[image: C:\Users\fgilchrist\Desktop\A4_edqm_coe.jpg]

EDQM Visit Request Form

Please use this form to request a group visit to the EDQM.  All fields must be filled in or the form will be returned to you.  (Sending this form does not constitute a reservation. Only written approval from the EDQM means your visit has been confirmed.)
[bookmark: _GoBack]
	Group/Organisation:
	

	Contact Person (full name):
	

	Address:
	

	
	

	
	

	City:
	

	Postcode:
	

	Country:
	

	Tel.:
	

	Mobile:
	

	Fax:
	

	E-mail:
	



Until what date can we contact you at the above phone number?______________________ 

Please list the date(s) and time(s) your group would like to visit 
	
	Date (dd/mm/yyyy)
	Start time 

	1st  choice
	
	

	2nd choice
	
	

	3rd choice
	
	



Contact person to arrive with the group (if different from above):
	Name: 
	

	Tel.:
	

	Mobile:
	



Visitor profile (tick as appropriate)
Students (15-17)		University Students  	Industry	 	Association    	
Other	   (please specify).
	





Please tell us the group’s field of work/study
	






Please tell us the main(s) reason(s) for the visit
	





Specify any topics of particular interest to the group




Language requested (please tick as appropriate)	English   	or	French    

Number of visitors in the group:_________________________________________________
Please note: The EDQM cannot serve groups larger than 15-20 people and visitors must be at least 15 years old. 

Specify any special needs within your group.  Does anyone have a disability or other consideration of which we should be aware?




Is parking required?			Yes 				No	
If so for how many and for what type of vehicles?	 _____________________________________________________________________________
(The visitors’ parking is limited; therefore we encourage you to use public rather than private transportation to reach the EDQM.)

Where will the group stay (if applicable)
	Name of the Hotel:
	

	Address:
	

	
	

	
	

	Tel.:
	



Dates of stay at the above address			
	Arrival Date:

	Departure Date:
	





Please note:
· To arrange a visit, you should fill out this form at least 2 months prior to your first preferred visiting date.
· To benefit fully from the visit, your group should have a working knowledge of either English or French, or be accompanied by an interpreter. The EDQM does not provide interpreters.
· Return this form to the EDQM’s Public Relations by post or fax. Our postal address and fax number can be found on the ‘Visit us’ webpage. Alternatively, you can e-mail it to us via the EDQM HelpDesk.
· All names of the people within your group must be provided to the EDQM at least 1 week prior to the visit.
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