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Cancellation Policy for Training 
Thank you for choosing us to deliver your training. To ensure clarity and mutual understanding, 
please review the following cancellation and payment terms: 
 
Payment Terms 

1. Deposit: A non-refundable minimum deposit of 50% of the total fee is required upon 
booking to confirm the session(s). 

2. Final Payment: The remaining balance is payable within 30 days of the invoice being 
raised. Please note that invoices are issued promptly upon booking confirmation or 
service delivery, as applicable. 

 
Cancellation Policy 
We understand that circumstances may arise where you need to cancel or reschedule your 
training. Our cancellation terms are as follows: 

1. Notice Periods and Refunds: 
o More than 30 days before the delivery date: A full refund of any amounts paid 

beyond the non-refundable deposit. 
o 15-30 days before the delivery date: 50% of the total fee will be charged as a 

cancellation fee. 
o Less than 15 days before the delivery date: 100% of the total fee is charged, 

with no refund. 
2. Rescheduling: 

o Training sessions can be rescheduled with a minimum of 15 days’ notice at no 
additional cost. 

o Rescheduling requests made with less than 15 days’ notice will incur an 
administrative fee of 25% of the fee. 

3. Expenses: 
o Any expenses already incurred in relation to the training (e.g., travel, 

accommodation, or materials) will be charged, regardless of the cancellation or 
rescheduling notice provided, unless otherwise agreed. 

4. Force Majeure: 
o If a training session is cancelled or postponed due to unforeseen circumstances 

beyond either party’s control (e.g., natural disasters, government restrictions), 
both parties will agree to reschedule without penalty. 

 
Additional Terms 

1. Client Responsibilities: 
o Clients are responsible for ensuring that all necessary resources, access, or 

conditions required to deliver the training are provided. Failure to do so may 
result in cancellation or rescheduling, with fees applied as per the terms above. 

2. Provider Cancellations: 
o In the rare event that we must cancel the training, you will receive a full refund of 

any fees paid or have the option to reschedule at no additional cost. 
 

We value your understanding and cooperation in adhering to these terms, which allow us to 
deliver the highest quality service while managing commitments effectively. Should you have 
any questions or require clarification, please do not hesitate to contact us. 


