Number of Students :   


	Payment Options

	I will be paying using the following method: (tick the appropriate box)…
PAYMENT IS DUE WHEN BOOKING or ON THE DUE DATE STATED ON THE INVOICE... 
WE RESERVE THE RIGHT TO FORFEIT A COURSE TO ANOTHER CANDIDATE OR COMPANY IF PAYMENT HAS NOT BEEN RECEIVED BEFORE THE DUE DATE LISTED ON THE INVOICE. CANDIDATES WHO ARRIVE AT TRAINING WITHOUT PAYMENT MAY BE ASKED TO LEAVE; HOWEVER THEY WILL STILL BE LIABLE FOR PAYMENT.  

	 FORMCHECKBOX 

Cheque   
	 FORMCHECKBOX 

Internet Banking
	
	

	 FORMCHECKBOX 

Credit Card Payment (VISA \ MasterCard) 


NO  OTHER  CREDIT  CARDS  ARE  ACCEPTED
	

	 FORMCHECKBOX 

Please debit the following credit card.... 



	
 FORMCHECKBOX 

VISA

	

	
 FORMCHECKBOX 

MasterCard

	

	

Card Number : 
     


	

Expiry Date : 
     


	

Card Holders Name : 
     


	
Please debit $       from the above card.

	
BANKING DETAILS


Use your Invoice number as your reference number 

Payment can be made via direct deposit to:
* CREDIT CARD PAYMENTS ARE PROCESSED ON A WEEKLY BASIS
Account Name : Mobile MOUSe

* ALLOW 2- 7 DAYS TO RECEIVE INVOICE
Bank : ANZ


BSB : 016338 (Joondalup)


Account Number : 904925663

	Payment is due when booking or on the due date stated on the Invoice

(see our TERMS AND CONDITIONS)


	Payment Instructions:
	     
	

	
	
	


[image: image6.jpg]S
Mobile MOUSe
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Training Venue 

Unit 19 / 1904 Beach Rd, Malaga 6090
Tel : 08 9404 7041

Important Calls: 0428900256
Start and Finish Time:
9am – 4pm

Please arrive no later than 10 minutes before class starts.

What we provide 

[image: image7.jpg])



All computer equipment, training equipment.
Complimentary 
Instant Coffee, Tea, Hot Chocolate, 
Spring Water; Soups, Noodles, Muffins, 
Biscuits, Sweets, Chocolates and other Lollies.
Lunch – 30 Minutes

Lunch Facilities are available in the area.
Muzz Buzz (for Coffee) - Bonner Dr Malaga – 

Near Malaga Markets
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What to Bring 
USB Key, Note Pad
Bring your own lunch to avoid delays when ordering at the Taverns / Lunch Bars and other take away facilities. 
Microwave and fridge in Lunch Room 

ONSITE TRAINING INFO

i. We provide all the laptop equipment and projection equipment – if required.  

ii. The computer training equipment will be delivered within a few days prior to the training session by one of our couriers, or the trainer will bring the equipment in on the day of the training – just depending.  Collection of the equipment after the training will be at our earliest convenience.  

iii. Ensure that the room to be used can COMFORTABLY accommodate the number of students enrolled for the session(s), this includes laptop computers. Sufficient space is also required for the Trainer and his/her training laptop at the front of the training room, where the projector is to be located.  
iv. The Trainer will arrive anytime from 8am onward to setup our laptop computers (if required) for a prompt 9am start. Setup time depends on the number of computers the trainer has to setup. 
v. Please ensure the training room is setup prior to the trainer arriving. It is not the trainer’s responsibility to carry furniture (or re-arrange furniture).  If the trainer assists (at the trainers discretion) in carrying or re-arranging furniture a $150 fee will be levied.

vi. Please ensure that there are at least 1 or 2 accessible power points.
vii. Please ensure that there is a screen / board (or light coloured wall) to project onto.
viii. Start Time is from 9am – 4pm.  Lunch 30 minutes.  Approx Time: (12:15pm – 12:45pm). 2 x 10 minute Tea breaks.  
ix. Should training commence later than 9am due to students arriving late or due to any other circumstances beyond Mobile MOUSe’s control and at no fault to Mobile MOUSe, training will still Finish at 4pm.  
x. If the trainer is requested to stay on longer (after 4pm) and at the Trainer’s discretion we charge $250 per hour. 
xi. The trainer will not be expected to provide any consulting training services or roaming training.  The training provided is for group training and course content covered is limited to our curriculum.  Should training outside our scope be provided, we reserve the right to charge an additional fee for preparation time and time preparing our laptop equipment with appropriate files etc.  This type of training is to be discussed well in advance with our office to help our trainers prepare for the training day.  
xii. For customised training, there is an additional charge for additional manuals provided on request.  Only bundles are sold.   
xiii. The course fee provides training up to 10 - 14 students depending on the type of enrolment.  At no stage once the training has commenced can students swap over and new students join the group.
xiv. There will be an additional charge for additional students swapping over.  This must be discussed with our office prior to the training session.  Swapping over of students is charged at $75 per head and there will be an additional charge for manuals provided.  
xv. For Regional Training the itinerary must be received 10 working days prior to travel.  All Travel, Accommodation, Meals etc. at your expense.  
xvi. If our trainer is stranded onsite (Regional Training) due to travel issues etc. you will be charge at the onsite regional daily rate for each day the trainer is onsite, plus travel days / time etc.  
PREFFERED TABLE / ROOM ARRANGEMENTS AND CONFIGURATIONS
N.B. Please ensure the desk arrangement will comfortably accommodate the number of enrolled students (laptop computers included!!!). Ideally one of the arrangements listed below (or similar) would be ideal for onsite training
	
	

	
	

	TRAINERS PARKING AND ARRIVAL INFORMATION

	 FORMCHECKBOX 
  Onsite Free Parking

 FORMCHECKBOX 
 Parking Available Within Building

 FORMCHECKBOX 
 Public Pay Parking -

If no free parking is provided a $50 parking fee will be charge to cover the trainers’ parking fees and time 

 FORMCHECKBOX 
 Trainer must report to reception

 FORMCHECKBOX 
 Stairs to Training Room

 FORMCHECKBOX 
 Lift to Training Room

Contact Person when Arriving :

     
Mobile Number of Contact : 
     
Contact No :

     
Other Instructions :
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Mobile MOUSe 	Unit 19 – 1904 Beach Rd	Tel : (08) 9404 7041


ABN: 93397596530 	Malaga, WA, 6090	Fax : (08) 9467 9132
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