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INTRODUCTION 

PRELIMINARY POINTS 

I. RECEIPT OF APPLICATIONS 

1. Authority competent to examine visa applications 
1 .1. Competence of the diplomatic or consular representation 
1.2. Competence of the border authorities in exceptional cases 
2. Visa application form. Number of copies 
3. Accompanying documentation 
4. Plausibility as regards return travel and means of subsistence 
5. Personal interview with applicants 

II. EXAMINATION AND DECISION 

Basic examination criteria 

1 . Examination of visa applications 
1 .1. Checking of visa applications 
1.2. Checking of applicants' identity 
1.3. Scrutiny of travel documents 
1.4. Checking of other documents 

- documents substantiating the purpose of the journey 
- documents substantiating the route of travel and the means of transport and return 

travel 
- documents substantiating the manner of accommodation 
- any other documents required 

1.5. Examination of applicants' bona fides 

III. COMPLETION OF THE VISA STICKER 

1. Completion of the common reference area 
1.1. "VALID FOR ... " box 
1.2. "FROM ... UNTIL" box 
1.3. "NUMBER OF ENTRIES" box 
1.4. "DURATION OF STAY ... DAYS" box 
1.5. "ISSUED IN ... ON ... " box 
1.6. "NUMBER OF PASSPORT" box 
1 . 7. "TYPE OF VISA" box 
2. Completion of the national reference area (remarks) and stamp 
2.1. Remarks area 
2.2. Issuing-office stamp area 
3. Completion of the machine-readable area 
4. Other matters of interest when completing the sticker 
4.1. Visa signature 
4.2. Cancellation of the completed sticker 
4.3. Placing the sticker on the passport 
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IV. ADMINISTRATIVE ARRANGEMENTS AND ORGANIZATION 

1 . Visa section organization 
2. Visa section records and filing 
3. Visa register 

V. LOCAL CONSULAR COOPERATION 

1 . Local consular cooperation meetings 
2. Measures to prevent simultaneous applications or subsequent applications following a 

recent refusal 
3. Examination of applicants' bona fides 

FINAL POINTS 

SUNDRY ANNEXES 
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INTRODUCTION 

In accordance with the provisions of Article 100c of the Treaty establishing the European 
Community, the Council has adopted Regulation No 2317/95 determining the third countries 
whose nationals must be in possession of visas when crossing the external borders of the 
Member States and Regulation No 1683/95 laying down a uniform format for visas, followed 
by joint action 96/197/JHA on airport transit arrangements. 
Those acts represent the first essential step towards unified control of the European Union's 
common external borders, a necessary preliminary for the implementation of free movement 
of persons (Article 7a of the Treaty). 
The purpose of this handbook is to provide the competent authorities with a ready reference 
for use in the practical application of visa rules. 
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PRELIMINARY POINTS 

For the purposes of this handbook, a "visa" means an authorization given or a decision taken 
by a Member State which is required for entry into its territory with a view to: 

an intended stay in that Member State or in several Member States of no more than three 
months in all; 
transit through the territory of that Member State or several Member States, except for 
transit through the international zones of airports and transfers between airports in a 
Member State. 

I. RECEIPT OF APPLICATIONS 

1 . Authority competent to examine visa applications 

1.1. Competence of the diplomatic or consular representation 

Examination of and decisions on short-stay or transit visa applications are a matter for 
the diplomatic or consular representation of the Member State constituting the main 
destination of the journey. 
This does not preclude the possibility of criteria being established for representation in 
those third countries in which not all Member States are represented. 

1.2. Competence of the border authorities in exceptional cases 

Notwithstanding the principle that visas are as a rule issued by diplomatic or consular 
representations, in duly substantiated exceptional cases only it is possible for the 
competent authorities to issue a visa at the border to foreign nationals who, for lack of 
time and for reasons beyond their control, have not made arrangements in advance to 
obtain a transit entry visa. 

2. Visa application form. Number of copies 

Foreign nationals must complete the appropriate application form for a uniform visa. 
At least one copy of the application form must be completed. Where national 
procedures so dictate, Contracting Parties may require more than one copy to be 
completed. 
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3. Accompanying documentation 

Foreign nationals must submit the following documents with their applications: 

(a) a valid travel document to which the visa can be affixed; 

(b) where appropriate, documents substantiating the purpose and circumstances of 
the planned visit. 

If, judging from the information available to the diplomatic or consular representation, 
an applicant is of good repute, the visa-issuing section may waive the need to submit 
documents substantiating the purpose and circumstances of the visit. 

4. Plausibility as regards return travel and means of subsistence 

5. 

Foreign nationals have also to convince the diplomatic or consular representation to 
which the application is made that they have adequate means of subsistence and that 
they are sure to return to the country from which they come. 

Personal interview with applicants 

Applicants should, in principle, be summoned to appear in person at the diplomatic or 
consular representation in order to give an oral explanation of the reasons for their 
application, especially where there is good reason for doubt as regards the true 
purpose of their visit or their real intention of returning to the country from which they 
come. 

This principle may, of course, be departed from if the visa applicant is known, where 
there is no doubt as to the applicant's bona fides, on account of distance from the 
representation and in cases of group travel where a well-known, trustworthy 
organization vouches for the bona fides of those involved. 
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II. EXAMINATION AND DECISION 

The diplomatic or consular representation will first check the documents submitted, scrutinize 
them and then take a decision on the visa application. 

Basic examination criteria 

In examining a visa application, it is necessary not to lose sight of certain basic aspects: 
Member States' security, control of illegal immigration, and other aspects linked to 
international relations. 
All of these factors are to be considered, even if one of them may override the others, 
depending on the country in question. 

As regards security, it should be ascertained that all relevant checks have been carried out: 
consultation of the lists of persons to be refused admission and/or consultation of the central 
authorities where required. 

As regards the illegal immigration risk, assessment is solely a matter for the diplomatic or 
consular representation. The aim in examining applications is to identify persons intending to 
emigrate or attempting to enter and settle in the Member States under a visa issued for 
tourism, study, work or family reasons. For this purpose, particular care should be shown in 
the case of risk groups, i.e. the unemployed, persons without any fixed income, etc. Where 
there is any doubt as to the genuineness of the documents and supporting evidence 
submitted, the first-line diplomatic or consular representation will not issue a visa. 

On the other hand, checks will be relaxed in the case of applicants known to be bona fide 
ones; relevant information will be pooled by way of consular cooperation. 

1 . Examination of visa applications 

1 .1 . Checking of visa applications 

- The length of stay applied for must be consistent with the purpose of the visit. 

- The answers to the questions on the form must ring true. The form should include 
the applicant's photo and, wherever possible, state the main destination of the 
journey. 
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1.2. Checking of applicants' identity 

It must also be ensured that they have not been reported as persons to be refused 
admission and that they do not pose any threat (to security) warranting refusal to issue 
a visa. 
From an immigration angle, it should be checked that applicants have not outstayed 
the permitted periods on previous visits. 

1.3. Scrutiny of travel documents 

- Checking the lawfulness of documents: they must be intact and must not be false 
or have been altered or falsified. 

- Ascertaining the territorial validity of travel documents: they must be valid for entry 
into all Member States. 

- Ascertaining the period of validity of travel documents: the period of validity should 
be three months longer than the period covered by the visa. 

- However, for pressing humanitarian reasons, on national interest grounds or on 
account of international commitments, in entirely exceptional cases a visa may be 
affixed to travel documents with a period of validity shorter than that mentioned 
above (three months) but which is in any event longer than that of the visa and 
sufficient for foreign nationals to return to their own country. 

- Establishing the length of any previous stays by foreign nationals within the territory 
of Contracting Parties. 

1.4. Checking of other documents in connection with applications 

The number and type of documents will depend on any illegal immigration risk and on 
local conditions (e.g. convertible or non-convertible currencies) which may vary from 
one country to another. With regard to supporting documents, diplomatic and consular 
representations may determine practical arrangements geared to local circumstances. 

Such supporting documents must of necessity show the purpose of the journey, the 
means of transport and return travel, the means of subsistence and the manner of 
accommodation: 

- Documents substantiating the purpose of the journey, e.g.: 
- a letter of invitation; 
- notice of an event to be attended; 
- participation in an organized trip. 
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- Documents substantiating the route of travel and the means of transport and return 
travel, e.g.: 
- travel ticket (round trip); 
- foreign currency for petrol or vehicle insurance. 

- Documents substantiating means of subsistence 

6264/96 

Proof of means of subsistence may be provided by means of money in cash in a 
convertible currency, travellers' cheques, counterfoil cheque books for a 
foreign-currency account, credit cards or any other means of proving the availability 
of foreign-currency resources. 

The level of the means of subsistence must be commensurate with the length and 
purpose of the stay and with the cost of living in the country or countries visited. 

Documents substantiating the manner of accommodation: 

The following documents, among others, may be accepted as documents 
substantiating the manner of accommodation: 

(a) reservations at a hotel or similar establishment; 

(b) documents confirming the existence of a tenancy contract or property title, in 
the name of the visa applicant, relating to accommodation in the country 
visited; 

(c) in the event of the foreign national claiming to be housed at someone's private 
home or in an institution, consular representations must verify whether the 
foreign national really will be housed there: 

- by making the necessary checks with the national authorities, or 

- by requiring the applicant to produce a certificate confirming the undertaking 
to provide accommodation, in the shape of a harmonized form filled in by 
the provider of accommodation and countersigned by the competent 
authority of the Member State, in accordance with the provisions of its 
national legislation, or 

- by requiring the applicant to produce an official or public document 
confirming the undertaking to provide accommodation, drawn up and 
verified in accordance with the national law of the Member State. 
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The production of documents concerning the undertaking to provide accommodation 
as referred to in the preceding two indents does not entail the introduction of a new 
condition for issuing visas. If a Member State uses such a document, the document 
must in any event indicate the identity of the accommodation provider and of the 
person or persons provided with accommodation, the address of the 
accommodation, the duration and coverage of the hospitality provided, any kinship 
ties and the fact that the accommodation provider is legally resident. 

After issuing the visa, the consulate will affix its stamp and enter the visa number 
on the document in order to prevent its re-use. 

The purpose of these checks is to avoid invitations of convenience, fraudulent 
invitations or invitations from foreign nationals residing illegally or on sufferance. 

The applicant may be exempted from the obligation to provide a document 
substantiating the availability of accommodation before submitting his application 
for a uniform visa if he can prove that he has sufficient funds to cover the cost of 
his subsistence and accommodation in the Member State which he is proposing to 
visit. 

- Any other documents required: 

Depending on the case, other documents may be required, including for example: 

- documents substantiating the place of residence and ties with the country of 
residence; 

- parental authorization in the case of minors; 

- documents substantiating the socio-professional position of the applicant. 

1.5. Examination of applicants' bona fides 

In order to ascertain their bona fides, it should be checked whether applicants are 
among those recognized as persons of bona fide status under local consular 
cooperation. 
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III. COMPLETION OF THE VISA STICKER 

1 . Completion of the common reference area 

1.1. "VALID FOR .... " box 

(a) When the uniform format visa is used for the issue of a visa valid for the territory 
of only one Member State, the name of the latter should be inserted in the 
language of that country (e.g. "ESPANA"). 

(b) When the uniform format visa is used for the issue of a visa valid for the territory 
of the States parties to the Convention applying the Schengen Agreement, it 
should be completed with the indication provided for by those States 
("SCHENGEN STATES", in the language of each such State). 

(c) When the uniform format visa is used for the issue of a visa which is valid for the 
territory of several Member States, it should be completed with the indication of 
the Member States in question as follows: A for Austria, B for Belgium, 0 for 
Germany, OK for Denmark, E for Spain, F for France, FIN for Finland, GR for 
Greece, I for Italy, IRL for Ireland, L for Luxembourg, NL for the Netherlands, P 
for Portugal, S for Sweden and UK for the United Kingdom. 

(d) When the uniform format visa is used for the issue of a visa valid for Belgium, 
the Netherlands and Luxembourg together, it should be completed with the 
indication provided for by those States ("BENELUX"). 

1.2. "FROM ... UNTIL. .. " box 

The period of validity of the visa is shown in this box. 

(a) The date from which the holder may use the visa should be inserted after 
"From". The date should be entered by means of three groups of two digits in 
the following order: two for the day, two for the month and two for the year, 
separated by dashes, the first digit being a zero where the figure is less than ten 
(e.g. 15-01-96: 15 January 1996). 
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(b) The date of the last day of validity of the visa should be inserted after "until". 
This date is to be indicated in the same way as the date of the first day of 
validity. 

1.3. "NUMBER OF ENTRIES" box 

This box shows the number of times the visa holder may enter or transit through, 
within the meaning of Article 5 of Regulation No 1683/95, the territory or territories 
for which the visa is valid. 

Where the uniform format visa is used to issue an A TV, this box should show the 
number of times transit may be made through the airport or airports to which the ATV 
entitles the holder. 

The visa may specify one or two entries or transits or multiple entries or transits. The 
number is to be indicated on the uniform format visa to the right of the box as "01 ", 
"02", or "MULT". 

Once the number of departures from the territory or territories is equal to the number 
of entries authorized or specified, the visa is deemed to have lapsed even if the holder 
has not used up the entire number of days of stay or intended stay authorized or 
specified. 

1.4. "DURATION OF STAY .... DAYS" box 

This box may show the maximum number of days for which the visa holder may stay 
or intends to stay in the territory or territories for which the visa is valid, either as a 
continuous period or divided into several periods between the dates indicated in the 
box "From ... until. .. " in accordance with the number of entries authorized or specified 
in the "Number of entries" box. 

In the blank space between "Duration of stay" and "days" the number of days 
authorized or specified may be shown in two (or three) digits, the first (or the first two) 
being a zero when the number of days authorized or specified is under ten. 

Where the uniform format visa is used to issue an ATV, the symbols xxx must be 
added to this box to make it clear that the visa does not confer any right to stay. 
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1.5. "ISSUED IN ... ON ... " box 

This box shows the place where the visa has been issued and its date of issue. 

(a) The place is to be inserted, in the language of the Member State issuing the visa, 
between the prepositions "in" and "on". 

(b) The date of issue is to be inserted after the preposition "on", using the same 
system as that used in the "From ... until ... " box. 

1.6. "NUMBER OF PASSPORT" box 

This box shows the number of the passport to which the visa sticker issued is to be 
affixed; it may also indicate the family members who appear on the holder's passport 
and who accompany him/her. 

(a) The passport number to be shown is the serial number printed or stamped on all 
or most pages, even if the passport contains a "number" box showing a different 
number. 

(b) Where family members are indicated, minors are included by means of an "X", 
preceded by a figure corresponding to their number, and the spouse by means of 
a "Y" (e.g. 00000 + 3X + Y: the holder of passport number 00000 is 
accompanied by three minors and his/her spouse). 

1.7. "TYPE OF VISA" box 

This box shows the type of visa to which the uniform format for visas may be applied, 
in order to facilitate rapid identification by the control services. 

The type of visa, whether individual or collective, should be indicated by the letter A 
for airport transit visas, B for transit visas, C for short-stay visas and D for national 
long-stay visas. (1) 

(1) Member States may include a special reference indicating the type of visa in the 
"Remarks" box. 
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2. Completion of the national reference area (remarks) and stamp 

2.1. Remarks area 

This area is reserved for such references as may be required under the legislation or 
practices of any of the Member States. Each Member State is free to include the 
references it deems pertinent, but it must notify these to the other Member States so 
that such references can be interpreted by their relevant authorities. 

2.2. Issuing-office stamp area 

Where the Member State's legislation or practices require the affixing of an 
issuing-office stamp, the stamp should be located in the rectangle bounded on the left 
by the left edge of the sticker, on the right by the "Remarks" box, above by the 
intaglio-printed area and below by the machine-readable area. 

It is also desirable that the stamp consist of a rectangle 1 cm high x 2,5 cm wide 
showing the name of the authority issuing the visa and the place where it is issued. 
The place of issue should be framed on each side by three parallel horizontal lines, the 
middle one being half as long as the other two. 

3. Completion of the machine-readable area 

3.1. The machine-readable area should be completed in accordance with the standards of 
the International Civil Aviation Organization (lCAO) except that on the second line the 
number of the visa sticker should be recorded instead of the passport number. 

3.2. The machine-readable area should consist of two lines of 36 characters 
(OCR 8-10 characters/inch). 
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4. Other matters of interest when completing the sticker 

4.1 . Visa signature 

If the law or internal practice of a Member State makes a signature compulsory and 
requires it to be handwritten, the visa should be signed - once affixed to the 
passport - by the person authorized. 

The signature should be placed on the right-hand side of the "Remarks" area ensuring 
that the strokes extend beyond the label and on to the passport or travel document 
page, but do not enter the machine-readable area. 

4.2. Cancellation of the completed sticker 

The visa sticker may not show corrections or erasures. If a mistake is made when 
completing it, the visa should be cancelled as follows: 

(a) if the mistake is detected before the sticker is affixed to the travel document, by 
physically destroying it or cutting it diagonally in half up to the kinegram; 

(b) if the mistake is detected after the sticker is affixed to the travel document, by 
drawing a red cross and then affixing a new sticker. 

4.3. Placing the sticker on the passport or other travel document 

The sticker should be completed before it is affixed to the passport. Stamping and 
signing should be done after it is affixed to the passport or other travel document. 

Once correctly completed, the sticker should be affixed to the first page of the 
passport or other travel document which does not contain stamps or any entry other 
than the application identification stamp. 

In order to facilitate machine reading of the visa, the sticker should be affixed 
lengthways, with the machine-readable area along the edge of the passport page. 
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IV. ADMINISTRATIVE ARRANGEMENTS AND ORGANIZATION 

1 . Visa section organization 

Visa section organization is a matter for each individual Contracting Party. 

It is up to the head of the diplomatic or consular representation to endeavour to ensure 
that the visa-issuing section is organized in such a way as to obviate any kind of 
negligence which might be conducive to theft or falsification. 

- Visa-issuing staff must not be exposed to any kind of local pressure. 

- Care should be taken to avoid falling into habits which may result in lower standards 
of vigilance (e.g. by arranging regular transfers of staff). 

- The storage and use of visa stickers should be covered by security measures similar 
to those laid down for other documents requiring protection. 

2. Records and filing of forms 

Each Member State is responsible for the keeping of records and the filing of visa 
forms and applicants' photos. 

The time for which forms are to be filed away is at least one year where the visa 
applied for was issued and at least five years where the issue of a visa was refused. 

3. Visa register 

Each Contracting Party is to keep a register of visas issued, in accordance with 
national practice. Cancelled visa stickers are to be shown as such in the register. 
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v. LOCAL CONSULAR COOPERATION 

1 . Local consular cooperation meetings 

1 .1 . Regular contacts will be established between heads of consular services and their 
assistants regarding visas. Meetings will be convened by the country holding the 
Presidency, will be as frequent as circumstances demand and will be held at the level 
considered appropriate in each location. 

1.2. The consular services will submit a report to their central authorities on local consular 
cooperation meetings in accordance with the requisite procedure. A joint report may 
be submitted every six months at the request of the Presidency. 

1.3. Wherever possible, exchanges of officials will take place between consular services 
located outside the Union, with a view to improving the exchange of information at 
local level. 

1.4. These arrangements are without prejudice to the possibility of those Member States 
which so wish working together more closely by way of local consular cooperation. 

2. Measures to prevent simultaneous applications or subsequent applications following a 
recent refusal 

2.1. Without precluding specific queries and the mutual exchange of information, the 
consular services may, on receipt of a visa application which they suspect of being 
simultaneous with other applications or part of a series, stamp the passport as follows: 
"Visa applied for on ...... at ...... ". The first space should contain six digits, two for 
the day, two for the month and two for the year. The second space should identify 
the embassy or consulate, the Member State and the location e.g. "Visa applied for on 
01-01-96 at the Spanish Embassy, Damascus". When the visa is issued, the sticker 
should, wherever possible, be affixed over the stamp identifying the application. 

2.2. Where necessary and at the request of the Presidency, the heads of consular services 
will decide on measures to replace or supplement the above preventive arrangements. 
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3. Examination of applicants' bona fides 

3.1. The consular services will take account of the fact that applicants have already 
obtained a visa from another Member State and thus give favourable consideration to 
new visa applications. Nevertheless, each application will be examined individually, 
and be subject to the checks required for security and immigration control purposes. 

3.2. The consular services will exchange information, in accordance with their national 
legislation, using the procedure set out in point 1.1, in order to check on applicants' 
bona fides, establish whether they are persons of good repute and ascertain whether 
previous visa refusals were based on the production of irregular documents, security 
risk situations or illegal immigration attempts. 

FINAL POINTS 

Any amendments subsequently made to the provisions set out in the Annexes will 
automatically entail the relevant changes to the contents of the Annexes themselves. 
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ANNEX 1 

COMMON LIST OF THIRD COUNTRIES WHOSE NATIONALS REQUIRE VISAS WHEN 
CROSSING THE EXTERNAL BORDERS OF THE MEMBER STATES 

6264/96 
(ANNEX 1) 
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ANNEX 

COMMON LIST REFERRED TO IN ARTICLE 1 

I. States 

Afghanistan Ghana Pakistan 
Albania Guinea Papua New Guinea 
Algeria Guinea Bissau Peru 
Angola Guyana Philippines 
Armenia Haiti Qatar 
Azerbaijan India Romania 
Bahrain Indonesia Russia 
Bangladesh Iran Rwanda 
Belarus Iraq Sao Tome and 
Benin Jordan Principe 
Bhutan Kazakhstan Saudi Arabia 
Bulgaria Kyrgyzstan Senegal 
Burkina Faso Kuwait Sierra Leone 
Burundi Laos Somalia 
Cambodia Leabanon Sri Lanka 
Cameroon Liberia Sudan 
Cape Verde Libya Surinam 
Central African Madagascar Syria 
Republic Maldives Tajikistan 
Chad Mali Tanzania 
China Mauritania Thailand 
Comoros Mauritius Togo 
Congo Moldova Tunisia 
Cote-D'ivoire Mongolia Turkey 
Cuba Morocco Turkmenistan 
Djibouti Mozambique Uganda 
Dominican Republic Myanmar Ukraine 
Egypt Nepal United Arab 
Equatorial Guinea Niger Emirates 
Eritrea Nigeria Uzbekistan 
Ethiopia North Korea Vietnam 
Fiji Oman Yemen 
Gabon Zaire 
The Gambia Zambia 
Georgia 

II. Entities and territorial authorities not recognized as States by all the Member States 

Taiwan 
Former Yugoslav Republic of Macedonia 
Federal Republic of Yugoslavia (Serbia and Montenegro) 

6264/96 
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ANNEX 2 

LIST OF STATES WHOSE NATIONALS, OR HOLDERS OF WHOSE TRAVEL DOCUMENTS, 
REQUIRE AIRPORT TRANSIT VISAS 

6264/96 
(ANNEX 2) 
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FORMAT FOR VISA STICKERS AND SECURITY FEATURES. 
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ANNEX 

1 . 

2. 

Security features 

A sign consisting of nine ellipses in a fan-shape shall appear in this space. 

An optically variable mark "kinegram" or equivalent shall appear in this space. depending on 
the angle of view, 12 stars, the letter "E" and a globe becomes visible in various sizes and 
colours. 

3. The logo consisting of a letter or letters indicating the issuing Member State for "BNL" in the 
case of the Benelux countries, namely Belgium, Luxembourg, and the Netherlands with a latent 
image effect shall appear in this space. This logo shall appear light when held flat and dark 
when turned by 90°. The following logos shall be used: A for Austria, BNL for Benelux, D for 
Germany, DK for Denmark, E for Spain, F for France, FIN for Finland, GR for Greece, I for Italy, 
IRL for Ireland, P for Portugal, S for Sweden, UK for the United Kingdom. 

4. The word "visa" in capital letters shall appear in the middle of this space in optically variable 
colouring. Depending on the angle of view, it shall appear green or red. 

5. This box shall contain the number of the visa, which shall be pre-printed and shall begin with 
the letter or letters indicating the issuing country as described in point 3 above. A special type 
shall be used. 

Sections to be completed 

6. This box shall begin with the words "valid for". The issuing authority shall indicate the territory 
or territories for which the visa is valid. 

7. This box shall begin with the word "from" and the word "until" shall appear further along the 
line. The issuing authority shall indicate here the period of validity of the visa. 

8. This box shall begin with the words "number of entries" and further along the line the words 
"duration of stay" (i.e. duration of applicants' intended stay) and again "days" shall appear. 

9. This box shall begin with the words "issued in" and shall be used to indicate the place of issue. 

10. This box shall begin with the word "on" (after which the date of issue shall be filled in by the 
issuing authority) and further along the line the words "number of passport" shall appear (after 
which the holder's passport number shall appear). 
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