Before preparing the letter:
· Ask the participant for a scan of passport and following info:
	- Name and Surname:
- Gender:

	- Date of birth:

	- Place of birth:
- Nationality at birth:

- Citizenship:

- Marital status:

	- Permanent address of residence:

	- Passport number:

	- Passport issued by / date:

	- Passport valid until:

	- Is participant still student / which university?

- Date of arrival and departure:

	- Where will the participant enter Schengen?

	- Dates for which the IL should be issued: 

	In case of longer stay, please, provide us with your place of stay / flying ticket / insurance: 

	Did you experience any special / unfair treatment / requests / questions from the foreign mission?




· tell the participant that he/she can:

·  ask at their own university for supporting letter  = approval of student status and intention of coming back (no migration risk)

· ask their own local for supporting letter = approval of AEGEE membership

· check the Excel file Visa Info and Facilitation Agreements (can be downloaded from VFWG webpages) for any additional information that you should know and use for issuing the IL (special waives, age limitations, missing foreign missions, etc.), especially the chart on the last page with numbers of articles for VFA countries
· it is good to have 1 contact person per local / country, in order to get easily in touch with the participants (if there are many) and avoid the flood of emails
· contact the foreign missions of your country abroad and ask for any specific info they will ask participants + ask the participants, if they ever had any problem with that foreign mission and in case of more missions for your country – ask the participant at which one they want to apply + find out, how should the IL be delivered (email, fax, scanned original, copy?), to where exactly (participant or the foreign mission directly?) and by whom (personal appearance or multiple application possible with the Power of Attorney?) – to call directly there is the best option + ask kindly the foreign mission to call you in case there will be some problem or document missing, in order to avoid visa rejection
· provide the participant with a Schengen Application From (available for download on our webpages www.wg.aegee.org/vfwg)
During the IL preparation:
· NEVER write false/fake informations about the people you'r going to invite in your country

· you have to write this letter for every participant (applying for visa) separately (if not stated otherwise by the embassy) – for help we attached one sample of IL for SU in Pisa (download from VFWG webpages)
· remember to substitute all the red parts wtitten in [the squared brackets], with the normal black font like the rest of the letter: "Times New Roman, size 10, normal style" 

· the field [[Mr./Miss/Mrs.] [participant name]] must be BOLD (SEE THE SAMPLE)
· you must change the antenna's logo, that is in the footer on the left side -> 
· open the footer‘s visualization, 
· erase the Pisa's one, put in logo of your local,
· adjust the size!
· when you're still in this footer visualization change the address to your local’s (which is in the middle of the two logos)
· in the text of the letter (1st and 2nd paragraph) - in case the event is taking place at more than 1 place, state all of them and before that state „continuously“
· in case that the participant asks for prolonged dates of the event, it is better to write that the event starts and finished 1-2 days earlier or later or use the sentence „for a longer period of time (due to individual ticketing)” or some other – just be sure that is explicit, or agree with the participant on something else (extended period of the event, fake post-, pre-event)
· in case of multiple IL creation, when everyone from one country is asking for different dates in the IL, find the longest period of time matching for all the requests and write that date in the IL (especially important during statutory events)
· for countries ARM, AZE, BLR, Kosova, TR: erase the part about VFA, as there are no Visa Facilitation Agreemnets
· remember changing the part "ATTACHMENT SAMPLE N.2- AEGEE – [ANTENNA’S NAME] INFORMATION:" (you must write info about your own antenna like partnerships, projects and so on..)

· remember to put the stamp on the signature (of your local)

· it's kindly recommended to put signature of the local’s president OR incoming/visa-responsible + it is better to send a Company register or Certificate of incorporation of the organization or a scanned copy of signer’s passport so that the embassies would know that the person really exists
· there is a one more important difference: if you address the IL to the foreign mission or to the border control officers!: foreign mission = the name of the mission or Ministry of External Affairs in the header; border control = Ministry of Internal Affairs in the header !! check twice if the address is correct !!

After the IL preparation:
· translation needed to the language of the local / foreign mission (in case of no mission in a specific country, send the IL in English to the hosting embassy and the participant) 
· SEND ONE English letter and one in original language TO THE PARTICIPANT 
· find out how the foreign mission wants to receive the IL (fax, email, scan, pdf, snail post or brought by the visa applicant)
· in case of pre-/post-event, be in touch with these organizers as well and write the IL instead of them as well + in description state that that antenna is „co-operating with AEGEE...“ and that it is „a cultural event that is complementary to the statutory event“  

TROUBLE:

· if there is no time to get the original version of the IL, the local organizers can provide the letter with original stamp on it in .pdf, which the participant will print in high quality and sign him/herself, to make it look real x !! it is only the responsibility of the organizer !! 

· if there is no time to wait for the IL, the participant can arrange a touristic agency to deal with it x !! consider money issue !!

· if the foreign mission is making a lot of trouble, in order to save time, the application for visa can be made at another foreign mission of another country
We kindly ask you to report back to VFWG if there were any difficult cases or problems, any specific information that would be worth to share with others, so we could make the IL or this Protocol more accurate for next time. 

In case of any trouble contact visa@aegee.org.
Your VFWG
