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	Data Capture Form

	Please answer all questions


	
	

	Title: e.g. Mr/Mrs/Ms/Miss
	

	Surname

	

	Forenames (legal name)

	

	Middle names 
	

	Preferred name
	

	Sex e.g. male, female
	

	Ethnicity e.g. White British/ White Cornish/White Irish/ Black Caribbean/Black African/ Asian/ Mixed Heritage/ Asian/ Arabic etc
	

	Home address
	

	Home postcode
	

	Primary telephone number
	

	Secondary telephone number
	

	Email address
	

	Date of birth (DD/MM/YYYY)
	

	Do you have ANY learning difficulties? 
If yes please detail or contact us to discuss
	

	Do you have ANY disability or a health problem? 
If yes please detail or contact us to discuss
	

	Country of domicile
	

	What do you want to get out of this particular course?  Please give a full answer with three examples of how you will use these skills.

	

	Name of company/business/organisation
	

	Employment status e.g. self-employed/employed
	

	Is the business registered with the HMRC or are you registered as self-employed with the HMRC?
	

	Please provide your UTR (for sole traders) Companies house number or registered charity number?
	

	Has the business received any public funding in the last 3 financial years? (If so how much and dates).
	

	Workplace registered address (including postcode)
	

	What is your position in the company and what does it involve?

	

	Workplace telephone number 


	

	Name of manager and department (leave blank if self-employed)
	

	Manager email address (leave blank if self-employed)
	

	Manager telephone number (leave blank if self-employed)
	

	Name of owner / director (leave blank if self-employed)
	

	Owner / director email address (leave blank if self-employed)
	

	How many people does the business employ?
(including yourself)   
Please distinguish between Part-time / Full-time
	

	When did the business start operating?

	

	What is the main function of the business? 

e.g. ICT Sector.  Please describe its nature

	

	What are the organisation’s main markets, products and services?


	

	What are the current and future business goals and targets?

	

	What are the current and future key challenges for the business?


	

	How do you currently promote your business? How do you sell? e.g. website, social media, shopfront, wholesale


	

	What is the legal status of the organisation?

e.g. sole trader, partnership, private limited company

	

	Do you have any other training requirements? Please list training you would like to have even if it is not digital, we may be able to help refer you to the right place.


	


	
	
	
	


	Thank you for taking the time to complete this form, it will help us to check if your place is eligible for funding.


