Website "Book
Now"

Automatic e-mail to

BRUMIJAM 2016 - APPLCIATION AND PAYMENT PROCESS

Automatic e-mail to Group
or Staff to confirm receipt
of "book now"

Booking Team

Booking Team send unique
reference number and
booking form to Group or
Staff

Group or Staff
complete
booking form
and return to
Booking Team

Group or Staff include
cheque deposit payment
with unique booking
reference detailed

Group or Staff make BACS
deposit payment with
unique booking reference
detailed

Booking Team to send
Consent Forms to Groups

group applications only

Booking Team confirm

receipt of application and staff applications only

deposit payment to Group
or Staff

15th January 2016 Booking
Team to request Stage 2
payment

R

STAFF ONLY Booking Team

advise receipt of Staff staff applications only

application to Department
Chief's

STAFF ONLY. Department
Chief's to confirm to the
Booking Team that the
staff member is correctly
allocated. Then confirm to
the Staff they are now
allocated to the team and
agree role

1st February 2016 Group
send cheque 2nd payment
with unique booking
reference detailed

1st February 2016 Group
make BACS 2nd payment
with unique booking
reference detailed

Booking Team confirm
receipt of a 2nd payment
to Group or Staff

15th May 2016 Booking
Team to send Nominal Roll
to Groups who confirm all

their attendees details
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15th May 2016 Booking
Team to request Final
Stage payment




Groups bring all completed
consent forms to camp and
hand over at receiption.
Receiption issue
identification lanyards

( End of process )

15th June 2016 Group
send Nominal Roll with
unique reference detailed
to Booking Team

Booking Team confirm
receipt of Nominal Roll

15th June 2016 Group or
Staff send cheque for final
stage payment
with unique booking
reference detailed

15th June 2016 Group or
Staff make BACS final

stagepayment with unique

booking reference detailed

Booking Team confirm
receipt of a final stage
payment to Group or Staff

1st July 2016 Booking
Team to issue Group or
Staff handbooks by
e-mail

A

C End of process )
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