INTERNATIONAL POLICE ASSOCIATION
AUSTRALIAN SECTION

TRAVEL INFORMATION FORM

NOTES FOR GUIDANCE OF COMPLETION

These notes are issued in conjunction with the Travel Information Form.  They are designed to guide you as to what information is required and why. The form is relatively simple to complete and is versatile if completed properly.  You may require early advice on accommodation, sightseeing or other, this form can assist you.  You may be looking for Home Hosting, being met at the airport, advice on car hire, this form can assist you.  Hoping to visit a foreign police station or establishment, once again, this form can help you.

PLEASE READ CAREFULLY before commencing you application, the information you provide will make life much easier for the member assisting you in the area you wish to visit.

This form may be dealt with in two different ways.  It is desirable that it be completed and sent electronically HOWEVER, do not be dismayed if you are unable to take this line, the alternative is to print it off, complete the form in legible hand print and send to the appropriate Associate Secretary (see below). Firstly, lets deal with sending it electronically……
1.
Answer all questions and if not applicable, mark N/A

2.
If travelling to more than one country, a separate form must be completed for each 
country you require IPA assistance.  To assist yourself- fill out the main areas of the 
form which are applicable to all of the countries, save and then duplicate as required.

3.
Address the form to the Associate Secretary for the relevant country. A list of 
Associate Secretaries can be found in the Police Down Under magazine or on the 
Website. Where no Assistant Secretary is listed, send the form to the Travel 
Coordinator, Secretary General or Assistant Secretary General.

4.
Always attach a copy of your itinerary for travel in each country. (Note: if your 
itinerary hasn’t been finalised and you are making inquiries to assist with this area, 
provide as much information as known at the time and mark as ‘incomplete’). 

5.
If you are seeking accommodation, detail what type is required, number of rooms, 
double or single, price range, number of nights and preferred location. Keep in mind 
that the star rating you are used to in Australian may be totally different in some other 
countries.  Once your contact is established, discuss the accommodation.

6.
When requesting sightseeing information, detail the estimated time available and 
what type of things are of interest to you, e.g. Police Stations, Historical Buildings, 
Museums, Amusement Parks, Theatre etc.

7.
If you wish to visit Police Establishments, detail your interests, e.g. Fingerprints, 
Communications, Traffic etc.
8.
Add any other information of your interests or hobbies which will assist the host 
Region to accommodate your requests and facilitate your meeting with other 
members who have similar interests.

Completed the form – we need to send it off…
9.
You will need to send the form to your Region Secretary for verification of your 
current 
membership status.  Once again, this can be done electronically. It is 
recommended that you send the form at least one month before your intened travel. 
The earlier the better so as to give the host country time to investigate the best 
solution to your needs. If you are not sure that your Regional Secretary is available, 
contact them to ensure the Travel Information Form is not deleayed.
10.
Along with your form you need to send a scanned copy of your current IPA 
Membership Card (both sides). If scanning is a problem for you, you will need revert 
back to the postal system. (See 12 & 13 following)
11.
Once your Regional Secretary has verified your membership currency, they will 
forward it electronically to the Associate Secretary you have nominated on the top of 
the Travel Information Form.  The Associate Secretary will in turn send it off to their 
counterpart or contact in the relevant country.  From there on, you SHOULD be 
contacted directly from the area of inquiry.  Here is the importance of giving as much 
notice as possible and sending early advice.

Now, the much slower system.  If you need to use or revert back to the Postal System…..

12.
You will need to download the form from the Web Site or photocopy from the 
Magazine, photocopy one for each of the countries you are seeking IPA assistance 
from and complete the from as per Instruction Points 1 – 8 above.  

13.
Before posting your papers off to your Regional Secretary for verification of 
membership currency, the following check list needs to be followed:

I. Completed form for each country where IPA assistance is being sought

II. Copy of Itinerary for each country travelling to plus, additional copies for each serarate location within the country where you require assistance e.g. if you are travelling to the USA and visiting four different cities and require IPA assistance in each location, four copies of your itinerary are required.

III. Photocopy (clear and legible) of your Membership Card (both sides) for each county.

IV. Envelope addressed to the relevant Associate Secretary, with postage attached (for the Region Secretary to forward papers on) and, stamped envelope (no address) for each of the countries you have completed forms for. (For the Associate Secretary to send off your Travel Information Forms).
V. Re 1V above, it is advisable to contact the appropriate Associate Secretary before sending off all of the photocopies and postage as they may be able to assist you in providing scanned copies and forwarding electronically from their end.
NOTE: Time is the essence with this (mail) system, you should try to allow at least three months for the complete process to occur.

If you have any doubts, contact your Region Executive, relevant Associate Secretary or the Assistant Secretary General for advice. Members within your Region may be able to assist you with scanning and forwarding by email so don’t hesitate to ask.

Assistant Secretary General
(Updated and amended 7th January 2009)

