
1. First of all, go to our website, www.rmjpilondonbusinessacademy.com. 

2. Find the course you would like to book on by visiting the Corporate Training or Academic & 
Professional Training pages. (In this example, we will click on the Corporate Training page). 

3. Once on the Corporate Training page, find the course you wish to book on and click the ‘Book 
Now’ button. (In this example we will be clicking on the ICM Course ‘Book Now’ button. 

HOW TO BOOK YOUR CORPORATE OR ACADEMIC 
AND PROFESSIONAL TRAINING COURSE WITH 

RMJPI LONDON BUSINESS ACADEMY 



4. A new window will open with the following options: 
 a) Print out an application form. In this option, you can print your form, complete it by hand 
 and send your form and a cheque for the appropriate amount. 
 b) Complete your application on your computer. In this option, you can complete your form 
 on your computer and either submit it via email to us or print your form out to post to us. Either 
 way, you can send your payment via Paypal or post a cheque. 
 c) Register with RMJPI London Business Academy Online. In this option, you can create 
 an account on our new Online system. This will enable you to book and pay for as many 
 courses as you like and also access course materials when they become available. 
 
Please note that the Corporate Courses booking form shows all the Corporate Courses on one form, 
whereas the Professional and Academic Courses each have separate booking forms. There is 
however no difference in the booking process steps in this guide. 
 
5. If you choose option 1, print out an application form, once you click on the ‘Book Now’ 
 button, this will open a pdf file in a new window. Please print this form for you to complete by 
 hand. Once you have done this, you will need to: 
 
 1. Sign your completed booking form at the very bottom. 
 2. Make your cheque payable to 'RMJPI-London Business Academy'. 
 3. Write your cheque for the appropriate amount as stated in your booking form (step 2 in the 
 declarations section). 
 4. Send your signed booking form and cheque to the following address: 
 RMJPI - London Business Academy, RMJ Studios, PO BOX 546, Crawley, West Sussex 
 RH11 7BU, UK. 
 
Once we have received your form and payment, you will be contacted in due course to confirm your 
application is being processed and with further details. 



6. If you choose option 2, complete your application on your computer, once you click on the 
‘Book Now’ button, this will open the course booking form in the same window. You will then 
need to complete the form using your computer. You will be given the option on the form 
whether to complete your payment using Paypal or by posting a cheque. You will also be given 
the option to either post your form or send it via email. 

 
 Once you have done this, you will need to print your application. If you are emailing your 
 application, we recommend you print one copy for your records. If you are posting your 
 application, we recommend you print two copies; one for your records and one to send to us. 
 
 Once you have printed your form, followed step 8 on the form and you are posting a cheque 
 to us, you will then need to: 
 
 1. Sign one of the copies of your completed booking form to send to us.  
 2. Make your cheque payable to ‘RMJPI-London Business Academy'.  
 3. Write your cheque for the appropriate amount as stated in your booking form (step 2 in the 
 declarations section).  
 4. Send your signed booking form and cheque to the following address: 
 RMJPI - London Business Academy, RMJ Studios, PO BOX 546, Crawley, West Sussex 
 RH11 7BU, UK. 
  
 Once you have printed your form, followed step 8 on the form and you are paying via Paypal, 
 you will then need to: 
 
 1. You will see a ’Go’ button on the next page. Click this to proceed to Paypal. 
 You will need:  
 Your Paypal email address.  
 Our email address: info@rmjpromotions.com.  
 The appropriate payment amount as stated in your form (step 2 in the declarations section).  
 When prompted in the Paypal window, please choose the 'Purchase' tab and choose 
 'Services'.  
 
Once we have received your form and payment, you will be contacted in due course to confirm your 
application is being processed and with further details. 
 
 
7. If you choose option 3, Register with RMJPI London Business Academy Online, once you 
 click on the appropriate ‘Book Now’ button appertaining to the course you require, you will be
 taken to our Online area. (For this example, ICM Short Management Courses and CPD 
 (Continuous Professional Development) Programmes has been chosen). 



8. You will be able to see all the courses available in that area. You now need to choose the 
course you want to book. In this example, Accounting and  Finance has been chosen. You will 
then be taken to the log in screen. You can see if you are already register with us, you will be 
able to log in and continue in that way. Otherwise, please read the ‘Is this your first time here?’ 
part, then click on the ‘Create new account’ button. 

9. You will then need to complete the following form. The fields marked * are compulsory. This is 
a very similar form to the one you need to complete using the other methods. 

10. Once you have carefully completed the form, click on the ‘Create my new account’ button at 
the bottom of the page. 



11. You will then see the following screen: 

You now need to close this window. 
 
IMPORTANT - YOU MUST COMPLETE THIS STEP IN ORDER TO BOOK YOUR COURSE/S: 
You will need to check the email address that you entered on your form. You will receive an 
email from RMJPI London Business Academy Support with the title: RMJPI London Business 
Academy: account confirmation . 
 
In this email there will be a link which you must click on in order to confirm your account and 
proceed with your course booking. 

 
12. Once you have clicked on the link in your email, you will be taken to a page which shows the 

course you want to book (in this example, Accounting & Finance). You can either pay using 
Paypal (click the ‘Send payment via Paypal’ button) or by cheque. 

 
 If you choose to pay by Paypal, by clicking on the button you will be taken to the Paypal screen 
 (please see next page). 



13. You will need to enter your email address here, along with your password. You will then need 
to click the ‘Log In’ button. Once you have done this you will be able to review the course you 
are booking and your payment details. All you need to do then is click the ‘Pay Now’ button. 

14. Once you have paid for your course, you will be enrolled on our Online system. You will now 
be able to view the course and any relevant materials. 

15. If you choose to pay by cheque, click as shown below. 
16. A new window will open with a form for you to complete and email to us. Once you have 

completed the form on your computer, you will need to do the following: 

 1. Print two copies of this form.  
 2. Please sign one of the copies of your completed booking form to send to us.  
 3. Make your cheque payable to 'RMJPI-London Business Academy’.  
 4. Write your cheque for the appropriate amount as stated in your booking form (step 4 - 
 Course Payment).  
 5. Send your signed booking form and cheque to the following address: 
 6. RMJPI - London Business Academy, RMJ Studios, PO BOX 546, Crawley, West Sussex 
 RH11 7BU, UK. 
 
Once we have received your form and payment, you will be enrolled on the courses you have 
detailed above, on the RMJPI London Business Academy Online website. We will email you to let 
you know your username and password so you can access the course and course details/materials. 
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