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1. Introduction

The information presented in this document is for all participants of the 5th Tokyo International Conference on African Development (TICAD V) Ministerial Preparatory Meeting, which will be held from 16 to 17 March, 2013 in Addis Ababa, Federal Democratic Republic of Ethiopia.  The Meeting will be held in the Large Conference Hall of the New Conference Center at the African Union Headquarters in Addis Ababa, ETHIOPIA. 
2. Participation

Each participant is required to fill in the attached ANNEX 1 “Registration/Questionnaire Form” and return it to the accredited Japanese Embassy or Japanese Embassy in Addis Ababa no later than Monday 4 March, 2013.
3. Delegation List/ ID Cards/Car Passes
Every delegation is required to submit a Delegation List of all members of their delegation, including participants who are residing and attending the Conference from Addis Ababa (i.e. Participants from Embassies in Ethiopia).  The Delegation List, attached as Annex 2 , should be submitted to the accredited Japanese Embassy or Japanese Embassy in Addis Ababa, no later than Monday 4 March, 2013.

ID cards and Car Passes will be issued in the GHION HOTEL in Addis Ababa from Wednesday 13 March, 2013 to Saturday 16 March, 2013 between 9AM and 7PM.  Every delegation should collect their ID cards and Car Passes (if necessary) during this period, in order to facilitate their access to AU conference facilities.  Shuttle Buses will be provided from three designated Hotels to GHION Hotel for accreditation from Wednesday 13 March to Saturday 16 March.
GHION Hotel

Tel No 0115513222 / Fax No 0115505150

Web Address  http://www.ghionhotel.com.et/
ID Cards will be issued for each delegation based on Annex 2, and Car Passes will be issued based on Annex 3.  These two Annexes should be submitted to the accredited Japanese Embassy or Japanese Embassy in Addis Ababa, no later than Monday 4 March, 2013. 
For security reasons, the “no registration, no access” rule shall be strictly applied and will be enforced throughout the period of the conference. 

4. Accommodation

The Japanese Government will NOT cover accommodation and other related costs. Hotel rooms should be reserved by respective members of delegations. 
For reservations for Sheraton, Hilton or Radisson BLU (these are the designated hotels), please submit the hotel reservation sheet in ANNEX 4-(i)-(iii) to the respective hotels directly, before Monday 4 March, 2013 at the latest.  The reservation number for the said three hotels will be sent to the delegation’s email address which should be provided in each hotel’s reservation sheet. 

For those who wish to reserve a hotel other than the above-mentioned three hotels, please refer to the List of Hotels provided in ANNEX 4(iv) and reserve rooms directly with the respective hotels.  
Sheraton Addis (ANNEX 4-i)
Website: http://www.sheratonaddis.com/

TEL: +251.115.171.717  FAX: +251.115.172.727  

Email: Getachew.Melese@luxurycollection.com
Hilton (ANNEX 4-ii)
Website: http://www3.hilton.com/en/hotels/ethiopia/hilton-addis-ababa-ADDHITW/index.html

TEL: +251.115.170.000  FAX: +251.115.511.718  

Email: Abebe.Temesgen@hilton.com  /  Mahder.Girma@hilton.com
Radisson BLU (ANNEX 4-iii)
Website: http://www.radissonblu.com/hotel-addisababa

TEL: +251.115.157.600  FAX: +251.115.157.601  

Email: zinna.zamora@radissonblu.com
5. Transportation

5-1: Heads of Delegation 
  The Ethiopian Government shall provide transportation for the delegations as follows: 

· For Minister or Head of Delegation of African countries(Ministerial Level)
     One(1) Limousine, One(1) Security or Protocol car
· For Head of African Regional Organizations (Ministerial Level)
     One(1) Limousine

· For Head of Delegation of Co-organizers

     One(1) Limousine

5-2: Participants who stay at Designated Hotels
  Shuttle bus services will be provided by the Japanese Government between the Bole International Airport Terminal 1 / Terminal 2 and Sheraton Hotel – Hilton Hotel – Radisson BLU from 13 to 17, as well as between these three designated hotels and the Conference Center of the African Union, from 14 to 17 March, 2013.
  Those who wish to use the shuttle bus service on arrival / departure should make a request by filling in the attached ANNEX 1 “Registration/Questionnaire Form” form with precise details of flights and the name of the designated hotel.
  For the collection of ID card and Car Passes, Shuttle Buses will also be provided from three designated Hotels to GHION Hotel from Wednesday 13 March to Saturday 16 March.
5-3: Participants who stay at Non-Designated Hotels
  Please note that transport will NOT be arranged for the participants staying at non-designated hotels.  Those who can arrange their respective Embassies’/Organizations’ cars in Ethiopia are recommended to do so. 

6. Flights
  The Japanese Government will NOT cover air fares and other related costs.  All necessary travel arrangements should be made by delegation members.  Prior medical checks and travel insurance coverage are strongly recommended for all participants.

7. Visas
For those who are unable to obtain entry visas in advance, visas will be issued upon arrival at the Bole International Airport of Ethiopia, ONLY in Terminal 2. Please note that there is NO On Arrival Visa Office in Terminal 1.  Therefore, those who arrive in Terminal 1, and do not have a entry visa, should first go to Terminal 2 for visa issuance, then proceed back to Terminal 1 for the immigration procedure. 

For those who wish to seek this arrangement, copies of their valid passports should be sent with Annex 1 “Registration / Questionnaire Form” to the accredited Japanese Embassy or Japanese Embassy in Addis Ababa.  A copy of the said form (Annex 1“Registration/Questionnaire Form”) should be presented upon arrival at the Bole International Airport in Addis Ababa.

You may also use the copy of the said form and this Administration Note to verify your participation in this Ministerial Conference, if you are asked to do so at your airport of departure.

8. Arrival assistance at the Airport

A TICAD Welcome Desk will be set up after the Immigration Counter at Bole International Airport, Terminal 2.  The Welcome Desk will provide any assistance upon each delegation’s arrival in Addis Ababa.  There will NOT be any TICAD Welcome Desk in Terminal 1 of the Bole International Airport.  Therefore, for those who arrive at Terminal 1 and require any assistance, please call the TICAD Welcome Desk Phone Service +251.911.200.715.
Foreign Ministers shall be assisted by protocol officials of the Ministry of Foreign Affairs of Ethiopia upon arrival by private or commercial plane.  The Foreign Ministers shall be escorted to the VIP Salon and may make a brief stay there.  The Foreign Ministers shall then be escorted to their designated vehicle and will proceed to their respective accommodation.
9. Security
Security checks will be conducted at the designated Hotels and the Conference Center of the African Union. The Ethiopian Government will make all the necessary security arrangements during the meeting.  For the smooth facilitation of the entry of Security Officers of each delegation, the Security Officers who are accompanying Ministers should be included in the ANNEX 2 “Delegation List” to be communicated to the Ethiopian Government no later than Monday 4 March, 2013.  In addition, if the Security Officer would like to carry Firearms and Radio Communication Equipment, please fill out the ANNEX 5 “Firearms Registration Form” and ANNEX 6 “Radio Communication Equipment Form”.  
All firearms being brought into Ethiopia must receive permission prior to the arrival of the Delegation through the submission of the above-mentioned request forms in advance.

10.  Press

Only the opening and closing sessions, will be open to the press.  A Joint Press Conference by TICAD Co-organizers and the Government of Ethiopia will take place in the afternoon of Sunday 17 March, 2013 at the Conference Center of the African Union.
The press who wish to cover the event should fill in the attached ANNEX 7 “Registration/Questionnaire for Press Form” and ANNEX 8 “Media Equipment Form” and submit it to the Japanese Embassy accredited to their countries or Japanese Embassy in Addis Ababa no later than Monday 4 March, 2013.
Those who wish to use the shuttle bus service on arrival / departure should make a request by filling in the attached ANNEX 7 “Registration/Questionnaire Form” form with precise details of flights and the name of the designated hotel.
11.  Bilateral Meetings
For those who wish to arrange bilateral meetings at the AU Conference Center on the margin of the TICAD V Ministerial Preparatory Meeting, Caucus Rooms on the 3rd floor will be available upon written requests by each participant. Please fill the form attached as ANNEX 9 and submit it to the desk, which coordinates the room reservation arrangement, to be located at the 3rd floor of the Conference Center, 15 minutes prior to each bilateral meeting.   
12. Contact Points for Information

The Task of coordinating the preparatory work which will oversee the proper implementation of protocol and facilitation will be handled by the Joint Trilateral Secretariat of the Preparatory Committee (Government of Ethiopia, Government of Japan, and the AUC).  

For the smooth facilitation of the preparatory activities, the following officials are available for any inquiry regarding the administrative information:
	Joint Secretariat of the Preparatory Committee: Contact Persons
Ministry of Foreign Affairs of Ethiopia 
(1)
Mr. Elias Ashebir Amare


Deputy Chief of Protocol, MFA


E-mail : eliasash2@gmail.com


Mobile: +251-911-210-234
(2)
Mr. Tesfaye Mekonnen


Coordinator from NISS


E-mail: plato5031@yahoo.com


Mobile: +251-911-302-723

(3)
Mr. Bezabeh Tegu


Coordinator in Charge of State Protocol and Accomodation Related Issues, MFA


E-mail: tigub@yahoo.com


Mobile:+251-911-314-652

(4)
Mr. Yemane Asfaw


Coordinator in Charge of Conference Related Issues, MFA


E-mail: asfawyemane@yahoo.com
 
Mobile:+251-913-568-637

(5)
Mr. Robel Admassu


Coordinator in Charge of Badges and Car Passes Related Issues, MFA


E-mail: jcrolway-glory@yahoo.com 
 
Mobile:+251-911-419-412

Embassy of Japan in Ethiopia 


Mr. Ryuichiro KOBAYASHI


First Secretary of Embassy of Japan in Ethiopia


E-mail : ryuichiro.kobayashi@mofa.go.jp


Mobile: +251-911-502-065
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