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FOREWORD

The objective of this Handbook, for the practical application of the Visa Code is to lay down
operational instructions (guidelines, best practices and recommendations) for the performance
of tasks of Member States' consular staff and staff of other authorities responsible for
examining and taking decisions on visa applications, as well as tasks of staff of the authorities
responsible for modifying issued visas.

The Handbook and its operational instructions take into account the Visa Code' and all other
European Union legislation relevant for the implementation by consular staff and staff of
other authorities responsible for examining and taking decisions on visa applications of the
European Union’s common visa policy, which regulates the issuance of visas for transit
through or intended stays in the territory of the Member States not exceeding three months in
any six-month period. The list of the legal instruments relevant for this Handbook is set out in
Part VI.

The Handbook is drawn up on the basis of Article 51 of the Visa Code. It neither creates any
legally binding obligations upon Member States nor establishes any new rights and
obligations for the persons who might be concerned by it, but aims to ensure a harmonised
application of the legal provisions. Only the legal acts on which the Handbook is based, or
refers to, produce legally binding effects and can be invoked before a national jurisdiction.

Fundamental rights enshrined in the European Convention on Human Rights and the Charter
of Fundamental Rights of the European Union must be guaranteed to any person applying for
a visa. The processing of visa applications should be conducted in a professional and
respectful manner and fully comply with the prohibition of inhuman and degrading treatments
and the prohibition of discrimination enshrined, respectively, in Articles 3 and 14 of the
European Convention on Human Rights and in Articles 4 and 21 of the Charter of
Fundamental Rights of the European Union.

In particular, consular staff must, in the performance of their duties, fully respect human
dignity and must not discriminate against persons on grounds of sex, racial or ethnic origin,
religion or belief, disability, age or sexual orientation. Any measures taken in the performance
of their duties must be proportionate to the objectives pursued by such measures.

Consular staff should seek to strike a balance between the need, on the one hand, always to be
vigilant in order to detect persons posing a risk to public policy and internal security as well
as potential illegal immigrants, and the need, on the other hand, to ensure the smooth handling
of visa applications submitted by persons who fulfil the entry conditions. It is impossible in a
Handbook to set up operational instructions providing clear guidance in each and every
individual case that might occur. In such cases where no clear guidance is given, consular
staff shall process visa applications in full compliance with the spirit of the common visa
policy.

! Regulation (EC) No 810/2009 of 13.7.2009 of the European Parliament and of the Council establishing
a Community Code on Visas (Visa Code), OJ L 243, 15.9.2009, page 1.
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PART I: GENERAL ISSUES

1. EU MEMBER STATES

1. Austria 11. Germany 20. The Netherlands
2. Belgium 12. Greece 21. Poland

3. Bulgaria 13. Hungary 22. Portugal

4. Czech Republic 14. Treland 23. Romania

5. Croatia 15. Italy 24. Slovakia

6. Cyprus 16. Latvia 25. Slovenia

7. Denmark 17. Lithuania 26. Spain

8. Estonia 18. Luxembourg 28. Sweden

9. Finland 19. Malta 28. United Kingdom
10. France

2. ASSOCIATED STATES

Norway, Iceland, Liechtenstein (EEA Countries®) and Switzerland.

3. EU MEMBER STATES AND ASSOCIATED STATES, HAVING ABOLISHED BORDER
CONTROL AT THEIR INTERNAL BORDERS AND FULLY IMPLEMENTING THE
SCHENGEN ACQUIS IN RELATION TO THE  ISSUING OF VISAS FOR THE PURPOSE OF
STAYS NOT EXCEEDING THREE MONTHS

1. Austria 10. Hungary 19. Norway

2. Belgium 11. Iceland 20. Poland

3. Czech Republic 12. Ttaly 21. Portugal

4. Denmark 13. Latvia 22. Slovakia

5. Estonia 14. Liechtenstein 23. Slovenia

6. Finland 15. Lithuania 24. Spain

7. France 16. Luxembourg 25. Sweden

8. Germany 17. Malta 26. Switzerland
9. Greece 18. The Netherlands

The Agreement on the European Economic Area.
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For the purpose of the Visa Code and this Handbook the term "Member State" refers to those
EU Member States applying the Schengen acquis in full and the associated states, and
"territory of the Member States" refers to the territory (see point 1.1) of these "Member
States".

As regards France and the Netherlands, the common visa policy applies only to the European
territories of those Member States and as regards Norway, it does not apply to Svalbard
(Spitzbergen).

Bulgaria, Croatia, Cyprus and Romania do not yet implement the Schengen acquis in full.
This means that the Visa Code is binding upon them but until the full implementation of the
Schengen acquis these three Member States issue national short-stay visas valid only for their
own territories. Bulgaria, Croatia, Cyprus and Romania fully apply Regulation (EC) No
539/2001 listing the third countries whose nationals must be in possession of a visa when
crossing the external borders and those whose nationals are exempt from that requirement.

4, FAMILY MEMBERS OF EU/EEA? CITIZENS AND OF SWISS CITIZENS

Under Article 21 of the Treaty on the Functioning of the European Union®, every EU citizen
has the right to move and reside freely within the territory of the EU Member States, subject
to the limitations and conditions laid down in the Treaty and by the measures adopted to give
it effect. These limitations and conditions are set out in Directive 2004/38/EC> on the rights of
citizens of the Union and their family members to move freely within the territory of the (EU)
Member States. This Handbook contains a specific chapter (Part III) covering the particular
rules applying to visa applicants who are family members of EU/EEA citizens covered by the
Directive and family members of Swiss citizens covered by the EC-Switzerland Agreement
on Free Movement of Persons.

5. VISA FACILITATION AGREEMENTS

Visa Facilitation Agreements (VFAs) between the European Union and certain third countries
on the facilitation of the issuance of visas provide procedural facilitations to nationals of
specific third countries (e.g. reduction of the visa fee, issuance of multiple-entry visas for
specific categories of applicants, shorter processing times) without altering the conditions for
issuing visas (i.e. the visa applicant must still satisfy the entry conditions).

Eleven VFAs are currently in force®. The Joint Committees monitoring these VFA have
drawn up specific implementing Guidelines for each agreement. The VFAs bind all EU
Member States except Denmark, the United Kingdom and Ireland. The Schengen associated
states are not covered by the VFAs.

3 By virtue of the EEA Agreement, Directive 2004/38/EC applies also in relation to the EEA Member

States (Norway, Iceland and Liechtenstein). The derogations to the Directive, foreseen in the EEA
Agreement, are not relevant for the visa handling procedure. Consequently, where this Handbook refers
to the EU citizen, it must be understood as referring to EEA citizens as well, unless specified otherwise.
Ex Article 18 of the Treaty Establishing the European Community

> OJ L 158, 30.4.2004, page 77

¥ March 2014
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Denmark, Norway and Switzerland have concluded bilateral agreements with a number of the
third states concerned.

Third country | Entry into force | Entry into force | Entry into force | Entry into force
of EU of bilateral of bilateral of bilateral
agreement agreement agreement agreement
Denmark Norway Switzerland
Russian 1.6.2007 1.10.2009 1.12.2008 1.2.2011
Federation
Ukraine 1.1.2008 1.3.2009 1.9.2011
Former 1.1.2008 1.2.2009
Yugoslav
Republic of
Macedonia’
Serbia® 1.1.2008 1.5.2009 1.7.2010
Montenegro9 1.1.2008 1.8.2008 16.12.2009
Bosnia and 1.1.2008 1.4.2009 1.5.2009 1.7.2009
Herzegovina®®
Albania™ 1.1.2008 1.12.2008 1.5.2009
Republic of 1.1.2008 1.9.2011 1.12.2011 1.2.2011
Moldova
Georgia 1.3.2011
Armenia 1.1.2014
7 In accordance with Regulation (EC) No 1244/2009 amending Regulation (EC) No 539/2001, nationals

of the former Yugoslav Republic of Macedonia holding biometric passports are exempt from the visa
obligation (OJ L 336, 18.12.2009, p. 1).

In accordance with Regulation (EC) No 1244/2009 amending Regulation (EC) No 539/2001, nationals
of Serbia holding biometric passports (excluding holders of passports issued by the Serbian
Coordination Directorate [in Serbian: Koordinaciona uprava]) are exempt from the visa obligation (OJ
L 336, 18.12.2009, p. 1.

In accordance with Regulation (EC) No 1244/2009 amending Regulation (EC) No 539/2001, nationals
of Montenegro holding biometric passports are exempt from the visa obligation (OJ L 336, 18.12.2009,
p- 1.

In accordance with Regulation (EU) 1091/2010 amending Regulation (EC) No 539/2001, nationals of
Bosnia and Herzegovina holding biometric passports are exempt from the visa obligation (OJ L 329,
14.12.2010, p. 1); the VFA continues to apply to holders of non-biometric passports.

In accordance with Regulation (EU) 1091/2010 amending Regulation (EC) No 539/2001, nationals of
Albania holding biometric passports are exempt from the visa obligation (OJ L 329, 14.12.2010, p. 1) .
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6. THE TYPES OF VISAS COVERED BY THE VISA CODE AND THE VISA CODE
HANDBOOK

The Visa Code "establishes the procedures and conditions for issuing visas for transit
through or intended stays in the territory of the Member States not exceeding 90 days in any
180-day period™ (i.e. "short stays") and “establishes the procedures and conditions for issuing
visas for the purpose of transit through the international transit areas of Member States'
airports.”. The visas issued may be uniform visas, meaning that they allow the holder to
circulate in the entire territory of the Member States or visas with limited territorial validity,
meaning that the holder is only allowed to circulate in the territory of one/some Member
State(s), or airport transit visas allowing the holder to transit through the international transit
area of a Member State's airport(s).

1. THE UNIFORM FORMAT FOR VISA STICKERS

Uniform visas, visas with limited territorial validity, and airport transit visas issued by
Member States are printed on the uniform format for visa stickers as established by Council
Regulation (EC) 1683/95 laying down a uniform format for visas.

8. DOCUMENTS THAT ALLOW ENTRY AND/OR STAY IN THE TERRITORY OF THE
MEMBER STATES AND THAT ARE NOT COVERED BY THE VISA CODE AND THE
HANDBOOK

— National long-stay visas

The procedures and conditions for issuing national long-stay visas (for intended stays of more
than 3 months) are covered by national legislation, although holders of a national long-stay
visa have the right to circulate within the territory of the Member States in accordance with
Regulation (EC) No (EU)265/2010 of 25 March 2010 amending the Convention
Implementing the Schengen Agreement and Regulation (EC) No 562/2006 (the Schengen
Borders Code). as regards movement of persons with a long-stay visa

— Residence permits

The procedures and conditions for issuing residence permits are covered by national
legislation, although according to the principle of equivalence between short stay-visas and
residence permits, holders of a residence permit issued by a Member State and holders of a
valid travel document may circulate for up to three months within the territories of the
Member States.

— Facilitated Transit Document (FTD) and Facilitated Railway Transit Document
(FRTD)

On 1.7.2003, a specific travel regime for transit between the Kaliningrad region and mainland
Russia entered into force. It introduced two types of documents — a Facilitated Transit
Document (FTD) and a Facilitated Railway Transit Document (FRTD) - needed for crossing
the territory of the Member States in order to enable and facilitate the travel of third-country
nationals who travel between two parts of their own country which are not geographically
contiguous. At present only Lithuania applies this regime. The FTD serves for multiple direct
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transits by any kind of transport by land through the territory of Lithuania. It is issued by
Lithuanian authorities and is valid for a maximum period of up to three years. Each transit
based on an FTD cannot exceed 24 hours.

The FRTD serves for one return trip by train and is valid for up to three months. A transit
based on an FRTD cannot exceed six hours.

FTD/FRTDs have the same value as a visa and must be issued in a uniform format by
consular authorities in accordance with Council Regulation (EC) No 693/2003 and Council
Regulation (EC) No 694/2003. FTD/FRTDs cannot be issued at the border.

Subject to the specific rules set out in Regulation No 693/2003, the provisions of the
Schengen acquis relating to visas shall also apply to the FTD/FRTD (Art. 10 of Regulation
(EC) No 693/2003).

Council Regulation (EC) No 693/2003 establishing a specific Facilitated Transit Document
(FTD), a Facilitated Rail Transit Document (FRTD) and amending the Common Consular
Instructions and the Common Manual

Council Regulation (EC) No 694/2003 on uniform formats for FTD and FRTD.
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PART II: OPERATIONAL INSTRUCTIONS ON THE PROCESSING OF VISA
APPLICATIONS

1. VISA REQUIREMENTS
UNIFORM VISAS

1.1. Which nationalities are subject to a visa requirement?
Legal basis: Regulation (EC) No 539/2001

The list of third countries whose nationals must hold a visa for entering into the territory of
the Member States for stays not exceeding 90 days in any 180-day period is established in
Council Regulation (EC) No 539/2001, see Annex 1.

1.1.1. For which categories of persons are there Union law derogations from the visa
requirement for the territory of all Member States?

e Third-country nationals holding a residence permit issued by a Member State are not
exempt as such from the visa requirement but their residence permit is considered as
equivalent to a uniform visa. See List of residence permits issued by Member States

(Annex 2);

e Holders of diplomatic passports who under the Visa Facilitation Agreements with certain
third countries are exempted from the visa requirement;

e Third country nationals holding a "local border traffic permit" when exercising their rights
within the context of the Local Border Traffic regime'> (Annex 3);

e School pupils who are nationals of third countries whose nationals are subject to visa
requirements and who reside in a EU Member State and travelling in the context of a
school excursion as a member of a group of school pupils accompanied by a teacher from
the school in question, see also List of school pupils travelling in the framework of a
school excursion within the European Union, (Annex 4);

e Recognised refugees and stateless persons and other persons who do not hold the
nationality of any country who reside in a Member State and are holders of a travel
document issued by that Member State;

e Certain categories of family members of EU and Swiss citizens are exempt from visa
requirements, see Part III.

1.1.2.  For which categories of persons are there national derogations from the visa
requirement?

According to Regulation (EC) No 539/2001, Member States may individually exempt certain
categories of nationals of the third countries normally subject to visa requirements:
¢ holders of diplomatic, service/official and special passports;

e civilian air and sea crew members in the performance of their duties;

12 0J L 405, 30.12.2006 and OJ L 29, 3.2.2007
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e civilian sea crew members, when they go ashore, who hold a seafarer's identity document
issued in accordance with the International Labour Organisation Conventions No 108 of 13
May 1958 or No 185 of 16 June or the International Maritime Organisation Convention on
Facilitation of International Maritime Traffic of 9 April 1965;

e crew and members of emergency or rescue missions in the event of a disaster or accident;
civilian sea crew members navigating in international inland waters;

e holders of travel documents issued by intergovernmental international organisations of
which at least one Member State is member, or by entities recognised by the Member State
concerned as subjects of international law, to officials of those organisations or entities;
members of the armed forces travelling on NATO or Partnership for Peace business;

e holders of identification and movement orders provided for by the Agreement of 19 June
1951 between the parties to the NATO regarding the status of their forces;

e school pupils who are nationals of a third country whose nationals are subject to visa
requirements who reside in a third country whose nationals are not subject to visa
requirements and travelling in the context of a school excursion as a member of a group of
school pupils accompanied by a teacher from the school in question;

e recognised refugees and stateless persons residing in and holding a travel document issued
by a third country whose nationals are not subject to visa requirements;

e without prejudice to the requirements stemming from the European Agreement on the
Abolition of Visas for Refugees signed at Strasbourg on 20 April 1959, recognised
refugees and stateless persons and other persons who do not hold the nationality of any
country who reside in the United Kingdom or in Ireland and are holders of a travel
document issued by the United Kingdom or Ireland, which is recognised by the Member
State concerned.

Information on all such exemptions (point 1.1.2) is published in Information pursuant to
Council Regulation (EC) No 539/2001, see Annex 5.

1.1.3.  Turkish nationals who are service providers may be exempt from the visa
requirement

1.1.4. See Guidelines on the movement of Turkish nationals across the external borders of
EU Member States in order to provide services there, Annex 6.

1.2. Which nationalities are exempt from the visa requirement?

The list of third countries whose nationals are exempt from the obligation to hold a visa for
entering into the territory of Member States for stays not exceeding 90 days in any 180-day
period is established in Council Regulation (EC) No 539/2001, see Annex 1.

1.2.1. For which categories of persons are there national derogations from the short-
stay visa waiver?

According to Regulation (EC) No 539/2001, Member States may unilaterally impose visa
requirements on certain categories of nationals of the third countries normally not subject to a
visa requirement

e holders of diplomatic, service/official and special passports;
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e civilian air and sea crew members;

e flight crew and attendants on emergency or rescue flights and other helpers in the even of a
disaster or accident;

e civilian sea crew including crew of ships navigating in international waters and on
international inland waterways;

e holders of laissez-passer issued by some intergovernmental international organisations to
their officials;

e persons wishing to carry out paid activities during a stay of less than three months.

Information on these exemptions is published in Information pursuant to Council Regulation
(EC) No 539/2001, see Annex 5.

AIRPORT TRANSIT VISAS
Legal basis: Visa Code, Article 3

1.3. Which nationalities are subject to an airport transit visa requirement?

The list of third countries whose nationals must hold an airport transit visa when passing
through the international transit areas of airports situated on the territory of the Member States
is set out in Annex 7A.

A Member State may individually require nationals from certain third countries to hold an
airport transit visa when passing through the international transit areas of airports situated on
its the territory, see Annex 7B.

1.3.1.  Which categories of persons are exempted from the airport transit visa
requirement?
The following categories of persons are exempt from the obligation to hold an airport transit
visa:
a)  holders of a valid uniform visa, national long stay visa or residence permit
issued by a Member State;
b)  holders of a valid visa issued by

- Bulgaria, Croatia, Cyprus, Romania, Liechtenstein, the Ireland or the
United Kingdom

— Canada, Japan or the United States of America

or when they return from those countries after having used the visa;

The exemption of holders of valid visas issued by Bulgaria, Croatia, Cyprus, Romania,
Ireland, the United Kingdom, Canada, Japan or the United States of America applies
irrespective of whether the person concerned travels to the country that issued the visa or to
another third country.

EN



EN

The exemptions for holders of valid visas, as referred to in the previous paragraph, relates to
visas issued for the purpose of stay and transit through the international transit areas of
airports situated on the territory of the countries concerned.

Example: A Nigerian national holding a valid Canadian visa is travelling from Lagos
(Nigeria) via Frankfurt (Germany) to Bogota (Colombia).

This person does not need to hold an airport transit visa when transiting through the
international transit area of Frankfurt airport.

However, if a third-country national holdings an expired visa issued by Bulgaria, Croatia,
Cyprus, Romania, the United Kingdom, Ireland, Canada, Japan or the United States of
America returns from a third country other than the issuing country, he is not exempted from
the airport transit visa requirement:

Example: A Nigerian national holding an expired Canadian visa is returning from Bogota
(Colombia) to Lagos (Nigeria) via Frankfurt (Germany).

This person needs to hold an airport transit visa when transiting through the international
transit area of Frankfurt airport.

c)  holders of a valid residence permit
- issued by Ireland or the United Kingdom,;

- issued by Andorra, Canada, Japan, San Marino or the United States of
America guaranteeing the holder's unconditional readmission, see Annex
7G;

d)  family members of citizens of the Union covered by Directive 2004/38/EC,
irrespective of whether they travel alone, to accompany or join the EU citizen,
(see Part I11);

e) holders of diplomatic passports;

f)  flight crew members who are nationals of a contracting Party to
the Chicago Convention on International Civil Aviation.
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2. DETERMINATION OF THE COMPETENT MEMBER STATE AND OF THE
COMPETENT CONSULATE OF THAT MEMBER STATE

How to establish the competent Member State based on the applicant's travel destination
Legal basis: Visa Code, Article 5

2.1. Application for a uniform visa for a single entry

2.1.1. If the travel destination is one Member State, that Member State's consulate must
deal with the application.

2.1.2.  If the travel destination includes more than one Member State, the application must
be dealt with by the consulate of the main destination. The main destination is
understood to be the destination where the applicant intends to spend the longest time
or where the main purpose of the intended journey is carried out.

"Example: A Moroccan national wishes to travel to France for a family visit (20 days) and
has additionally organised a meeting with a business partner in Belgium (two days). He will
arrive at and leave from Amsterdam (Netherlands).

The main purpose of the trip is the family event, and thus the French consulate should deal
with the application.

Example: A Moroccan national wishes to travel to Belgium for business reasons (6 days) and
intends to visit relatives in France on the same occasion (6 days). He will arrive at and leave
from Amsterdam (Netherlands).

The duration of intended stays in Belgium or France are identical and thus either the French
or the Belgian consulate should deal with the application. Each of them constitutes a main
destination; the Member State of first entry should not become responsible for dealing with the
application.”

2.1.3. If no main destination can be determined, the consulate of the Member State whose
external border the applicant intends to cross first must deal with the application

Example: A Ukrainian national is travelling by bus to Poland, Germany and Austria for the
purpose of tourism. She will spend four days in Poland, four days in Germany and three days
in Austria.

In this case the Polish consulate should deal with the application, as the visa holder crosses
the external border into Poland.
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2.2. Application for a uniform visa for multiple entries

Recommended best practice for determining the Member State competent for dealing with
an application for a uniform visa for multiple entries: Generally an application for a multiple-
entry visa should be dealt with by the Member State that constitutes the usual main
destination; i.e. the Member State of the most frequent destination or in the case of absence of
such a destination, the Member State of the first envisaged trip.

Example: A Senegalese national regularly visits her family in France but also travels to other
Member States for business purposes once or twice per year. The destination of her first
journey is Switzerland.

In this case the French consulate should deal with the application because it will be the most
frequent destination.

Example: A Ukrainian national working as a lorry driver for a Ukrainian transport company
regularly delivers goods to customers in Austria and has therefore been issued several
multiple-entry visas by Austria. The previous visa has expired and he applies for a new visa at
the Austrian consulate even though the company will now only deliver goods in Spain.

In this case the applicant should be referred to the Spanish consulate even if he is well known
at the Austrian consulate because his main destination will from now on be Spain.

"Recommended best practice: In case an applicant is to travel to several Member States on
different trips within a short timeframe, consulates should apply a flexible approach and
consider this as one trip for the application of Article 5(1) of the Visa Code to avoid
unnecessary burden and costs for the visa applicant.

Example: An Indian student residing in London (United Kingdom) wishes to travel to
Denmark (15-18 August 2014 (4 days)) and to Spain 3-12 September 2014 (10 days)).

In this case the Spanish consulate should deal with the application and the visa issued should
cover entries into and stays in the two Member States.
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2.3. Application for a uniform visa for the purpose of transit

2.3.1. If the transit concerns one Member State, that Member State's consulate must deal
with the application.

2.3.2. If the transit concerns several Member States, the consulate of the Member State
whose external border the applicant intends to cross first must deal with the
application.

Example: A Moroccan national wishing to travel to the United Kingdom via Spain and
France.

In this case the Spanish consulate must deal with the application, because the person
concerned will cross the external border into Spain.

Example: A Ukrainian national wishes to travel from Kyiv (Ukraine) to London (United
Kingdom) by plane via-Vienna (Austria) and Frankfurt (Germany) and after his stay in the
United Kingdom he wishes to return to Ukraine following another route, via Berlin
(Germany) and Budapest (Hungary).

In this case the Austrian consulate must deal with the application, because the person
concerned will first cross the external border into Austria.

Recommended best practice for seafarers. It is not always possible to determine in which
Member State a seafarer will start his transit because the shipping companies who employ
them often do not know in advance on which ship going to which Member State a seafarer is
to embark. It is therefore recommended that Article 5 (2) (b) of the Visa Code be applied in a
flexible manner in case of seafarers known for their integrity and reliability (i.e. correct use of
previously issued visas): the consulate of each Member State where the transit could possibly
start, should deal with the visa application.

2.4, Application for an airport transit visa

2.4.1.  If the application only concerns a single airport transit, the consulate of the Member
State on whose territory the airport concerned is situated, must deal with the
application.

Example: A Nigerian national transits via Frankfurt airport (Germany) on her way to Brazil.

In this case the German consulate must deal with the application.

2.4.2.  If the application concerns several airport transits, the consulate of the Member State
on whose territory the first transit airport is situated, must deal with the application.

Example: A Pakistani national transits via Madrid airport (Spain) on his way to Colombia
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and via Frankfurt airport (Germany) on his return trip.

In this case the Spanish consulate should deal with the application.

It is important to distinguish a situation of onward journey where the third country national
does not leave the international transit area of an airport from situations of onward journey

where the third country national leaves the international transit area of an airport, see

examples in point 9.2
2.5. How to deal with an application from an applicant travelling to several

Member States, including to a Member State exempting him from visa
requirements

Example: A holder of an Indian diplomatic passport is travelling to Germany (four days),
Denmark (two days), Hungary (one day), and Austria (one day). Germany, Denmark and
Hungary exempt holders of Indian diplomatic passports from the visa requirement, whereas
Austria does not.

In this case the Austrian consulate should deal with the application, Austria being the only
Member State submitting the person concerned to a visa requirement, even if Germany is the
main destination.

Example: A holder of a Pakistani service passport is travelling to Denmark (seven days),
Poland (one day), Austria (two days) and Italy (one day). Austria and Denmark exempt
holders of Pakistani service passports from the visa requirement, whereas Italy and Poland
do not.

In this case the Polish consulate should deal with the application, Poland being the Member
State of first entry of those Member States submitting the person concerned to a visa
requirement, even if Denmark is the main destination.

Example: A holder of a Ukrainian service passport is travelling from Kyiv (Ukraine) to
Bratislava (Slovakia) via Vienna (Austria). She travels from Kyiv to Vienna by plane and then
from Vienna to Bratislava by train. Slovakia exempts holders of Ukrainian service passports
from the visa requirement.

In this case the Austrian consulate should deal with the application, Austria being the Member
State submitting the person concerned to a visa requirement.

\ Example: A holder of a Kenyan diplomatic passport is travelling to Germany (two days) and \
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Malta (three days) on official duties with a stop-over in Italy (one day to await a connecting
flight). Germany and Malta exempt holders of Kenyan diplomatic passports from visa
requirements, whereas Italy does not.

In this case the Italian consulate should deal with the application, being the only Member
State of destination submitting the person concerned to the visa requirement, even if the stay
in Italy is only a "stop over".

2.6. Should a Member State consulate accept an application from an applicant
travelling to a Member State that is not present or represented in the third
country where the applicant resides?

Legal basis: Visa Code, Article 5(4)

One of the underlying principles of the Visa Code is that all Member States should — as a long
term perspective - be present or represented for the purposes of issuing visas in all third
countries whose nationals are subject to a visa requirement. To that end, Article 5 (4) states
that "Member States shall cooperate to prevent a situation in which an application cannot be
examined and decided on because the Member State that is competent in accordance with
[Article 5 (1) — (3)] is neither present nor represented in the third country where the
applicant lodges the application in accordance with [the provisions on the consular
territorial competence]".

This does not imply that any Member State consulate in the third country where the applicant
resides should accept his application if the competent Member State (e.g. the one of the sole
or main destination of the applicant) is not present or represented there, because the rules on
competence prevail, see points 2.1 — 2.5.

Article 5 (4) entails an obligation for Member States to cooperate in order to prevent such
situations of Member States not being present or represented - as a long term perspective -
and thus, this obligation is an obligation of means, not an obligation of result. Therefore,
Member States are not obliged to accept visa applications that they are not competent to
examine and take decisions on according to the rules set out above where the competent
Member State is not present or represented.

However, taking into account that this provision is covered in the article concerning the
"Member State competent for examining and deciding on an application™, a Member State
may, in the absence of the normally competent Member State, agree to examine such
applications in individual, exceptional circumstances and take a decision on it

- for humanitarian reasons, and

- after having obtained the agreement of the normally responsible Member State.
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2.7. How to react in case an application has been lodged at a consulate that is not
competent to deal with it?

Legal basis: Visa Code, Article 18 (2)

If the consulate establishes that it is not competent to deal with an application after the
application has been lodged, this information shall immediately be communicated to the
applicant, and the entire application (application form and supporting documents) should be
returned as well as the visa fee. The applicant shall be informed of where to submit the
application.

If required by national legislation (for instance by Ombudsman law), a Member State may
keep a copy of the documents submitted and of the communication to the applicant.

2.8. Can a consulate accept an application from an applicant not residing in the
jurisdiction of the consulate?
Legal basis: Visa Code, Article 6

As a general rule, only applications from persons who reside legally in the jurisdiction of the
competent consulate (as described in points 2.1-2.5) should be accepted.

However, an application may be accepted from a person legally present — but not residing - in
the jurisdiction of the consulate where the application is submitted, if he can justify why the
application could not be lodged at a consulate in his place of residence. It is for the consulate
to appreciate whether the justification presented by the applicant is acceptable.

"Non-residing applicant" means an applicant who resides elsewhere but is legally present
within the jurisdiction of the consulate where he submits the application.

"Legally present" means that the applicant is entitled to stay temporarily in the jurisdiction on
the basis of the legislation of the third country where he is present either for a short stay or
when he is allowed to stay for a longer period of time while maintaining his permanent
residence in another third country.

Example: A Peruvian artist is scheduled to perform in Portugal on 25.5., and from 20.2. to
15.5 she is performing in Canada and the United States.

Under such circumstances a Portuguese consulate in Canada or the United States should allow
the applicant to submit the application,because it would be impossible for her to apply while
still in her country of residence given the rule of not applying for a visa earlier than three
months before the date of the intended entry into the territory of the Member States.

Example: A Chinese professor has travelled to London to teach at a university summer
school. During her stay, her father, who lives in France, falls seriously ill and in order to
travel to France the Chinese woman applies for a visa at the French consulate in London.
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The French consulate in London should deal with the application because it would be
excessive to require the person concerned to return to her country of residence to apply for the
visa.

Example: A Moroccan national who spends his holidays in Montreal (Canada) wishes to
apply for a visa to travel to Germany at the German consulate in Montreal. He claims that the
waiting time for obtaining an appointment for submitting the application at the German
consulate in Rabat (Morocco) is too long.

The German consulate in Montreal should not accept to deal with the application, because the
justification is unfounded.

Example: An accredited commercial intermediary lodges the applications of a group of
Russian tourists at the Spanish Consulate General in Moscow. All of them will travel together
to Spain for two weeks. The majority of them reside in the jurisdiction of the Spanish
Consulate in Moscow while some others reside in the jurisdiction of the Spanish Consulate in
Saint Petersburg.

The Spanish consulate in Moscow should deal with the applications.

Example: A Russian businessman from Novorossiysk (Russia) has travelled to Moscow
(Russia) for a trade fair. There he meets a Greek business person who invites him to come to
Athens (Greece) straight away in order to establish a contract for a future business
relationship. The Russian businessman wishes to apply for a visa at the Greek consulate in
Moscow because the approximate travel/road distance between Moscow and Novorossiysk is
around 1500 km.

The Greek consulate in Moscow should deal with the application because it would be
excessive to require the person concerned to return to his city of residence to apply for the
visa.

2.9. Can a Member State consulate situated in the territory of another Member
State examine applications for a visa?

Legal basis: Visa Code, Article 7

Generally, a third country applicant legally present in the territory of a Member State holds a
document allowing him to circulate freely (a uniform visa, a residence permit, a national long
stay visa). However, situations may arise where a person legally present does not hold a
document allowing him to travel to another Member State. Under such circumstances the
general rules on competence as described in points 2.1 — 2.5 remain applicable.
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Example: A holder of an Indonesian diplomatic passport, exempted from the visa
requirement by Austria, has travelled to Austria to participate in a conference. During his
stay, his authorities order him urgently to travel to Estonia to participate in a high level
political meeting. Estonia does not exempt holders of Indonesian diplomatic passports from
the visa obligation.

The Estonian consulate in Vienna should deal with the application because it would be
excessive to require the person concerned to return to his country of residence to apply for the
visa.

3. LODGING OF AN APPLICATION
3.1. When can an application be lodged?
Legal basis: Visa Code, Article 9(1)

A visa application should in principle be lodged at least 15 calendar days before the intended
visit (as this is the normal processing time) and cannot be lodged earlier than three months
before the start of the intended visit. It is the applicant's responsibility to take the necessary
precautions to respect the deadlines where an appointment system is in place. However,
applicants should be informed of the various deadlines, see the Handbook for the organisation
of visa sections and local Schengen cooperation, Part I, point 4.

An application lodged less than 15 calendar days before the intended departure may be
accepted, but the applicant should be informed that the processing time may be of up to 15
calendar days. If, nevertheless the applicant insists on lodging the application he should be
informed that the final decision might be taken after the intended date of departure

Example: A Turkish national decides to book a special last minute offer for a skiing vacation
in Austria with a departure within two days and only the day before departure he realises that
he needs a visa to enter Austria.

In this case the Austrian consulate could refuse to deal with the application.

A holder of a multiple-entry visa may apply for a new visa before the expiry of the validity of
the visa currently held. However, the validity of the new visa must complement the current
visa, i.e. a person cannot hold two uniform visas valid for the same period in time.

Example: A Moroccan lawyer representing a gender equality NGO who frequently
participates in meetings in various Member States holds a multiple-entry-visa which expires
on 31.5. She applies for a new visa on 15.4.

If a new visa is issued, it should be valid from 1.6. and in such a case the visa holder would be
entitled to enter the territory of the Member States on the basis of the first visa that will expire
during the stay and leave on the basis of the new visa.
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3.2. Appointment system
Legal basis: Visa Code, Article 9(2) and (3)
3.2.1. Should applicants be required to obtain an appointment for submitting an
application?

Applicants may be required to obtain an appointment before submitting an application — either
via an in-house system or an appointment system run by an external service provider.

In justified cases of urgency, an appointment should be given immediately or direct access for
submitting the application should be allowed.

Cases of urgency are situations where the visa could not have been applied earlier for reasons
that could not have been foreseen by the applicant.

Example of justified case of urgency:

A close relative (residing in a Member State) of a visa applicant has been injured in a car
accident and needs assistance from the visa applicant.

For the procedural safeguards in relation to family members of an EU and Swiss citizen, see
Part I11.

3.2.2.  What is the maximum deadline for obtaining an appointment?
Legal basis: Visa Code, Article 9(2)
The deadlines for obtaining an appointment shall as a rule not exceed two weeks. The

capacity of Member States' consulates to handle visa applications should be adapted so that
this deadline is complied with even during peak seasons.

3.2.3. Can "fast track' procedures for the submission of applications be established?

A consulate may decide to establish a "fast track" procedure for the submission of
applications in order to receive certain categories of applicants.

For the procedural safeguards in relation to family members of an EU and Swiss citizen, see
Part III.

3.3. Personal appearance of the applicant
Legal basis: Visa Code, Articles 10, 13, 21 (8), 42, 43 and 45

3.3.1. Should the applicant appear in person for submitting the application?

Applicants should as a general rule submit the application in person at the consulate.
Applicants must also submit the application in person when fingerprints are to be collected.
The objective of the submission in person is to allow consular staff to gain an impression of
the substance of the application and ask questions about the purpose of travel and the
documents submitted. It is important to obtain ample information from the applicant upon
submission of the application irrespective of the practical circumstances for the collection of
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the application and the supporting documents in order to determine the purpose of the
journey.

For the procedural safeguards in relation to family members of an EU and Swiss citizen, see
Part I11.

Where an external service provider or an honorary consul have been authorised to collect visa
applications on behalf of a Member State, the personal appearance applies at their premises
(see point 3.3.3). The personal appearance should be distinguished from the possible
interview as referred to in point 7.11.

The particular rules concerning the collection of biometric identifiers are covered in chapter 5.

3.3.2. What are the exemptions from lodging the application in person?

For persons who are known to the consulate for their integrity and reliability, the requirement
of lodging the application in person may be waived by allowing them to have their application
submitted by a third party or sent by post. Such exemptions cannot be granted to first time
applicants and the integrity and reliability must be determined for the applicant individually
and revised regularly.

Examples of categories of persons for whom the "personal appearance" requirement may be
waived:

e official entities or companies already known to the consulate: the reliability of a
company does not automatically warrant for the reliability of its employees which
must be assessed individually;

e persons having used previous uniform visas correctly;

e persons travelling regularly/frequently for the same purpose (conferences,
seminars, teaching, business contacts);

e persons who need to travel to receive urgent medical treatment and who, for
medical reasons, cannot come to the consulate.

Recommended best practice:

If the consulate receives an application by proxy or by post from a person for whom the
requirement of personal appearance has not been waived in advance, the consulate as a rule,
should decide not to accept it. The consulate should return the documents to the proxy without
assessing the admissibility.

3.3.3.  What procedure should be followed when applications are lodged through a
commercial intermediary?

Accredited commercial intermediaries may also be allowed to submit applications on behalf

of individuals either directly at the consulate or at the premises of an external service provider

or a honorary consul. However, fingerprints cannot be collected by commercial

intermediaries, see chapter 5.
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3.3.4. What procedure should be followed when biometric identifiers are collected?

THIS POINT APPLIES ONLY IN CONSULATES WHERE VIS HAS BECOME
OPERATIONAL

Irrespective of the general rules in relation to personal appearance when submitting the
application, first time applicants and persons who have not had their fingerprints collected
within the previous 59 months must appear in person in order for their fingerprints to be

collected (see chapter 5).

3.3.5. Interview of an applicant

Irrespective of where the application has been lodged (i.e. at the consulate or at the premises
of an external service provider) and whether the application has been lodged by the applicant
in person or not, he may in justified cases, be called for an interview at the consulate (see

point 7.11).
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4. BASIC ELEMENTS OF THE VISA APPLICATION

In order for an application to be considered admissible, the following must be fulfilled:

— a filled in and signed application form, a valid travel document and a photograph
must be submitted

— the visa fee must have been paid

- where applicable, biometric data must be collected

4.1 Travel document
Legal basis: Visa Code, Article 12

4.1.1. What is the minimum duration of validity of travel documents that can be
accepted?

The travel document presented must be valid at least three months after the intended date of

departure from the Member States in case a single-entry visa is applied for.

If a multiple-entry visa is applied for, the travel document must be valid three months after the
last intended date of departure.

Example: After having been involved in research projects in the Netherlands and Germany, a
Malaysian scientist starts working in research projects in Hungary and has to travel there
approximately every three months between January 2010 and January 2014. He applies for a
multiple- entry visa on 1.11.2009, presenting a travel document that is valid until 15.3.2012.
Although the person concerned can be considered "bona fide" — after having used his
previous uniform visas correctly — and could be granted a multiple-entry visa valid for the
entire period, he should only be issued a multiple-entry visa valid until 15.12.2011.

The travel document must contain sufficient, and at least two, blank pages (one to affix the
visa sticker(s) and one to affix the stamp of the border control authorities).

In principle a person should travel with a valid visa affixed in a valid travel document.
However, when all the blank pages of the Schengen visa holder's travel document have been
used for affixing visas or entry/exit stamps, he may travel on the basis of the "full" but
invalidated travel document containing the valid visa, and a new travel document.

In order to prevent possible difficulties, notably at the moment where border checks are
carried out, the person may apply either for a new visa to cover the remaining period of
validity of the existing visa or for a new multiple entry visa.

"Recommended best practice in relation to persons holding a valid visa in a travel
document which does not contain enough blank pages for entry and exit stamps: if due
to frequent travelling a third country national holding a still valid visa in a "full" but
invalidated travel document applies for a new visa for the remaining period of validity to be
affixed in a new travel document, the valid visa shall be revoked and a new visa with a validity
corresponding to the remaining period of validity of the first visa be issued as quickly as

EN




EN

possible and without charging the visa fee.

In justified cases of urgency, a travel document that has a shorter period of validity than
indicated above may be accepted. Justified cases of urgency are situations (need to travel)
which could not have been foreseen by the applicant and who could therefore not in time have
obtained a travel document with required validity.

Example of a justified case of urgency that could allow for disregard of the rule on validity of
the travel document: A Philippine national urgently needs to travel to Spain where a relative
has been victim of a serious accident. His travel document is only valid 1 month beyond the
intended return.

In this case the Spanish consulate should accept the travel document for the purpose of
submitting the application.

4.1.2 How to treat travel documents issued more than 10 years prior to the visa
application

Legal basis: Visa Code, Articles 12 ¢) and 19 (4)

Travel documents issued more than 10 years prior to the visa application should in principle
not be accepted and applications based on such travel documents not be considered
admissible. However, exceptions may be made on humanitarian grounds or for reasons of
national interest.

If, eventually a positive decision is taken on the application, a visa with limited territorial
validity allowing the holder only to travel to the issuing Member State should be issued (see
Point 9.1.2.1).

For the procedural safeguards in relation to family members of an EU or Swiss citizen, see
Part II1.

4.1.3How should a travel document that is not recognised by one or some Member
State(s) be treated?

It should be verified whether the travel document is recognised by the Member State
receiving the visa application and by the other Member States. Travel documents not
recognised by all Member States may be accepted but particular rules apply in relation to the
type of visa to be issued. Member States' (non)recognition of travel documents is set out in
the Table of Travel documents entitling the holder to cross the external borders and which
may be endorsed with a visa, Parts I-1I-IIT and V (Annex 10)

In case one or some Member States do not recognise a travel document, a visa whose
territorial validity does not cover the territory of that/those Member States may be issued, see

point 9.1.2.3.
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In case the Member State receiving the visa application does not recognise the applicant's
travel document, a visa may be issued but has to be affixed on the separate sheet for affixing a

visa, see point 9.1.2.3 and point 11.2.1.

In case a travel document is not recognised by any Member State, the application may be
declared inadmissible (see point 4.6).

4.1.4. How to treat forged travel documents

Legal basis: Visa Code Article 19 (4) If an applicant presents a forged travel document and
the forgery is detected at the moment of the submission of the application, the application
should be considered admissible and the visa be refused.

If an applicant presents a forged travel document and the forgery is detected when the
consulate establishes whether the application is admissible or not, the application should be
declared admissible, and the visa be refused.

In both cases the travel document should be handled according to the recommended best
practice set out in point 7.4.

4.2. Application form
Legal basis: Visa Code, Article 11 and Annex |

The uniform application form (Annex 9) shall be used for the application for visas for stays
not exceeding 90 days per 180-day period. The uniform form cannot be altered and additional
fields (or pages) may not be added, but the application form can be printed on several pages to
make it more user friendly.

Each applicant must submit a filled in and signed application form. In case several persons
(minors or a spouse) are covered by the same travel document, individual application forms
must be filled in and signed by the persons concerned and in the case of minors, signed by the
parental authority or the legal guardian.

Family members of EU and Swiss citizens (spouse, child or dependent ascendant) should not
fill in the fields marked by * while exercising their right to free movement, see Part I1I, but
fill in fields 34 and 35.

4.2.1. In which languages should the application form be available?
Legal basis: Visa Code, Article 11(3)

The application form shall be available either in:

(a) the official language(s) of the Member State for which a visa is requested,
(b) the official language(s) of the host country,

(©) the official language(s) of the host country and the official language(s) of the
Member State for which a visa is requested, or

(d) in case of representation, the official language(s) of the representing Member State.
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In addition to the language(s) referred to in point (a) (b) and (c), the form may be made
available in another official language of the EU institutions, for example in English.

4.2.2. What language should be used for filling in the form?
Legal basis: Visa Code, Article 11(6)

Member States decide which language(s) should be used for filling in the application form
and inform the applicants about this.

Recommended best practice in relation to information on the filling in of the application
form: It is recommended to widely display samples of filled in application forms, in order to
facilitate this part of the application process for applicants and to make sure that all relevant
information is at the disposal of consular staff. If need be, the filled in "sample" may be
adapted to local circumstances (ex: field 11 on national identity number: if this is not relevant
in a given location, it should be mentioned in the "sample").

4.2.3.  What are the implications of the statement in the application form to be signed
by the applicant?

It is important to verify that the applicant or his legal representative has signed the statement
at the bottom of the application form as a proof that he is aware of and consent to the
statement. In the case of minors, the person(s) exercising the parental authority or the legal
guardian must sign.

4.3. The photograph
Legal basis: Visa Code, Article 10 (3) (c)

4.3.1. What are the technical standards for the photograph?
The photograph must fulfil the standards set out in the photograph specifications (Annex 11).

Photos that do not comply with these standards should not be accepted.

When the VIS has become operational in a location, the standards of the photograph should
follow the ones referred to in chapter 5 on biometric identifiers.

4.4, The Visa Fee
Legal basis: Visa Code, Article 16

4.4.1. Does the same visa fee apply to all applicants?

As a general rule a fee of 60 EUR, applies to individual applicants irrespective of the type of
visa applied for and irrespective of where the application is lodged (directly at the consulate
by the applicant himself or by a commercial intermediary, via an external service provider or
at the external borders). There are, however, general exemptions or reductions of this fee,
covered either by the Visa Code, by Visa Facilitation Agreements, or by the particular rules
covering family members of EU and Swiss citizens, see Part II1.
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Member States may waive or reduce the fee in individual cases and for certain other
categories of applicants while aiming at harmonising such exemptions within local Schengen

cooperation.

Except for the situations covered by certain Visa Facilitation Agreements, it is not possible to
apply or accept an increased "fast track fee" if an accelerated handling of an application is

requested.

4.4.2. Mandatory rates applicable to all applicants or certain categories of applicants:
Legal basis: Visa Code, Article 16 (4)

Visa fee rates

General rules

Visa Facilitation Agreements

0 EUR

Children 0-6 years (i.e.
children that are 6 years of
age minus 1 day) (1)

Family members of EU and
Swiss citizens (see Part I1I)

School pupils, students, post-
graduate students and
accompanying teachers who
undertake stays for the
purpose of study or
educational training

Researchers from third
countries travelling for the
purpose of carrying out
scientific research (2)

Representatives of non-profit
organisations aged 25 years
or less participating in
seminars, conferences, sports,
cultural or educational events
organised by non-profit
organisations (3)

See Annex &

35 EUR

Children 6-12 (until the age
of 12 years minus one day (1)

See Annex 8

60 EUR

All other applicants not
covered by a visa facilitation
agreement
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70 (or 35) EUR Not applicable See Annex 8

(M
2

3)

44.3.

The calculation should be based on the date of submission of the application.

Scientific research as defined in Recommendation No 2005/761/EC of the
European Parliament and of the Council of 28 September 2005 to facilitate the issue
by the Member States of uniform short-stay visas for researchers from third countries
travelling within the Community for the purpose of carrying out scientific research,
Annex 12.

In this context a "non-profit" organisation means an organisation officially registered
as a non-profit organisation.

Optional visa fee waiver applicable to certain categories of applicants and in
individual cases

Legal basis: Visa Code, Article 16 (5)

4.4.3.1. Member States may decide to waive the visa fee for the following categories of

persons

Defined categories of persons | Children 6-12 i.e. children that are 12 years of age minus 1

0 EUR

day) (1)

Holders of diplomatic and service passports

Participants aged 25 years or less participating in seminars,
conferences, sports, cultural or educational events organised
by non-profit organisations (2)

(1
2

The calculation should be based on the date of submission of the application.

In this context a "non-profit" organisation means an organisation officially registered
as a non-profit organisation.
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4.4.3.2. Waiving or reduction of the visa fee in individual cases
Legal basis: Visa Code, Article 16 (6)

Member States may decide to waive or reduce the visa fee in individual cases on the basis of
particular interests in order to promote cultural or sporting interests as well as interests in the
field of foreign policy, development policy and other areas of vital public interest or for
humanitarian reasons.

4.4.4. The calculation of the fee, if not charged in Euro
Legal basis: Visa Code, Article 16 (7)

The visa fee shall be charged in euro, in the national currency of the third country or in the
currency usually used in the third country where the application is lodged.

When charged in a currency other than euro, the amount of the visa fee charged in that
currency shall be determined and regularly reviewed in application of the euro foreign
exchange reference rate set by the European Central Bank. The amount charged may be
rounded up and consulates shall ensure under local Schengen cooperation that they charge
similar fees.

Recommended best practice in relation to the review of the exchange rate:

The frequency of the review of the exchange rate used in the account section of the consulate
and possible adjustment of the visa fee depends on the stability of the exchange rate of the
local currency towards the euro, and the euro foreign exchange rate should be verified at least
every two weeks although shorter intervals may be justified. Member States should agree on a
common procedure within local Schengen cooperation.

In case the euro foreign exchange reference rate set by the European Central Bank is not
available for a local currency, Member States may use the exchange rate applicable in their
internal budgetary matters in order to calculate the amount of the visa fee in the local
currency.

4.45.  When and how should the visa fee be paid?
Legal basis: Visa Code, Article 19 (1)

Payment of the visa fee is part of the criteria to be fulfilled for an application to be considered
admissible, therefore the visa fee should be paid in cash or have been paid in a bank when the
application is lodged.
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4.45.1. Issuance of a receipt
Legal basis: Visa Code, Article 16 (8)

If the visa fee is paid at the same time as the submission of the application, a receipt shall be
given to the applicant. If the fee is paid via a bank, the bank receipt is sufficient.

In case applications are lodged by a commercial intermediary on behalf of a group, a
collective receipt may be issued.

4.4.6. Isthe visa fee refundable?

Generally the visa fee is not refundable irrespective of the final decision on the visa
application. However, if the consulate realises that it is not competent for handling the
application after the fee has been paid, or if it the application turns out to be inadmissible, the
fee must be reimbursed.

4.5. Admissibility
Legal basis: Visa Code, Articles 10 and 19

The admissibility of an application should only be verified by the competent consulate. In

case it turns out that an application is inadmissible, the procedure described in point 2.7.
should be followed.

45.1.  When is an application admissible?

Where the deadlines for submission of an application have been respected (see point 3.1.) and
the basic elements for an application to be considered admissible have been submitted (filled
in and signed application form, valid travel document, a photograph) and the visa fee has been
paid and, if applicable, biometric data has been collected, the application shall be considered
admissible.

4.5.2.  How should an admissible application be treated?

If the application is admissible, the stamp indicating that the application is admissible (Annex
13) shall be placed in the applicant's travel document (see point 4.5.3 below) and the further
examination shall be carried out.

THIS POINT APPLIES ONLY IN CONSULATES WHERE VIS HAS BECOME
OPERATIONAL:

If the application is admissible, the stamp indicating that the application is admissible should
be placed in the applicant's travel document (see point 4.5.3 below), the application file
should be created in the VIS and the further examination shall be carried out.
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4.5.3.  When and how to use the stamp indicating that an application is admissible
Legal basis: Visa Code, Article 20 and Annex 111

Before the in-depth examination of the application, the "admissibility" stamp — in the uniform
format — shall be placed on the first available page of the travel document that contains no
entries or stamps. The date of the application, the type of visa applied for ("C" or "A"), and
the code of the Member State where the application has been lodged shall be added manually,
if they are not fixed by the stamp.

No additional data may be added in the stamp and the stamp only signifies that an
application has been lodged and has been considered admissible.

The "admissibility" stamp shall be used until the VIS has become fully operational in all
regions.

4.6. How should an inadmissible application be treated?

If the application is inadmissible, the application form and any documents submitted should
be returned to the applicant and the visa fee should be reimbursed, and the application shall
not be further examined.

If required by national legislation (for instance by Ombudsman law), a Member State may
keep a copy of the documents submitted and of the communication to the applicant.

THIS POINT APPLIES ONLY IN CONSULATES WHERE THE VIS HAS BECOME
OPERATIONAL:

If the application is inadmissible, the application form and any documents submitted should
be returned to the applicant, the collected biometric data should be destroyed, the visa fee
should be reimbursed, and the application shall not be further examined, and no application
file should be created in the VIS.

4.7. Can an inadmissible application be examined in certain cases?

An application that does not fulfil the criteria for being considered admissible may
nevertheless exceptionally be examined on humanitarian grounds or for reasons of national
interest.

Example of a humanitarian ground that could allow for disregard of the rule on admissibility:

A Philippine national urgently needs to travel to Spain where a relative has been victim of a
serious accident. His travel document is only valid for one month beyond the intended date of
return.
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Examples of reasons of national interest that could allow for disregard of the rule on
admissibility:

The director of one of the most important Colombian tourist companies has a meeting in
Madrid with representatives of the Ministry of Industry, Trade and Tourism but her passport
is only valid for one month beyond the intended date of return.

A Nigerian businessman urgently needs to travel to the Netherlands for business reasons: a
contract between a Nigerian multinational and a Dutch multinational in which the Dutch
government has a major interest needs to be negotiated. His travel document is only valid for
one month beyond the intended date of return.

4.8. What information should be given to the applicant when the application has
been lodged about the data stored in the VIS?

Legal basis: VIS Regulation, Article 37 (1) and (2)

THIS POINT APPLIES ONLY IN CONSULATES WHERE THE VIS HAS BECOME
OPERATIONAL:

When the VIS has become operational in a location, Member States should inform applicants
about the national authority responsible for processing the data stored in the VIS and the
national data protection supervisory authority. This should be indicated in the application
form.
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o. BIOMETRIC IDENTIFIERS

The Visa Information System (VIS) for the storage of data on visa applicants will gradually
become operational in different regions of the world and the collection of biometric identifiers
from applicants becomes applicable at the date set by the Commission for the start of
operations of the VIS in a given region or, after the start of operations in the first region, in
any other region where a Member State decides individually to start operations, including the
transfer of fingerprints.

5.1. What biometric identifiers should be collected?

The following biometric identifiers should be collected:

— a digital photo, see Annex 11
- all ten fingerprints taken flat and collected digitally.

5.2. At which stage of the application procedure should biometric identifiers be
collected?

Legal basis: Visa Code, Article 10 (3) (d) and Article 13

Biometric identifiers should be collected when the application is lodged, irrespective of the
way in which the collection of applications is organised.

A first-time applicant must have his photograph taken or scanned and his fingerprints
collected when the application is submitted.

All applicants should have a photograph scanned or taken each time an application is
submitted.

Persons whose fingerprints have been collected for the purpose of applying for a visa within
the previous 59 months should not give fingerprints again. The fingerprints already stored in
the VIS should be copied. The applicant must indicate on the application form when he last
had his fingerprints taken.

If, when creating the application file in the VIS, the consulate establishes that the applicant's
fingerprints are not stored in the VIS, the applicant shall be called to have his fingerprints
collected.

Example: a person applies for a visa for the first time on 9.2.20XX. On 25.6.20XX+4 (52
months after the first application) he applies for a new visa: his fingerprints are copied from
the previous application. On 15.9.20XX+5 (67 months after the first application) he applies
for a visa again: his fingerprints are collected.

If there is reasonable doubt regarding the identity of the applicant, he may be requested to
give fingerprints within the period of 59 months:

Example: An applicant claims to have had his fingerprints collected within the previous 59
months but the photograph that he submits is very different from the photograph in the
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submitted travel document.

Under such circumstances the applicant can be called to have his fingerprints collected again.

The applicant may also request that his fingerprints are collected, if he does not remember
whether his fingerprints have been collected within the previous 59 months.

5.3. Which applicants are exempted from giving fingerprints?
Legal basis: Visa Code, Article 13(7)

The following categories of persons are exempted from giving fingerprints:

5.3.1. children under the age of 12 years (i.e. children that are 12 years of age minus 1 day
old);

5.3.2. persons for whom fingerprinting is physically impossible;

If such physical impossibility is of a temporary nature, the applicant shall be required to
provide explanation for such impossibility and may be required to provide medical
certification for such impossibility.

If fingerprinting of fewer than ten fingers is possible, then the maximum number of
fingerprints should be collected;

Applicants who, for reasons of temporary impossibility, have given fewer than ten
fingerprints or none at all, shall be considered as first time applicants for the purpose of the
next visa application, and all fingerprints shall be collected.

5.3.3. Heads of State or government and members of a national government with
accompanying spouses, and the members of their official delegation when they are
invited by Member States' governments or by international organisations for an
official purpose;

5.3.4. Sovereigns and other senior members of a royal family, when they are invited by
Member States' governments or by international organisations for an official purpose.
5.4. What should be done if the quality of the fingerprints collected is insufficient?

If the fingerprints taken do not match the applicable technical quality standards, the
fingerprints must be taken again after cleaning of fingers and equipment. The fingerprints
with the best quality value should be uploaded in the VIS. It shall be ensured that appropriate
procedures guaranteeing the dignity of the applicant are in place in the event of there being
difficulties in enrolling the biometric data.
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6. SUPPORTING DOCUMENTS AND TRAVEL MEDICAL INSURANCE

Legal basis: Visa Code, Article 14 and Annex 11

The purpose of the supporting documents is to allow the relevant authorities to assess whether
the applicant fulfils the entry conditions and to assess the possible risk of illegal immigration
and/or security risks.

On the basis of the content of this chapter Member States' consulates in any given location
shall assess the need to complete and harmonise the list of supporting documents in order to
take account of local circumstances. The harmonised lists should be approved by the Visa
Committee in accordance with the procedure described in the Handbook for the organisation
of visa sections and local Schengen cooperation, Part II, point 4.4.

The number and type of supporting documents should be adapted to

— the purpose of the intended journey;
— the length and destination of the intended journey;
— local circumstances.

As regards the specific rules applying to the documentary evidence of the purpose of
travelling for categories of persons covered by Visa Facilitation Agreements, see the
respective Guidelines set out in Annex 8.

For the procedural safeguards in relation to family members of an EU or Swiss citizen, see
Part III.

6.1. Supporting documents
6.1.1. Should original documents, facsimiles or photocopies be required?

In principle, the applicant shall present the original and a photocopy of each document with
the visa application.

The photocopies should be kept in the file and the original documents should be returned to
the applicant, unless the original document is intended for the consulate (e.g. statement of
employment from the applicant's employer, proof of sponsorship and/or accommodation) or if
it is false or fraudulent. In the latter cases, the consulate shall keep it as proof in case of an
appeal and/or, where applicable, for further proceedings (e.g. analysis of the document,
submission of the document to the host country’s authorities).

If the applicant is unable to present the original documents, the consulate can decide to start
processing the visa application with facsimile or photocopies. The final decision shall, in
principle, only be taken when the required documents have been submitted as originals.
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6.1.2.  Should the supporting documents be translated?

A balance should be struck between:

— requiring a translation of all documents presented by the applicant as this could be
both time-consuming and costly;

— the consulate's capacity to analyse supporting documents submitted in the
language(s) of the host country, and

— the need to present proofs in the language(s) of the Member State concerned in case
of an appeal against a negative decision.

Therefore, the consulates should inform applicants (e.g. on websites, on notice boards) which
documents must be translated and into which language.

6.2. Which documents should be submitted in support of an application for a
uniform visa?

Supporting documents should provide evidence of the following:

— the purpose of the intended journey;

— proof of accommodation, or proof of sufficient means to cover the applicant's
accommodation;

— that the applicant possesses sufficient means of subsistence both for the duration of
the intended stay and for the return to his country of origin or residence, or for the
transit to a third country into which he is certain to be admitted, or that he is in a
position to acquire such means lawfully, in accordance with Article 5(1)(c) and (3) of
the Schengen Borders Code;

— information enabling an assessment of the applicant's intention to leave the territory
of the Member States before the expiry of the visa applied for.

A non-exhaustive list of supporting documents which the consulate may request from the
applicant is set out in Annex 14.

Supporting documents should be assessed in relation to the individual application and one
document might render another superfluous:

Examples: The accommodation envisaged generally depends on the purpose of the journey:
private accommodation for a private or family visit, hotels for tourism, etc.

An invitation or sponsorship may have an impact on the amount of the requested means of
subsistence.

A travel agency may provide one single document serving as proof of the purpose of the
intended journey, proof of accommodation, proof of means of subsistence, if travel expenses
have been prepaid.
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Within local Schengen cooperation the need for harmonised lists should be assessed which
take account of local circumstances:

Example of particular local circumstances: In locations where travel by an organised pre-
paid tour is rare, a harmonised list for supporting documents for that type of travelling need
not be drawn up.

6.2.1. Non-exhaustive list of supporting documents regarding the purpose of the journey,

the accommodation and the assessment of the applicant’s intention to leave the
territory of the Member States that may be requested by the consulate

A. DOCUMENTATION RELATING TO THE PURPOSE OF THE JOURNEY

1)

for business trips:

Additional comments and examples

(a)

an invitation from a firm or an
authority to attend meetings,
conferences or events connected
with trade, industry or work;

Invitations should preferably be personalised,
but generic invitations may be accepted.

(b)

other documents which show the
existence of trade relations or
relations for work purposes;

Examples: Contracts, payment of invoices,
list of orders.

(c)

entry tickets for fairs and
congresses, if appropriate;

(d)

documents proving the business
activities of the company;

Examples: Annual business register, extract
of commerce register, annual report.

(e)

documents proving the applicant's
employment status in the company;

Examples: Contract, proof of social security
contributions

Specific categories of persons

f)

lorry drivers

A written request from the national
association (union) of carriers of the host
country providing for international road
transportation, stating the purpose, duration
and frequency of the trips

Written request from the partner company
based in the Member State

Driver's licence for international transport

2)

seafarers

Seaman's book

Covering letter from recruiting company

EN

EN




EN

stating the name and the rank of the seafarer

Vessel's name, vessel's arrival date in port
and the date of the seafarer's joining of the
vessel

h) persons travelling for the purpose of
carrying out paid activity

The applicant must provide a work permit or
any similar document as provided by the
national legislation of the Member State
where a paid activity is to be carried out, if
applicable.

)

for journeys undertaken for the purposes of study or other types of training:

a certificate of enrolment at an
educational establishment for the
purposes of attending vocational or
theoretical courses in the framework
of basic and further training;

(a)

student cards or certificates of the
courses to be attended;

(b)

A student card proving the status of the
applicant in his country of residence is not
sufficient as supporting document.

A student card can only be accepted as
supporting document if it is issued by the
host university, academy, institute, college or
school where the studies or educational
training is going to take place.

(©)

for journeys undertaken for the purposes of tourism or for private reasons:

an invitation from the host if staying with
one;

This might be a specific form as serving as
proof of private accommodation.

When the data regarding the host have not
been verified by the authorities of the
Member State dealing with the application,
the consulate shall request the applicant to
present:

A copy of ID card or bio data page of the
host's passport; residence permit; proof of
residence (property title deeds, rental
agreements etc, proof of income).

a document from the establishment providing
accommodation or any other appropriate
document indicating the accommodation

An appropriate document may be:

a document proving the existence of a rental
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envisaged;

agreement

or a property title deed, in the applicant's
name, to a property situated in the Member
State of destination

confirmation of the booking of an organised
trip or any other appropriate document
indicating the envisaged travel plans;

in the case of transit: visa or other entry
permit for the third country of destination;
tickets for onward journey;

Documents regarding the itinerary should be
completed with documents regarding the
means of transport:

reservation of return or round ticket (if
travelling by a public mean of transport); or,

drivers licence, car insurance (if travelling by
private car);

(4) for journeys undertaken for political, scientific, cultural, sports or religious events

or other reasons:

a) "active" participants (e.g. lecturers,
athletes, performers)

- invitation, enrolments or programmes
stating (wherever possible) the name of the
host organisation and the length of stay or
any other appropriate document indicating
the purpose of the journey;

The supporting document shall mention the
duration of the event.

In the case of an invitation by a non-profit
organisation to an event:

Representatives of non-profit organisation:
should present an official document stating
that the organisation is registered as such and
that the applicant represents it.

Where relevant, it should be established
within local Schengen cooperation, which is
the authority competent for such registration.

b) "passive" participants (e.g. audience,
supporters)

- entry tickets,

In the case of an invitation by a non-profit
organisation to an event:

Participants in events organised by non-profit
organisation should present an official
document stating that the organisation is
registered as such.

Where relevant, it should be established
within local Schengen cooperation, which is
the authority competent for such registration.
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5) for journeys of members of official delegations who, following an official invitation
addressed to the government of the third country concerned, participate in meetings,
consultations, negotiations or exchange programmes, as well as in events held in the
territory of a Member State by intergovernmental organisations:

a letter issued by an authority of the third
country concerned confirming that the
applicant is a member of the official
delegation travelling to a Member State to
participate in the above-mentioned events,
accompanied by a copy of the official
invitation;

For holders of diplomatic, service/official or
special passports: such passports are
specifically issued to be used for journeys
with an official duty purpose. Therefore, it
should be the issuing authority (or the
competent administration) which applies for
the visa. Additionally a note verbale from the
Ministry of foreign affairs of the issuing
authorities must be presented (or, if the
application is submitted in a country other
than the applicant's country of origin, from
the third country's diplomatic mission).

This includes events held by an EU
institution.

6) for journeys undertaken for medical reasons:

- certificate from a medical doctor
(designated by the consulate) and/or a
medical institution that the claimed necessary
medical treatment is not available in the
applicant's country of origin

- an official document of the receiving
medical institution confirming that it can
perform the specific medical treatment and
the patient will be accepted accordingly

- proof of sufficient financial means to pay
for the medical treatment and related
expenses;

- proof of prepayment of the treatment;

- any other correspondence between the
sending medical doctor and the receiving
hospitals, if available.
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B. DOCUMENTATION ALLOWING FOR THE ASSESSMENT OF THE
APPLICANT'S INTENTION TO LEAVE THE TERRITORY OF THE MEMBER
STATES BEFORE THE EXPIRY OF THE VISA

The assessment of the applicant’s intention to leave the territory of the Member State before
the expiry of the visa depends mainly on the stability of his/her socio-economic situation in
his country of residence: stability of the employment, of the financial situation, of the family

ties. This assessment leads to the determination of a risk.

Additional comments and examples

(D) reservation of or return or round
ticket

In general a paid return ticket is not required
but can be requested in exceptional
circumstances.

2) proof of financial means in the
country of residence

“Financial means” may be proved by recent
bank statements showing movement of
means over a certain period (minimum the
last three months).

3) proof of employment

“Employment” may be proved by a work
contract; certificate of employment; or
information on professional status, bank
statements, proof of social security
contribution.

4) proof of real estate property

“Real estate property” may be proved by
title-deed.

5) proof of integration into the country

of residence: family ties; professional status.

“Family ties” may be proved by a marriage
certificate or any document regarding parents
and/or children and their place of residence.

C. DOCUMENTATION
SITUATION

IN RELATION TO THE APPLICANT'S FAMILY

Additional comments and examples

(1) consent of parental authority or legal
guardianship (when a minor does not travel
with them);

The consent of the parental authority or legal
guardian should be requested from applicants
less than 18 years of age, irrespective of the
age of majority in the country of residence,
and therefore irrespective of discrimination
which may exist between the sexes regarding
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the age of majority.

The consulate shall accept a consent given in
the legal form of the country where the minor
resides.

(2)  proof of family ties with the
host/inviting person.

6.2.2.  Proof regarding the means of subsistence

The applicant shall present proof that he possesses sufficient means of subsistence both for
the duration of the intended stay and for the return to his country of origin or residence, or for
the transit to a third country into which he is certain to be admitted, or that he is in a position
to acquire such means lawfully.

The proof may be constituted by:

a) recent bank account statements showing movements over a certain period (at least
the last 3 months)

b) credit card(s) and a credit card account statement

c) cash in convertible currency

d) traveller's cheques

e) salary slips

f) certificate of employment

g) registered proof of sponsorship and/or private accommodation

Consulates shall calculate what is considered as “‘sufficient means of subsistence” on the basis
of the reference amounts set by Member States, See Annex 18.

Consulates shall take into account:

e whether accommodation is provided free of charge to the applicant

e whether the cost of the stay is covered entirely or partly by a reliable sponsor
Consulates should be aware that, in some countries, a loan may be obtained in cash just for
the purpose of presenting the equivalent of the requested means of subsistence to the
consulate and the cash is returned when the visa application has been submitted. In such

countries, consulates may refuse to accept presentation of cash as proof of means of
subsistence.

6.2.3. Treatment of "*bona fide' applicants

A “bona fide” applicant is an individual applicant known to the consulate for his integrity and
reliability, (in particular the lawful use of previous visas), and for whom there is no doubt that
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he will fulfil the entry conditions at the time of the crossing of the external borders of the
Member States. Consulates may waive the requirement to present documents regarding the
purpose of the journey, accommodation and the means of subsistence in the case of "bona
fide" applicants. Such bona fide status should be determined on an individual basis.

Consulates may, in relation to reliable international companies, accept that specific employees
in a given third country benefit from a "bona fide” status. Specific supporting documents
should be required to prove this status and the company concerned should designate a contact
person who can confirm the authenticity of the submitted supporting documents.

High income or assets, employment in a certain company or membership of a certain
organisation do not automatically imply a "bona fide" status.

6.2.4.  Specific supporting documents when applying for an airport transit visa

The following documentation should be presented when an application for an airport transit
visa is lodged:

— proof of plausible/logical intended itinerary;

Example: An applicant indicates that he wishes to travel from Conakry (Guinea) to
Casablanca (Morocco) via Paris (France) even if direct flights exist.

The applicant should be invited to explain the reasons for the itinerary

— proof of the intention of carrying out the onward journey: continuation ticket, visa
for the next and/or final destination;

- the applicant's intention not to enter the territory of the Member States should be
verified on the basis of an assessment of the stability of his socio-economic situation
in his country of residence .

6.3. Travel Medical Insurance

Legal basis: Visa Code, Article 15

When applying for a uniform visa for one or two entries, the applicant shall present such
proof to cover the intended visit(s) upon submission of the application. In case a multiple-
entry visa is applied for, the applicant shall present proof of travel medical insurance covering
the first intended stay. In such cases the applicant must sign the statement in the relevant field
of the application form indicating that he is aware that he must hold adequate travel medical

insurance for future visits as well.

The insurance should be taken out in the applicant's country of residence, but if that is not
possible, insurance can be taken out elsewhere. Third parties, e.g. an inviting person, may
take out insurance on behalf of the applicant.
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6.3.1. Who is exempt from presenting proof of travel medical insurance?

Holders of diplomatic passports do not have to present proof of travel medical insurance.

Family members of EU and Swiss citizens are exempted from the requirement to produce
travel medical insurance. This exemption is in line with the exemption of this category of
persons from filling in field no. 33 of the application form.

The insurance requirement may be considered to have been met where it is established that an
adequate level of medical insurance may be presumed in the light of the applicant's
professional situation. The exemption from presenting proof of travel medical insurance may
concern particular professional groups, such as seafarers, who are already covered by travel
medical insurance as a result of their professional activities.

Persons applying for an airport transit visa are not required to present proof of travel medical
insurance, as holders of such visa are not allowed to enter into the territory of Member States.

6.3.2.  What is an adequate travel medical insurance?

The insurance shall be valid throughout the territory of the Member States and cover the
entire period of the applicant's intended stay or transit within the validity of the visa, i.e. the
insurance shall only cover the period of effective stay, and not the validity of the visa.

The minimum coverage shall be EUR 30 000.

Certain credit card companies include travel insurance as one of the advantages of the credit
card. If the coverage offered is in conformity with the criteria in the Visa Code, such credit
cards may be accepted as valid insurance.

If the insurance presented is not considered adequate, this should not automatically lead to
refusal of the visa application, but the applicant should be allowed to provide such proof
before the final decision on the application can be taken.

Within local Schengen cooperation, information on insurance companies offering adequate
travel medical insurance, including verification of the type of coverage, should be shared, see
Handbook for the organisation of visa sections and local Schengen cooperation, Part II, point
2.3.
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7. EXAMINATION OF THE VISA APPLICATION

Legal basis: Visa Code, Article 21

7.1. Basic principles

Once the consulate has established that it is competent for dealing with a visa application (see
chapter 2), that the application is admissible (see point 4.5), and the travel document has been
stamped (see point 4.5.2), the VIS should be consulted and the application file should be
created in the VIS, when applicable, and the visa application shall be examined to:

— ascertain whether the applicant fulfils the entry conditions,

— assess the risk of illegal immigration and the applicant’s intention to leave the
territory of the Member States before the expiry of the visa applied for, and

— assess whether the applicant presents a risk to the security or public health of the
Member States.

The depth of the examination depends on the risk presented by the applicant according to his

nationality, local circumstances, his profile and personal history.

A previous visa refusal shall not lead to an automatic refusal of an application and each
application must be assessed on its own merits and on the basis of all available information.

As regards the specific rules relating to applicants who are family members of EU and Swiss
citizens, see Part III.

Specific aspects when assessing the following specific cases are described below:

— airport transit visas, (point 7.13);
— minors (point 7.14 ).

7.2. Creation of an application file and consultation of the VIS

THIS POINT APPLIES ONLY IN CONSULATES WHERE THE VIS HAS BECOME
OPERATIONAL

When creating the application file, the consulate should consult the VIS to check the "history"
of the visa applicant which may have been recorded.

The reliability of the consultation depends on the quality of the personal data entered. The
consulate should be aware that entering incorrect personal data could lead to false rejection or
false identification.

The consulate should also be aware that a visa applicant not being recorded in the VIS does
not necessarily mean that he never applied for a visa, but only that no information has been
recorded in the VIS yet. This is due to the fact that the VIS will be rolled out progressively
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until all Member States' consulates in all parts of the world have been connected and visas
applied for before the roll out are not recorded in the VIS.

In case a file is found concerning the applicant in the VIS, consulates shall examine the results
of the VIS consultation to avoid false identification resulting from, for example, identical
names and take account of the information stored.

7.3. The authenticity and reliability of documents and statements

When examining the application, the consulate must take into account authenticity and
reliability of the documents presented and of the applicant’s statements, whether verbal or in
writing. The level of reliability of documents depends on the local conditions and may
therefore vary from one country to another and from one type of document to another. Within
local Schengen cooperation consulates should share information and establish best practices.

When the applicant's verbal or written statements lack coherence or appear suspicious, they
should be double-checked.

Examples:

e Some documents are officially harmonised or, by tradition, have a similar appearance;
consulates should be aware of documents not following the usual pattern or with odd or
outdated features;

e If, in a given host country, work contracts are frequently drawn up for friends or relatives
to facilitate the issuing of a visa, although the persons concerned are not actually
employed, but if, in the same country, all employees have to be registered by an official
agency, a good practice would be to include the registration certificate, where available, as
supporting document;

e Information confirming the validity of supporting documents or invalidating them may be
available on—line: consulates should share such information and check systematically
(where the risk is high), when suspicious document are submitted or randomly (where the
risk is low), the actual existence of such documents;

e A required supporting document may generally, and irrespective of the applicant's personal
situation, be difficult to obtain in a given location, therefore leading visa applicants to
frequently submit fakes without any intention to immigrate illegally. Under such
circumstances, consulates may reconsider the necessity of requesting that particular
document.

7.4. The travel document

Whereas the validity of the travel document should have been checked when the consulate
establishes whether the application is admissible or not (see point 4.1), it shall at this stage
verify that the travel document presented is not false, counterfeit or forged.

Within local Schengen cooperation, consulates should exchange information regarding the use
of false, counterfeit or forged travel documents.
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Recommended best practices for checking whether a travel document is false, counterfeit or
forged:

- comparison with genuine specimen of the document;

- examine the travel document in order to rule out the possibility that it is counterfeit or
forged, by checking the numbering, the printing and stitching of pages, inserted seals and
stamps; the inclusion of other persons than the holder and all corrections made in the
document especially at the personal data page should be clarified by the traveller;

- use of equipment such as UV lamps, magnifying glasses, retrieval lamps, microscopes and,
where necessary, more advanced equipment such as video spectral analysers;

- if the necessary equipment is available and an ePassport is presented, it should be verified
that the chip signature has not been compromised.

Given that verification of whether a travel document is false, counterfeit or forged can be both
time consuming and difficult, it is recommended that document specialists such as Police
Liaison Officers are consulted and that up to date knowledge is ensured through training.

Recommended best practice in case a false, counterfeit or forged travel document is
detected: such documents should never be returned to the holder but preferably the offence
should be denounced and the document transmitted to the authorities of the issuing third
country. However, in case of disproportionate punishment for such offence on the part of the
third state concerned, the consulate should not make such denunciation to the authorities of
third country concerned.

7.5. The purpose of the intended stay

The consulate shall verify the purpose and the legality of the intended stay and the applicant's
justification of the purpose of the intended stay and its legality. A large number of invitations
from the same host/referee could indicate that the purpose of travel is illegal immigration
and/or employment.

The consulate shall obtain as ample information from the applicant upon submission of the
application as possible in addition to the supporting documents in order to verify the purpose
of the journey.

Therefore, the consulate must in particular check:

— whether the travel document contains a stamp indicating that the holder has
previously lodged an application that has been considered admissible at a consulate
of another Member State but no visa was issued : in such cases the consulate who has
affixed the stamp should be contacted and the reasons for the non-issuance clarified;
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whether the purpose corresponds to a stay not exceeding 90 days: if the supporting
documents show that the intended stay would exceed 90 days per period of 180 days,
the visa applied for should be refused and the possibility of issuing a national long
stay visa or a residence permit may be examined in accordance with national law,
where applicable;

whether the declared purpose is coherent and credible and the supporting documents
correspond to the stated purpose:

Examples of incoherence between declared purpose of stay and factual information provided:

an applicant claims to travel to an industrial area, staying in a cheap hotel, for the
purpose of tourism;

an applicant claims to visit a professional event at dates that do not correspond to the
actual dates of the event;

an applicant claims that the purpose of the trip is to visit a friend, but it turns out that the
person concerned is absent during that period;

a trader in jewellery claims to have been invited to attend a medical conference.

Example: A third country-national indicates that the purpose of his trip is to participate in a
congress; he presents an invitation but no documentation showing that he holds a profession
or a qualification related to the subject of the congress.

The stated purpose is not credible.

whether the purpose of travel is justified: an application for a visa for medical
treatment where local treatment is available may hide an intention to abuse social
welfare in the Member State. However that may not always be the case: the applicant
may wish to receive medical treatment where other family members reside; or wish
to be treated by a doctor who has treated him previously;

whether the purpose of travel follows a pattern for illegal employment or
immigration: individual applicants coming from the same region and always booking
at the same hotel could be suspicious;

whether the purpose is against the national interest of all Member States or of a
specific Member State for reasons of security, public order or external relations.

Consulates should be aware that a journey may have several different purposes within the
same Member State or in the territories of several Member States, e.g.:

business meeting followed by a weekend of tourism;
paid activity combined with private visit to friends;

training followed by a religious pilgrimage.
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7.6.

The conditions of the intended stay

The consulate shall verify the applicant's justification for the conditions of the intended stay:

7.6.1.

accommodation during the stay;

the possession of sufficient means of subsistence, both for the duration of the
intended stay and for the return to the applicant’s country of origin or residence, or
for the transit to a third country into which he is certain to be admitted, or is in a
position to acquire such means lawfully. In order to assess the means of subsistence,
the reference amounts set by individual Member States must be taken into account;

How to verify the sufficient means for leaving the territory of the Member
States

The consulate should check the following:

7.6.2.

if no transport ticket has been presented, it should be checked whether the applicant
possesses sufficient financial means to acquire a transport ticket;

if the applicant wishes to leave the territory of the Member States by a private means
of transport, the consulate may request proof of such private means of transport
(registration, insurance) and the driver’s or pilot's licence. The consulate may also
request documents regarding the state of that means of transport;

if the applicant has presented an onward ticket, it should be checked whether he is in
possession of a visa or any other document allowing the entry into the intended
country of destination.

How to estimate the sufficient means of subsistence for the stay

The consulate should estimate both the amount o