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ORGANISING VISITS AND EVENTS IN BRUSSELS
Advice for NICS Staff

How the Office of the Northern Ireland Executive in Brussels can assist.
The Office of the Northern Ireland Executive in Brussels (ONIEB) can assist Northern Ireland Civil Service Departments to plan and deliver visits and events in Brussels. 

· European Union familiarisation visits 

· Policy meetings

· Introductory meetings

· Policy seminars

· Receptions

ONIEB is located in the heart of the European Quarter – within walking distance of the European Union institutions and with good public transport links. It is the ideal location for your base in Brussels.

ONIEB facilities are available free of charge.
The facilities include:
· Conference Room (Capacity: 30 round table, 100 seated, 130 for reception)

· Board Room (Capacity: 20 round table)

· Two meeting rooms (Capacity:12 round table)

· Videoconferencing Facilities

· Hot-desking facilities with access to secure network - TRIM, AccountNI, HR Connect etc.
You will get the most out of your visit to Brussels if you have an idea of what it is you are aiming to achieve. Examples of possible outcomes include: 

· Learn how the EU works

· Learn how you can influence the EU

· Promote a specific policy topic

· Establish relevant European contacts within policy area

Even if you only have a vague idea of what you wish to achieve from your visit, ONIEB can help clarify your aims and assist in developing this idea into a relevant and worthwhile programme of visits. 
The ONIEB can assist in the planning of the visit or event in a number of ways:

· Suggest suitable dates, according to the aims of the visit e.g. avoiding when the European Parliament is held in Strasbourg, avoiding European Council summit. 

· Put together a relevant programme of meetings and approach, when appropriate, the contacts. Often, the first step of building a good relationship and getting the most from meetings in Brussels is when the initial contact to arrange the meeting is made directly by the department. ONIEB can assist by providing contact details where available.  
· Help with guest lists for events and send invitations. 
· Suggest accommodation.
· Organise airport transfers and transport in Brussels.
· Book catering and restaurants (lunch, dinner, receptions etc.).
· Book a professional photographer.

Any costs incurred are passed on directly to the relevant department / organisation following the visit or event.

Please note that ONIEB facilities can not be used for Party Political or Commercial purposes. 
For more information please contact:

Helen Wright
Visits and Events Officer
Office of the Northern Ireland Executive in Brussels

180 Chaussée d'Etterbeek 

1040 Brussels

Email: helen.wright@ofmdfmni.gov.uk 

Telephone: 0032 (0) 2 2901 338
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