January 2019
Paying for your place at the seminar
Please contact seminar@navsm.org to ensure there is a place for you and to
provisionally reserve it.
1) Check that your Trust’s Purchasing Department has the correct address and
bank details for NAVSM on their system (see details on the booking form).
2) If the details are incorrect and NAVSM need to complete a Supplier
Amendment form / New Supplier form, please ask your Purchasing
Department to e-mail this to treasurer@navsm.org and we will complete it
without delay.
3) When you complete the booking form:
If paying by BACS, put the details and correct amount on your Trust’s Finance
system and ask your Manager to authorise it. This will generate a Purchase
Order number. Please write the purchase order number on your completed
booking form and return it to seminar@navsm.org As soon as we receive the
Purchase Order number from you, your place will be confirmed at the
seminar. However, we may have to follow up with you if payment is not
received within 60 days.
NAVSM will issue an invoice for your place direct to your Finance
department.
If paying by cheque from your Trust/orgainsation, please complete and send
your booking form to seminar@navsm.org and I will send you an invoice.
Complete your finance department cheque request form, get the required
authorisation and forward to your finance department along with the invoice.
Your Finance department will send the cheque directly to NAVSM. Your place
at the seminar will be confirmed on receipt of the cheque.
If paying by personal cheque please send along with your booking form to
the address on the form. Your place will be confirmed on receipt.
If paying by personal bank transfer. Contact seminar@navsm.org to
provisionally reserve your place. Please complete the bank transfer making
sure you put your name in the ‘reference’ box on your banking system.
Complete and send the booking form to seminar@navsm.org
Your place will be confirmed on receipt.

