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International visit request form

Please read the form carefully before completing it. 
	Criteria for visits: 




In view of the very high demand for international visits we have introduced the following criteria:
	Priority will be given to: 
	· Government Ministers (particularly environment/water resources)

· National Government bodies

· EU countries, including accession and candidate countries
· Countries with whom we are already working, particular countries within East, West and South Africa, China and India 
· UK Government environment priority countries


	Other guidelines:


	· A minimum of six weeks notice from receipt of the completed request form to the European Union and International Relations Team is needed
· The Environment Agency does not issue ‘letters of invitation’ or ‘invite’ people to visit as part of these requests. If you need an invitation for visa purposes you will need to secure this arrangement with another organisation 

· We do not accept requests from facilitators or travel agents.  We must receive the form directly from the organisation(s) that wish(es) to visit

· Meetings are limited to 2 hours unless there is a special concession

· Visitors must provide an interpreter if there is not a working level of English

· Groups requests must not exceed 15 delegates as we do not have sufficient meeting rooms to hold greater capacity


	Visits can be also declined if:


	· a department has hosted too many visits 

· the organisation has visited within the last 2 years

· information on the request form is insufficient
· the organisation has cancelled two or more visits in the previous year

· significant or repeated changes are made to the original request made to the Government & International Relations Team (as stated on original form)

	Please note
	· We cannot always accommodate visits, and give priority to visits from government bodies in other countries.  If you are not from a government body we may sometimes be able to arrange a visit but may have to impose a charge for doing do.  We will contact you if there is a fee to be paid or you can contact us on the number overleaf for more information.


Please be advised the above criteria must be read, understood and agreed. 
Continued
	1      The visiting organisation
	


1.1
Please provide the details below about the visiting organisation:-
Name of organisation (if applicable)
	


Name of organiser (for day-to-day contact)
	Title
	 
	First

name
	      
	Last

name
	 

	Job

title
	 



Address

	 

	      

	Postcode 
	     
	Country
	     

	Phone
	     
	Email
	     

	Mobile
(whilst in UK)
	     
	Fax
	     

	Website
	     


1.2 
Is the visiting organisation a government body?


No  FORMCHECKBOX 



Yes  FORMCHECKBOX 


1.3  
What kind of work is carried out by the organisation relevant to this visit?

Please give details:
	      
      
      
      
      


	2       About the visit 


2.1 
Please give the following logistical details:-
Proposed date(s) for visit to the Environment Agency 
   Please note the minimum of six weeks notice 
                                                         as per criteria
	      



Proposed duration of meeting or meetings

             Please note duration of meeting criteria
	      



Preferred location



      Please state if no preference
	      



N.B Please be aware that not all specialists will be located in your preferred location.  Please be prepared to travel if necessary.
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2.2  
Does the group have a good working level of English?

No  FORMCHECKBOX 



Yes  FORMCHECKBOX 



2.3  
If not, will you be bringing an interpreter?



No  FORMCHECKBOX 



Yes  FORMCHECKBOX 






Please note that the Environment Agency does not provide interpreters.

2.4

Are all visa requirements confirmed, or in place?


No  FORMCHECKBOX 



Yes  FORMCHECKBOX 



2.5
Is any other organisation assisting with the arrangements for your visit? 

(i.e. management agency/ consultancy)




No  FORMCHECKBOX 



Yes  FORMCHECKBOX 


If yes, please give details below:
	Organisation name: 
Contact person: 
Email address: 
Phone number: 

	


	3        Reason for the visit


3.1 
 Please tell us about the organisation’s precise interest in the Environment Agency. 

Your request may be refused if you do not give this information. We need as much detailed information as possible in order to identify the right person to meet your request. Please see the website www.environment-agency.gov.uk for more information on our activities before you complete this section. 

If you have a general question that can be answered outside of a visit then please contact our National Customer Contact Centre. The contact details can be found at http://www.environment-agency.gov.uk/contactus/
Please give details below:
	      
      
      
      



3.2  
Do the visitors have any other confirmed/suggested visits to other organisations whilst in the UK?














No  FORMCHECKBOX 



Yes  FORMCHECKBOX 
 
If yes, please give details below stating which are/are not confirmed:
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3.3 

How many people will be visiting?       
Please provide delegate details in the table below.

Please note criteria that we are not able to accept groups of more than 15 delegates due to meeting room availability

	
	Title

(Mr/Mrs

/Ms/ Dr)
	First name
	Last name
	Job Title
	Organisation 
(if different from above)

	1
	     

	     
	     
	     
	     

	2
	     

	     
	     
	     
	     

	3
	     

	     
	     
	     
	     

	4
	     

	     
	     
	     
	     

	5
	     

	     
	     
	     
	     

	6
	     

	     
	     
	     
	     

	7
	     

	     
	     
	     
	     

	8
	     

	     
	     
	     
	     

	9
	     

	     
	     
	     
	     

	10
	     

	     
	     
	     
	     

	11
	     

	     
	     
	     
	     

	12
	     

	     
	     
	     
	     

	13
	     

	     
	     
	     
	     

	14
	     

	     
	     
	     
	     

	15
	     

	     
	     
	     
	     


	4       What happens next


Please complete and email this form back to the Project Officer (EU and International Relations Team): 
Email: international@environment-agency.gov.uk 
Tel +44 (0) 117 934 4026
Please note:
The EU & International Relations Team Project Officer will be your point of contact at the Environment Agency.  If you already have contacts that may be able to assist with your visit, please let the Project Officer know their names and the Project Officer will then liaise with them and make arrangements.

Please do not contact other people at the Environment Agency directly, in relation to your proposed visit, as this can lead to confusion.
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