[image: EP%20logo%20RGB_Mute]GUIDE FOR HEADS OF MEP-SPONSORED GROUPS
 AT THE EUROPEAN PARLIAMENT 


This document contains all the information needed by heads of groups sponsored by a Member of the European Parliament (MEP) before, during and after a visit to the European Parliament. This checklist gives you an overview of the different steps. If you have any questions, please contact the Visits and Seminars Unit (VISSEM).

CHECKLIST FOR MEP-SPONSORED GROUPS

	
	Official invitation letter received? 
	
TODAY

	
	
	

	
	Login details for FIVISIT received? See automated email confirmation
(website: www.europarl.europa.eu/fivisit/)
	
	

	
	Fill in the identity document number and type in FIVISIT
	

	
	Fill in bank information in FIVISIT (does not apply if a paying agent is contracted by the MEP)
	

	
	Send financial identification form by email to VISSEM (does not apply if a paying agent was contracted by the MEP)
	

	
	Fill in the list of participants in FIVISIT: Name, full private residence address, nationality, date of birth
	

	
	IMPORTANT
	

	
	Proof of residence, if necessary (see below)
	

	
	
	Send proof of residence to VISSEM for participants who are not nationals of an EU Member State, a candidate country or a former EU Member State and who reside in the EU, a candidate country or a former EU Member State
	

	
	Please contact the MEP’s office for a derogation if there are:
	

	
	
	More than 3 participants under the age of 14
	

	
	
	Participants who reside in a neighbouring country of the EU
	

	
	If there are visitors with special needs requiring particular arrangements, please contact the Visits and Seminars Unit (VISSEM) and check whether the necessary conditions are met
	

	
	For exceptional changes in participant list, send a request to VISSEM to open participant list 
	- 2 WEEKS
	

	
	If the group plans to eat at the visitors’ restaurant, a reservation is needed
	
	

	
	
	

	
	
	
	

	
	Bring your identity document and remind visitors to bring theirs
	
DAY OF THE VISIT


	
	Bring an up-to-date participant list and the login / password for FIVISIT
	

	
	Bring the declaration of honour
	
	

	
	


	

	
	Complete and send the declaration of the final financial contribution (Annex II) by email
	+1 MONTH MAX



WHAT YOU MUST DO:

NO LATER THAN 2 WEEKS BEFORE THE VISIT

	⚠️
	The payment information and the complete participants list must be submitted no later than 2 weeks before the visit. Otherwise the payment of the financial contribution may be delayed.




1) Financial data

· [bookmark: fivisit]Register in FIVISIT your financial data, with your ID details and, unless a paying agent has been contracted by the inviting MEP, the necessary information on the bank account into which the financial contribution will be paid. 

· Accounts which can be used are:
· the personal bank account of the head of the group,
· the bank account of the group, if its name is identical to the name of the group in the official confirmation letter (political organisations excluded), 
if a travel agent was appointed by the inviting MEP as head of the group, the bank account must be the travel agency's.
· [bookmark: fif]Send electronically the financial identification form filled in with the account details (a copy can be printed from FIVISIT), either stamped by the bank or accompanied by a bank account statement clearly featuring the IBAN and the name of the account holder. 

· If the MEP has contracted a paying agent to have financial responsibility for the visit, you only need to register your personal data. 

2) Participant list

· [bookmark: pl]Register the participants in the FIVISIT application, including their name, full private address, nationality and date of birth. 

· Check whether:
· [bookmark: disability]there are participants who are not EU nationals, nor citizens of a candidate country or of a former EU Member State, but who reside in the EU, a candidate country or a former EU Member State. If so, please send us proof of residence;
· there are more than 3 visitors under the age of 14 or participants who reside in a neighbouring country of the EU. If so, please contact the MEP’s office for a derogation;
· there are participants who reside in a third country. If so, they cannot benefit from the financial contribution;
· there are participants with a recognised disability. They may be entitled to an additional financial contribution, provided the following conditions are met: 
· 1) they require special assistance involving additional costs; 
· 2) the inviting MEP has indicated this requirement in the signed form requesting the visit; and, after the visit; 
· 3) you declare the costs in the Declaration for the Final Financial Contribution (see below); 
· 4) you submit, together with this declaration, a proof of disability for each of these visitors and the invoices for the additional costs.
· IMPORTANT: If your group will require sign language interpretation, you will need to submit an estimate from the interpreter ahead of the visit. Without this, the expense cannot be considered eligible, even if you fulfil the conditions set out in the previous point.


[bookmark: two_weeks]IN THE 2 WEEKS BEFORE THE VISIT

Only a limited number of last-minute changes to the participants list may be accepted, on an exceptional basis and upon request to VISSEM. 


[bookmark: dayofvisit]ON THE DAY OF THE VISIT

Please bring:

· your identity document,
· the up-to-date participant list printed from the FIVISIT application,
· the declaration of honour, 
· your login and password for the FIVISIT application. 

Also, make sure that all visitors have their identity document with them. If a visitor forgets their identity document or falls sick at the place of the visit, before anything else, please seek advice from VISSEM on how to proceed.

[bookmark: annex]NO LATER THAN 30 DAYS AFTER THE VISIT

You must send us a signed and dated Declaration for the Final Financial Contribution (Annex II) via email to Vissem-annexII@europarl.europa.eu (with a copy to VISSEM-XX@ep.europa.eu). You will find this form in the FIVISIT application under ‘My documents’, together with an explanation of how to fill it in. These documents are also attached to the confirmation email you received from the Visits and Seminars Unit. 
Reminder: If there were visitors with a recognised disability (meeting the conditions set out above), remember to attach proof of disability and the related invoices to the Declaration for the Final Financial Contribution. The additional costs should be indicated in Section 7 of the declaration. 
You must keep for three years all original supporting documents related to expenses you incurred for this visit (invoices paid, receipts, travel documents, proof of payment, etc.) to allow further checks and audits.   
Should you not submit Annex II within the deadline of 30 days or should you not provide Parliament with the supporting documents when requested, the European Parliament reserves the right to recover the entire financial contribution paid.

Please note that if the MEP has contracted a paying agent to have financial responsibility for the visit, they will be responsible for this step. You must provide the paying agent with all supporting documents you may have.




ELIGIBLE EXPENSES AND APPLICABLE CEILINGS

Please pay particular attention to the types of eligible expenditure and ceilings for financial contributions towards the expenses incurred by sponsored visitor groups when visiting the European Parliament, as laid down in Annex I (in FIVISIT under ‘My Documents’).

Important information if you are using a travel agency to make your travel arrangements: In order for Parliament to be able to verify the eligibility of your expenses, including compliance with the ceilings for accommodation and meals, you are required to encode each expense in the relevant category of Annex II. For this purpose, you are advised to ask the travel agency to provide you with an invoice, or several, that clearly details each expense (travel, accommodation, etc.). 


PRACTICAL INFORMATION

On the day of the visit:

· Please make sure the group arrives at the visitors’ entrance (see details below) on time and follows the entire official programme in its allocated room in the visitors' area. If you are running late, please contact the Visits and Seminars Unit as soon as possible.  

During the visit:

· On arrival at the visitors’ entrance of the Paul-Henri Spaak building in Brussels or of the Louise Weiss building in Strasbourg (see map in ‘My Documents’, entrance: ‘Hemicycle visits’ for Brussels, and ‘Entrance visitors’ in Strasbourg), as head of the group you should enter first and give the reception guide on duty the group's name and place of origin.
· [bookmark: _GoBack]Security measures: Before being accompanied to their room, all visitors and bags are subject to airport-style security checks. Firearms, explosive or inflammable substances, pepper sprays, sharp items and other objects that could be considered weapons are prohibited. In accordance with Belgian and French national legislation, certain prohibited items may be handed over to the police. During plenary sessions, large bags, coats, etc. are to be deposited in the cloakroom.
· Photography and filming are permitted inside the visitors’ area but are prohibited in the security area and, during plenary sessions, in the Hemicycle gallery.
· Please inform your group to dress appropriately for their visit, that smoking is prohibited, food or drinks may not be taken into the room and, when seated in the public gallery during a plenary session, it is forbidden to express opinions or support (e.g. clapping), to take photos or films, eat, drink or make or receive calls with a mobile phone. We kindly ask you to keep your voice down.

[bookmark: canteen]

European Parliament restaurant 

If a visitor group wishes to have lunch or a coffee break, the group leader or the MEP's office will have to make the necessary arrangements directly with Parliament's visitors’ restaurant. If you make the reservation yourself, please keep the MEP’s office in copy.

To make a reservation with the visitors' restaurant, please send an email at least one week before the visit to:
restauration-reservation-compass-bruxelles@ext.europarl.europa.eu (Brussels);
restauration-reservation-strasbourg@ext.europarl.europa.eu (Strasbourg)

A sustainable visit to the European Parliament

The European Parliament has been reflecting for many years on its impact on the environment and wants to make a positive contribution to sustainable development as a long-term objective, not only in its political and legislative work but also in its day-to-day operations. It became the first parliament in the EU to obtain the Eco-Management and Audit Scheme (EMAS) certificate. 

By attracting many visitors to its premises for talks and seminars, the Visits and Seminars Unit is conscious that this activity creates carbon emissions. We are committed to implementing greener ways to receive visitor groups in the European Parliament and have started a certification process, along the same line as the ISO 20121 Event Sustainability Management System certification we obtained in May 2021 for the organisation of Europe Day. This is a great opportunity to spread Parliament’s commitment to values that strengthen its democratic legitimacy.

In line with this commitment, we ask you to join us in contributing to these objectives by choosing environment-friendly transport when you visit the European Parliament as transport is responsible for at least 20% of worldwide CO2 emissions. The average carbon emissions per person per 100km are: 
By train: 3 kg CO2
By car: 24 kg CO2
By plane (economy class): 26 kg CO2
By plane (business class): 52 kg CO2.
In Brussels it is easy to get to Parliament using public transport: Brussels-Luxembourg train station is just below Parliament's buildings and provides a direct connection to the airport. Various bus routes stop in front of the station and Schuman, Maelbeek and Trône metro stations are only 10 minutes’ walk away providing a direct link to the city centre. In Strasbourg, tram line E brings you to the ‘Parlement Européen’ stop. 

We are also attempting to reduce printed communication and we invite you to do the same: try to print as few documents as possible for your visit to the European Parliament. If you need to print a document, we advise you to use recycled paper and eco-friendly ink.

Finally, when communicating with us we invite you to compress the size of the documents you attach.

[bookmark: contact]Contact the Visits and Seminars Unit:
XX language sector
Email: vissem-XX@ep.europa.eu

For more information visit www.europarl.europa.eu/visiting/en/.
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