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To the European Athletics Delegates and Officials 

appointed for the <Event>
<Date>
<Event>
Dear Friends,

We are looking forward to welcoming you to <Venue> on the occasion of the <Event> to be held on <Date>. According to the European Athletics Competition Regulations, the LOC/Organising Member is responsible for the travel expenses to and from the competition venue as well as the board and lodging of the appointed Officials (except for the Council Delegate, which is covered by European Athletics). 

As regards your travel arrangements we are pleased to send you attached a travel form which we kindly ask you to return soonest possible but until <Deadline> at the latest. 

Please note that the Technical Meeting will take place on <Date> (<Time>). Therefore we kindly ask you to schedule your arrival for <Date> (<Time>) (provided there are suitable flight connections available) or the evening before. Some European Athletics Delegates may arrive earlier according to their needs. 
Please indicate your preferred air connection in the travel form. You are of course free to make your own travel arrangements (economy class / weekend fare). In this case please inform us in advance your travel details and the price of your ticket for approval. 

Your travel expenses will be reimbursed to you during the event in <Venue> against presentation of the flight ticket with price indication or an invoice.

Accommodation will be reserved for you in the <Hotel, Address, Tel. _________, Fax ____________. The hotel is situated in ____________________. 

Transport from the airport to the hotel will be provided. Transfer times are approx ____ minutes.

For more information about the competition please visit the event website:

________________________
Looking forward to receiving the filled in travel form in due time.

Kind regards,

LOC
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Dear Colleagues,

With reference to the forthcoming <Event> in <Venue>, the Organising Committee would like you to return this travel form to the <LOC> office by fax (Fax Nr.: ___________) or e-mail (__________________) as soon as possible but until <Deadline> at the latest.
According to the European Athletics Regulations your flight costs (economy class/weekend fare) will be covered by the organiser. There are two alternatives to use:

1.  You may purchase your ticket yourself in your country provided your ticket is cheaper than a ticket booked by the LOC. In this case please inform the price of the ticket for comparison and approval.

2.  However, we are prepared and happy to assist you by sending you a prepaid ticket according to your travel itinerary. In this case please mark the appropriate field and indicate clearly that you wish a prepaid ticket with indication of the flights you prefer. If you have to change your flight at short-term any extra costs have to be borne by you.
Thanking for your kind cooperation and with best regards.

LOC
	NAME:


	ARRIVAL
	DATE
	TIME
	FLIGHTNUMBER
	FROM

	
	
	
	
	

	
	
	
	
	


	DEPARTURE
	DATE
	TIME
	FLIGHTNUMBER
	TO

	
	
	
	
	

	
	
	
	
	


	Yes,
	Please send me a prepaid ticket according to the above schedule.*
	


	No,
	I do not need a prepaid ticket and will arrive as above mentioned.
	

	
	Price:
	


	*
	I would like to receive the ticket
	

	(
	by mail
	
	Address:
	
	

	(
	at the airport (desk of the according air company)
	

	(
	at the city office of the respective air company
	


TO BE RETURNED IMMEDIATELY TO THE <LOC>
FAX ___________ / E-MAIL ______@__________
