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UNITED NATIONS
Note on Logistical Arrangements

Regional Inter-Agency Training for focal points

on Protection from Sexual Exploitation and Abuse

by UN, NGO and IGO Personnel
1. Training Venue:


[Insert information about training venue, name of meeting room, address, telephone 
and e-mail contact of venue organizers.]  

2. Accommodation registration and rates:  


[Insert information about the cost of accommodation (hotel), whether it is inclusive of 
breakfast, internet availability and how to make a room reservation.  Also note 
whether participants will be expected to cover the costs of their own 
accommodation and, if so, what payment (i.e. USD, credit card, etc.) is accepted.]

3. Transportation from airport to accommodation: 

[Insert information about the available transport options from the airport to the accommodation and associated costs.]

4. Lunch and tea breaks: 


[Insert information about whether or not lunch and tea will be provided by 
training organizers.]
5. Security: 

[Insert information on security issues in the country/city where the training will be 
conducted.  If security clearance is required for travel, share information about 
obtaining security clearance.)
6. Passport and Visas: 

[Insert information about obtaining visas for the country where the regional training will be held, i.e. whether a visa has to be obtained in advance, what the requirements are for visa applications, how much the visa costs, etc.  Provide participants with a contact name for logistical support if they have problems obtaining a visa in advance.]

9. Clothes and Weather: 

[Insert information about what participants can expect in terms of weather and 
recommendations for appropriate clothing.] 
10. Currency: 

[Insert information about currency exchange rates and procedures for exchanging 
money in-country, whether participants need to have USD for exchange to local 
currency, etc.] 
11. Time Zone: 

[Insert information about local time zone in city where training will be held.]  
12. Taxi Service: 
[Insert information about taxi and/or other forms of transportation participants may access during the time they will be spending in the city.]

13. Sightseeing/Tourism


[Insert any information about possible tourist attractions, shopping, etc., that 
participants can enjoy in their free time.]

14.  Advance Preparation for Workshop


[Insert any information here about advance reading materials for the workshop, 
which should be included electronically in the logistics e-mail.  Also insert 
information here encouraging participants to bring any PSEA materials/resources from 
their countries for display at the workshop.]
15.  Contact information for colleagues: 

[Insert contact information for training organizers and facilitators.]
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