NSD BMS STD/005

Responsibility

NSD Hosting Foreign Visits

Start

Internal

Inspector / SI prompt

Details of visit received

External
prompt

DCI / Head
of Discipline

Inspector

Advise PEFD FINU2

4—Yes

is an EU funded
for the CEEC/FSU
istance programme-7

}

Negotiate specific details with
external and internal contributors

Admin preparation including
security clearance, travel,
accommodation and hospitality

)

Plan presentation or response to
documents already received

|

Prepare Itinerary and programme

}

Receive visitors

|

Participate in visit

)

Prepare or contribute to formal
visit protocol if necessary

|

Write report

as this an E
funded visit as part of
CEEC/FSU assistance
programme ?

No

Was any part of the visi
funded by any other
external body ?

Contact SPD (E) who
provide specific admin.
support e.g. facilitation of
visit, identify NSD input,
provision of money for
visitors etc.

A 4
DCI decision on lead 4—‘

Yes% Copy report to SPDE

A

Procedure/
Guidance documents

Administrative,
GAP or HSA Note
SN 32
1B/5/98

SN 32

Send visitors' ticket stubs
and submit timesheets to
SPDE

A

Advise on contributution to

Submit own expenses

)

End

subsequent programme
with SPDE

AICs 34
AJCs 5B (hospitality)

STD/005



