[bookmark: _Toc136596647]Annex 1: Meeting Invitation template
Invitation to the XX#%% meeting
<start to end date> in <town> (<country>)

Dear Colleague,
On behalf of <First_Lastname>, Chair of ETSI <GROUP>, ETSI has the pleasure of informing you of the arrangements for the Meeting as mentioned earlier.
	ADDRESS OF THE MEETING
	

	MEETING SCHEDULE
	<SCHEDULE> + 
Distribution of badges will start ½  hour before the start of the Meeting

	REGISTRATION
	

	DOCUMENTS FOR THE MEETING (CONTRIBUTIONS)
	

	POWER AND PLUGS
	E.G.
Voltage 230 V ~ 50 Hz  European style plug
HTTPS://WWW.POWER-PLUGS-SOCKETS.COM/ http://www.worldstandards.eu/electricity.htm#plugs

	SECURITY & RESPECT RULES 
	

	LOCAL INFORMATION
	LOCAL ACCESS MAPS
CLOSEST AIRPORT(S), TRAIN STATIONS, BUS LINES AND STOPS, HIGHWAYS (DRIVING TIME) 
LOCAL ACCOMMODATIONS, PRICES CHOICES

	VISA 
	HTTPS://WWW.WORLDTRAVELGUIDE.NET/GUIDES/ 
WHO TO CONTACT IN THE MEETING HOST ORGANIZATION TO REQUEST A LETTER OF INVITATION WITH
Full Name as shown on Passport:
Company name
Full address     
Zip code
Country
State
Mobile 
Email
Date of birth:
Place of birth: 
SexGender: 
Nationality:
Passport Number: 
Place of Issue: 
Date of Expiry:


	SUPPORT ON-SITE
	OR THIS TEXT: Details will be provided at the beginning of the Meeting. If in doubt, contact your Meeting Host.



Yours sincerely,
<First_Lastname of TO>
ETSI <GROUP> Technical Officer
< Technical_Officer_email>

