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INFORMATION CIRCULAR

INSPIRE Working Group Advisory and Operational Support Team 
strategy and planning meeting
20-21 March 2019   –  Room M605 - WHO/HQ - Geneva, Switzerland


Dear participant,
We are pleased to provide you with the following information regarding the practical arrangements for the meeting.
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PRIOR TO ARRIVAL

Visa requirements


Please check with the nearest Swiss Embassy or consulate whether you are required to have a visa to enter Switzerland. If so, kindly apply for one as soon as possible. Your letter of invitation should facilitate the application process. If your embassy is requesting for a visa support letter kindly provide Ms Sophie Schmitt (schmitts@who.int) with your passport details and she will provide you with this letter.


Accommodation for WHO funded participant


Since 15 November 2018 we have a new procedure to book hotel. If your travel is funded by WHO, you will need to use the following site to book your hotel. The hotel will be paid directly by us. 
In order to book the hotel, you will need a TR number and PO number which will be provided to you as soon as your Travel Authorization is approved. 

Step by step booking information available on this document :
Perdiem for WHO funded participant

If your travel is funded by WHO, you will receive a daily subsistence allowance (perdiem) provided before the meeting. This allowance is intended to cover all costs related to your attendance at the meeting like meals, transportation, visa fees,.. (except accommodation – paid directly by WHO).


Online Registration to WHO premises for ALL PARTICIPANTS

Every participant needs to register to be able to access meeting rooms.

Please find below the INDICO link: 
https://reg.unog.ch/event/27802/

MANDATORY BROWSERS:  Google Chrome, Firefox or Microsoft Edge.
Here are the instruction on how to register to the Indico-Live site
1. Open the Google Chrome or Firefox and copy/past there the URL address: https://reg.unog.ch 
1. Click on the Login button on the top-right of the screen. 
1. Click on [image: ]and fill out the account creation form. Then click on Confirm. 
1. You should receive an email with an Activation link from noreply.accreditations at unog.ch . 
1. Click on that activation link.
1. Your account is now activated.











UPON ARRIVAL

Site of the meeting


Address:   	World Health Organization
20 Avenue Appia
CH-1211,Geneva 27
Switzerland

Please come to the main entrance of WHO and go to the badges office with your  ID/passport
As you have register into INDICO the security Gard will find your name and will provide you with a visitor badge for the duration of the meeting.

The meeting will be held in meeting room m605, in the M building of WHO.

Please also note that the WHO campus is a smoke-free working environment and that smoking is forbidden on the premises.

Local transportation

From the airport to your hotel:

Kindly note that you can pick up a free ticket for public transport from the machine in the baggage collection area at the Arrival level. This UNIRESO ticket, offered by Geneva Airport, allows you to use public transport from the airport to downtown Geneva free for a period of 80 minutes ; see the website below:

http://www.gva.ch/en/desktopdefault.aspx/tabid-67/
Most of your hotels are within walking distance from the main train station (called Gare Cornavin). It is best that you take BUS NUMBER 5 (direction Thonex-Vallard) from outside the airport and get off at the Gare Cornavin stop. You can do your own research about what time a bus will be at the airport, etc at this site http://tpg.hafas.de/hafas/tp/query.exe/en?

From your hotel to the WHO office:

The hotel you are staying at should give you a free bus pass for each day you are booked into the hotel. If not, please ask for one.

Take the NUMBER 8 Bus from the Gare Cornavin (direction OMS) to WHO and get off at the terminus (OMS = WHO). There is lots of work going on around the Gare at the moment but the bus stop for the NUMBER 8 bus is now at the right hand end of the station (if you have your back to the Gare).
There is a bus that leaves the Gare around 8.30am which should get you to the WHO office by
8.45am.

Taxi
Geneva taxi drivers know the headquarters building as “OMS” (Avenue Appia).
There are taxi stands located at almost all main squares in Geneva. Taxis can be called by telephone by dialing the following numbers: +4122 320 20 20, +4122 320 22 02 and +4122 33 141 33.
The WHO Reception can also order taxis.

It takes about 10 minutes to get to WHO from the airport or from the railway station. The approximate fares are
35sfr and 25sfr, respectively.




DEPARTURE

Return travel arrangements


It is advisable to make your homeward travel arrangements prior to your departure from home as it may not be possible or convenient to do it during the meeting.

You are, however, welcome to use our facilities to check-in online and print boarding passes.






ADDITIONAL INFORMATION


Language / Documentation


The meeting will be held in English. Working documentation, which will be made available in due course, will be only in English

Insurance


Participants should be informed that WHO will not be held liable for any claim resulting from their death, injury, sickness or other disability. Similarly, they are themselves responsible for excess baggage charges, baggage insurance, ground transport charges to and from airports, airport taxes and other incidental expenses, none of which are reimbursed by the Organization.

Declaration of interest


According to new rules within WHO, the Declaration of Interests form should be sent to all Temporary Advisers /
participants who are being invited to WHO meetings. Therefore, you should complete and sign this form as
your participation is subject to our notification that the information disclosed in the Declaration does not require modification or cancellation of your participation. No work or action in relation to the meeting should therefore be undertaken until such notification in writing is received.
Please note that not every financial or other declared interest will necessarily have the potential for creating an unacceptable conflict of interest.

Contacts


	For administrative queries please contact:
	For any technical queries please refer to:

	
Ms Claire Scheurer Administrative Assistant Tel: +41 22 791 2064
Email: scheurerc@who.int
	Dr Alexander Butchart
Coordinator
Tel: +41 22 791 4001
Email: butcharta@who.int




Internet access


Free WIFI is available in WHO building: #WHOWIFI


Banks/exchange rate facilities


It is recommended to do your exchange at the bank or exchange centres at the Geneva airport.
There is an exchange bureau at the “Cornavin” station, as well as a branch of the Union des Banques Suisses
(UBS) in WHO permises that handles routine banking and exchange.

The currency is Swiss Francs CHF. The current exchange rate stands at 1 CHF to 1.03 USD

Plug-sockets

Swiss plug-sockets supply the European standard voltage of 230 V AC - 50 Hz. Plug-sockets are shaped as you can s
Most plugs with two prongs can also be used.







WHO/HQ Facilities


   Post Office: Situated at the main hall, open from 08:30 – 11:30 ; 12:30 - 16:30.
   Bank: The Union des Banques Suisses (UBS) handles routine banking and exchange operations. It is located on the ground floor of Annex L. It is open from 8:30 to 12:30 and from 14:00 to16:30 from Monday to Friday.
   Travel Agent: Carlson Wagonlit Travel Agency (tel. 14071) It is open from 09:00 to 16:30 Monday – Friday.
   Cafeteria/Restaurant: It provides three different "plats du jour" in addition to a vegetarian and a daily special dish as well as a selection of hors-d'oeuvres and desserts, at moderate prices. It is open from 11:30 to 14:00
Monday - Friday.
   Bar à Café: Situated at the main hall, open from 07:30 to 16:30 Monday - to Friday. It provides coffees, tea, sandwiches, snacks etc.
   Library:   Located in the WHO main hall provides access to information on WHO, as well as other sources of scientific literature produced around the world in digital and print format. WHO Library resources are accessible on a 24-hour basis. Nine computer stations are available – with printing option, Internet and Intranet access, and access to major WHO applications. Work, study and informal meeting areas, as well as reference and research expertise are available Monday to Friday from 9:00 to 16:00 (www.who.int/library).
   Book Shop: WHO souvenirs and publications are also available at the WHO Press sales counter or the WHO Bookshop at headquarters. Opening hours are 09:00–16:30. Information on the Blue trunk library project can also be obtained at both locations.
   Cyber Cafe: Free access to Internet is available on the mezzanine level.
   Medical Services: open from 08:15 to 12:45 and from 13:30 to 17:00 from Monday – Friday

Personal Security


Geneva can generally be regarded as a safe city with a low rate of violent crime. However, pickpocketing and purse or cell-phone snatching do occur in the vicinity of, or within, the train and bus stations, the airport and in public parks.

Delegates are advised to take the following precautions when moving around the city:
• stay alert – watch your luggage and briefcase
• avoid walking alone at night – keep to well-lit areas
• be aware of individuals posing as police – always ask for proper identification before surrendering your passport or complying with any requests
• be particularly vigilant at the airport, train station and when checking into your hotel
• never leave anything on car seats, doing so attracts the attention of thieves
• never leave valuables in a parked car



Annexes
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WHO ONLINE BOOKING PLATFORM
SIMPLIFIED STEP BY STEP

STEP 1: FIND PO AND TR NUMBER
ON THE APPROVED TRAVEL AUTHORIZATION (TA)

A ON THE WHO TRAVEL AUTHORIZATION, YOU WILL FIND THE TR/PO NUMBER, THEY WILL BE REQUESTED
TO MAKE THE BOOKING.

TRAVEL AUTHORIZATION Printed On 17-Sep-2018 Page 1 of1
{3 World Health World Health Organization and Other Entities
92 Organization
[Travel Request Details
TR Mo | Version Tmuswﬁ] |"“‘1'“ |TOUYERE.I|S PASCALEl P’am PO No |:mzoa?72a | I::my Fn.aﬂ | Fﬁﬁﬂn _
[Travellers
Name Gender DOB Unit Applicable, .
HQ/'OSS5 Operational Traveler’s Address [Ph:
[TOUYERE. Ms Pascale [Female Fupport and Services Mail:
Remarks fest
[Transport Cost
Lne Estimated
PO No | Supplier Name and Address | Estimated Local Cost (Currency of FO) CostUSD)
Hllhl Cost
Estimated
o — Name and Address Estimated Local Cost (Currency of PO) Cost{UsD)
WISSCARD AECS GMBH, Heorpo, www hcorpo.com, |
CORPO, Switzerland 1000 CHF| s 1008
Perdiem & Other Costs Amount in USD
Line | Trawel | Transport Arriwal City, Departure City, Asrival Datel Perdiem | Perdiem Total
Mo Type Mode Country Country e Date E] Mights Type Rate Perdiem Danger Pay Travel Allowance Esdi Cost
Duty Geneve {Geneve ndard
OfTravel lifr)}. Switzerland 01-Feb-2018 100 N 0 [ 0 0 1]
Purpose
HO
'ays Hotel
Geneve [Geneve |Geneve [Geneve WHO
Puty  |air i)}, Switzerl and/Al (i)}, Switzerland/All p1-Feb-2010 / ref. Hotel
1[Trawel [Economy | Areas p6-Feb-2018 100 rog 150 751 0 0 751
Purpose fest
Duty i Geneve {Geneve dard
oo0(Travel y i) Swi B-Feb-2019 00 opN 0 0| o
Purpose
Trotal [ 751] 0] of 751
Funding Sources E L -5 P!“’-(:ost g
Line JL
No Funding Source Amount fLump Sum Option g
HOOS51812173-1.1.1-66427-51B-Travel HG/OSS Operational [Other Costs 0
1/Suppert and Services 751 Eoimied To Cost S5 ﬁN
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!_ STEP 2:
—=— LOGIN TO HCORPO WEBSITE

TO CREATE YOUR ACCOUNT:

Go to the website:

https://www.hcorpo.com/who/user

= Please click on the SIGN UP button

= Fill out the form with the required information

= You will receive an email notification asking FESSCERRD
you to authenticate yourself

= You will now be able to connect to the
HCorpo platform

LOGIN or

& | Testuserguidewnogtest com

Remember me

TO CONNECT ONCE YOU HAVE CREATED YOUR
ACCOUNT:

Go to the website:
https://www.hcorpo.com/who/user

= Please click on the LOGIN button

= Enter your email address and password

{& STEP 3:
A DO YOUR HOTEL SEARCH

Type-in the name of the desired
destination (e.g. Geneva). You can also

choose as destination the WHO Cities, areas, points of interest, addresses
Country Office or Regional Office in a
given Clty Optional: expand your search -km
Choose your check-n and your : :
heck-out dates and Click on “Search” Shuci SNIbs Simeoie
chece | 01022019 [l 5022015 [l
Friday Wednesday
Nb of rooms Adult(s)
ONLY OFFICIAL DUTY TRAVEL DATES MUST R Room 1

A BE SELECTED — NO PRIVATE STAY CAN
BE INCLUDED. » More Criteria






H

/ £ SELECT THE HOTEL Your Search : Accra, Ghana
1 adult(s) - 1 room from 28/102018 1o 281102018
The WHO hotel city-cap for : Accra, 221.00 5
Only hotels below “Hotel City Cap” are Rews = . o »
displayed and can be booked. Coww =
. . . | J©I\I Madina
Target = WHO country/regional offices if et you s | m@ @
selected as destination. «sue g 9 = Q
— @ obit ) 3o B
WHO preferred hotels vV""! A . = @?@ "
. SV D A A hotes Provscied e dotel
are tagged Wlth WHO Iogo: \\ég\ﬁ;y wPomnis of isteres! = - Jen 0’.:|l|
S e | [ () Janes Mo s
et e : Qe ..,
You are encouraged to choose - Qe Q s Q) v (G o

one of the WHO preferred hotels.

IF THERE ARE NO AVAILABLE ROOM/RATES BELOW THE CITY CAP, YOU CAN TICK THE
“OUTSIDE THE TRAVEL POLICY” CHECK BOX AND ACCESS ADDITIONAL OFFERS
(A JUSTIFICATION WILL BE REQUIRED).

A IF YOU TRAVEL TO GENEVA AND YOU WANT TO INCLUDE HOTELS IN NEIGHBORING FRANCE, (FERNEY
VOLTAIRE) SELECT AS DETSINATION: GENEVA WHO HEADQUARTERS.

STEP 5:
BOOK YOUR ROOM

il

WHEN A HOTEL OFFERS MULTIPLE RATES, YOU ARE ALWAYS ENCOURAGED TO CHOOSE THE
LOWEST ONE. HOWEVER, PLEASE READ CAREFULLY THE CANCELLATION POLICY BEFORE
CONFIRMING (SOME RATES MAY BE NONREFUNDABLE).

Click on “book” once the hotel is selected.

Golden Tulip Accra o ¢ A‘!}

: Tl s

\¢ Map | Description =
B Liberation Road Talal pea

Offer 1 : negotiafed i oial prize i
vty ool
Dt 4534 154.03 § €9
Price per parson per nignt

15403 %

= Standard Room - World Health Organization. : Breakfast

See the cancellation policy

SRR
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@\’ STEP 6:
25l ADD TO BASKET

Enter your name

Please enter the name of the traveller

Clear traveller's names

hﬁ Room 1 e Lastname” First name" IPhone I |Ema|l |

Click on “Add to basket*

% STEP 7:
] COMPLETE THE BOOKING

Enter the TR number and the hotel PO number and validate.

To complete your booking, please enter the following information :

Information needed to complete your booking 1

PO number {Purchase | _I*
Order) - E.q. : 123456785 -

TR number (Travel | |*
Request) - E.g.:
TR1234567 -

» THE CONFIRMATION AND THE VOUCHER WILL BE SENT TO YOU BY E-MAIL.
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STEP 8:
DURING AND AFTER TRAVEL

\

» Voucher needs to be presented to the hotel at check-in

» The hotel room rate is paid by HCorpo on behalf of WHO. Any extra private expenses will
need to be paid by the traveller at check-out

» Additional nights for private stay must be booked directly with the hotel (and never
through HCorpo platform)

» Local city taxes (if applicable and not included in room rate) may be requested to be
paid by the traveler (covered by the “incidentals portion of the perdiem™)

CHANGES ON THE BOOKING

In “My Bookings / Reservation Details”,

| want to cancel my booking > click on "Cancel”

Make a new booking for the new dates,
add your booking to the basket,
cancel the previous reservation

and then validate the new bookintg

| want to modify my dates >

Send an email to HCorpo offline team:

| want to shorten my stay :
, > info.who@hcorpo.com
("'m already at the hotel) or call: + 1 34 74 34 98 36
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» IF YOU ARE NOT ABLE TO CANCEL/MODIFY THE BOOKING OR COULD NOT FIND/BOOK A
HOTEL ONLINE, PLEASE FILL IN THE OFFLINE FORM.

H = CORPO

[ ]

CONTACTS

ON-LINE ASSISTANCE 24/7

Booking, modification, cancellation:
+134 743498 36
Info.who@hcorpo.com

International phone number: + 134 74 34 98 36
Switzerland number : + 41 22 518 76 49
Denmark number: +45 35158627

Italy number: +39 0559979096

UK number: + 44 20 38 07 58 30

Sweden number: + 46 8 12 42 09 66

US (Atlanta) number: + 1 47 05 58 96 77

US (Washington) number: + 1 30 19 09 40 18
US (New York) number: + 1 34 74 34 98 36
Canada number: + 1 43 82 38 01 48
Australia number: + 612 90 98 43 45

New Zealand number: + 64 99 51 58 25
Brazil number: + 5521 40 42 01 17

Kenya number: +254203893737

EMERGENCY ASSISTANCE 24/7

During the trip, last minute requirements
+33(0)1 77 68 17 34

(E.g: Problem at check-in)

FOR LOG IN ISSUE
Support.am@hcorpo.com
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M Buiding
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3. Take the main lift to SS1 (frst basement).

4. Tum right and walk down the underground tunnel,
5. At the end of the corridor, take the Iift on the left side (to access to the MS05 and M6OS take the [ift to the 4 floor first)
6. Tum right and go to the M building at the end of the corridor,

7. Take the Iift on your left to access to the MS05 (5° floor) and M605 (6° floor).

Produced by PSS - email : security@who.int
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