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NIJMEGEN MARCHES 2010 STAGE 2: TEAM MEMBER DECLARATION 
NMRO GUIDANCE INSTRUCTIONS
References: 
A.
2009DIN07-124 dated September 2009.
B.
NM10 Joint Service Entry Procedures and General Information Booklet. 

INTRODUCTION

1.
Registration.  The Nijmegen Marches 2010 (NM10) will take place from 20–23 Jul 10.  Your team has been accepted and initially registered as part of the British Military Contingent (BMC), subject to the following:

a.
Successful completion of an approved qualifying event in accordance with Reference A.

b.
Completion of the remaining 2 stages of the entry process outlined in Reference B within the deadlines published in Reference A.

2.
BMC Allocation.  For NM10, the Stichting De 4DAAGSE has capped participation at 45,000 people, a sensible restriction in terms of congestion on the roads.  In addition, the Dutch Military Authorities have imposed a ceiling of 6,000 military personnel to be accommodated at Heumensoord Camp.  Of this number the BMC have been allocated 900 places; split between Land and RAF-sponsored participants.  Teams entering NM10 were selected on a first-come, first-served basis with the remaining teams placed on a reserve list.  These reserve teams will be called forward as and when places become available (through withdrawal of other teams/personnel due to Op commitments, injury etc).
3.
JS Entry Procedures and General Information Booklet.  Reference B is considered to be essential reading for all those involved in NM10, irrespective of whether they have participated before.  There have been several MAJOR changes this year and you are advised to pay particular attention to the arrival/departure restrictions, final march past procedures and dress regulations.  

STAGE 2: TEAM MEMBER DECLARATION
4.
The guidance contained within this document is given to assist Team Managers (TM) / Team Leaders (TL) when completing the Stage 2: Team Member Declaration entry form at Annex A.

5.
Annex A is divided into 2 parts:

a.
Part One.  Part one relates to the team as a whole.  This includes team details and size, fees paid and basic travel plans.  All fields shown yellow are to be completed.  Once data is entered into these cells the shading will disappear.  Hence, once all required fields have been completed no yellow shading should be present on the sheet.
b.
Part 2.  Part 2 of Annex A relates to the personal details of each member of the team.  This includes basic information such as name, rank, service number etc but also asks for details of previous Nijmegen experience, EHIC and NOK.  TL will also be asked to nominate one member of the team to participate in the Opening Ceremony. 
6.
Required Fields.  For each required field of the entry form, guidance comments will appear when the entry box is selected i.e. when you click on the box in order to enter the information.  This is done to help the TM/TL to complete the details correctly.

7.
Reserve Marchers.  Teams who have fully trained and qualified personnel as reserves are not to enter the details of these personnel on the same entry form as their main team members.  Reserves may be listed on a SEPARATE Annex A and sent to the NMRO at the same time as that containing the details of the main team.  Reserve personnel should be listed in order of selection should places become available.  Due to Stichting De 4DAAGSE restrictions, replacements of personnel are not permitted after 31 May 10.  Only withdrawals will be accepted beyond this date.
GUIDANCE TO COMPLETION OF PART ONE: TEAM DETAILS
8.
Team Details.  Enter the team details as follows:

a.
Team Name.  Enter the team name as per your Stage One entry form.

b.
BMC Ref.  The BMC reference is the 4 digit number that was issued to you by the NMRO in your Stage One “Acceptance Confirmation” email.

9.
Team Size.  Enter the number of males and females in your team.  Check that the figure in the total box is correct.  This should be equal to the number of places you were allocated in the Stage One “Acceptance Confirmation” email issued by the NMRO.  Any discrepancies between these numbers should be discussed with the NMRO at the earliest opportunity.  The minimum team size is 11 personnel.
10.
Fees.  Please enter your sponsor, Land or RAF (for description of sponsorship see para 6 of Reference B available at http://www.bfgnet.de/Community/nijmegen.htm) along with the total fees you paid during your Stage One entry.
11.
Logistics.  For NM10, all BMC participants are to arrive at Heumensoord Camp between 0830 and 1400 hrs on Sat 17 Jul.  This is more limiting than in previous years due to a tightening of regulations by the Dutch Authorities.  For departure, all personnel will be required to vacate Heumensoord Camp by 1030 hrs on Sat 24 Jul.  No team transport will be allowed to enter the Camp on Fri 23 Jul.  All TL are to ensure that travel arrangements take these limitations into account and that ALL members of their team will be arriving within the time bracket stated.  TM/TL should enter their ETA for Heumensoord Camp and main method of transport for Sat 17 Jul along with their ETD and main method of transport for Sat 24 Jul in the logistics table of Annex A.

GUIDANCE TO COMPLETION OF PART 2: TEAM MEMBER DETAILS

12.
Personal Details.  The Service Number, Rank, Surname, Forenames, Initials, Gender and Date of Birth should be entered for each member of the team.  The rank and gender fields must be selected from the associated drop-down lists.  Enter the TL details on the first row, followed by the details for each of the remaining members of the team, in alphabetical order of Surname. 
13.
Nationality Code.  Nationality must be selected from the associated drop-down list.  This list has been created to match that of the Stichting De 4DDAGSE as its contents may be used to identify personnel who should participate in the Opening Ceremony i.e. the organisers of the Opening Ceremony try to include a representative from every nation taking part in the Marches.  If an individual is of a nationality not included on the list please contact the NMRO with details.

14.
Service Type.  Please select the correct Service (RN, Army, RAF etc) for each participant from the drop-down list.

15.
Service ID Card Held.  All personnel with Service ID cards, such as the MOD Form 90, should enter “Yes” here.  Certificates in lieu of a Service ID card are not acceptable.  Personnel who do not hold a formal Service ID card (cadets, cadet adult staff etc) should enter “No” in this field.  These personnel will be issued with a BMC ID card by the NMRO during Stage 3 of the entry process.  TM/TL will be responsible for ensuring these cards are completed and laminated in time for the Marches.  Each participant will require a passport-sized photograph to attach to the card.
16.
UIN.  The correct UIN must be entered for each marcher.  These should match those declared during Stage One of the entry process, or else additional CO approval must be attached to the Stage 2 application.  The NMRO will check that CO approval has been supplied for all affected UINs.

17.
4Daagse Registration Number.  The 4Daagse Registration Number is a unique 6-digit number issued to every Marcher who has ever completed the Nijmegen Marches.  The Stichting De 4DAAGSE uses this number to track participation of entrants i.e. how many marches they have completed, what medal they are eligible for, what year they last entered the Marches etc.  Returning marchers (anyone who is not completing the march for the first time in 2010) are required to provide the NMRO with their 4Daagse Registration Number here.  Failure to do so will result in the marcher receiving the number one medal again – this is controlled by the Stichting De 4DAAGSE and is out of the control of the NMRO.  For first-time marchers, leave this field blank as they will not be issued with a number until they have completed the Marches this year.  It is the responsibility of all participants to check/find out/keep a record of their own 4Daagse Registration Number.  All participants should check their 4Daagse Registration Number (whether they know it or not) by navigating to the Participation > My Four Days Marches page on the 4Daagse website at www.4daagse.nl/index.php/en/participation /my-four-days.html and carrying out the following actions: 

a.
If the 4Daagse Registration Number IS known, personnel should enter it (Inschrijfnummer), along with their Date of Birth (Geboortedatum) in the boxes provided in order to login.  They should then check that all their personal details are correct.  In particular that the last medal awarded (Laatste Beloning) is correct.  Note that the address shown is that of the BMC, not of the individual themselves.  Do not attempt to change this.

b.
If the 4Daagse Registration Number IS NOT known, personnel should follow the link below the login boxes (Inschrijfnummer vergeten?).  They will need to fill in their Date of Birth (Geboortedatum) and Surname (Achternaam) along with the following postcode 41179 (this is the postcode of the BMC).  The correct 4Daagse Registration Number will now appear in the Inschrijfnummer box.  Personnel should then login and check their details as per para 17a.

c.
If the last medal awarded details are incorrect, or if an individual still cannot find their 4Daagse Registration Number, that person will need to contact the Stichting De 4DAAGSE directly in order to resolve the issue via administratie@4daagse.nl.  When contacting them please label the email subject as: Delegation UK 2010.  Personnel will need to have their full name, date of birth and year of last participation to hand.

18.
Quantity of Previously Completed Nijmegen Marches.  As the title suggests, this is the number of times the entrant has completed the Nijmegen Marches successfully.  First-time marchers should enter 0.  The entry form will not allow returning marchers to enter anything other than 0 unless they have also supplied their 4Daagse Registration number.  The figure entered in this field must match the “last medal awarded” figure shown on the 4Daagse website. 
19.
Entry Type.  The first row of the table should contain the details for the TL; therefore, the entry type should be “TL”.  The entry type for the remaining team members should be entered as “M” for Marcher.  For personnel who have been granted permission by the NMCO to march as individuals, “I” should be entered.  As stated in para 7, reserves are to be listed in a separate Annex A to main team members.  In this case “Res” would be entered under entry type.  
20.
Qualifier Code.  Select the event at which the individual qualified from the drop-down list.  For any personnel wishing to qualify at an event other than those listed in para 11 of Reference B, the TM/TL is to seek approval from the NMRO, having provided a completed “Request to Complete Local Qualification” form and the associated paperwork.  TM/TL should be aware of the proximity of the Stage 2 deadline, 14 May 10, to some of the qualifying events and are advised to prepare Annex A prior to attending these events such that prompt submission can be made once qualification is complete.
21.
EHIC Details.  All personnel are to carry a valid, in date European Health Insurance Card (EHIC) during their deployment to Nijmegen.  The TL will be directly responsible for any medical costs incurred by personnel who fail to do so (they will not be met by the BMC).  The Personal ID Number, Institution ID Number and Card ID Number are all shown on the EHIC itself and are to be entered into the 3 relevant fields.  E111 forms are no longer valid and are not to be used in lieu of an EHIC.
22.
Next Of Kin Details.  For each participant, enter the Surname, Initials, Name Known As, Relationship, Contact Address and Contact Telephone Number for the Next of Kin / Emergency Contact.  This information will be used in compassionate cases and/or emergencies and therefore it is critical that the details given are correct. 
23.
Opening Ceremony Representative.  TL should nominate one member of their team, whose bearing and turn-out is of the highest order, to represent the UK military delegation by taking part in the Opening Ceremony.  More details on this event can be found in Reference B at http://www.bfgnet.de/Community/nijmegen.htm.  

24.
Date of Birth Verification and Consent Form (Cadet Teams Only).  TM/TL of all cadet teams are required to provide proof of age documents (photocopy of passport, drivers licence or birth certificate) and consent forms for all cadets.  Health Certificates are also required for all cadets and cadet adult staff.  TM/TL are to select the relevant document for each cadet in the Date of Birth Verification column.  The fields labelled Date of Birth Verification Received, Consent Form Received and Health Form Received will be completed by the NMRO on receipt of the required information.  TM/TL are to submit the documents for ALL team members at the same time (include all main team members and reserves) i.e. do not send photocopies of some cadet’s passports, wait until the details for all team members can be sent at once.  Consent forms and health certificates are available to download from http://www.bfgnet.de/Community/nijmegen.htm.  Proof of age documents (DO NOT send originals), consent forms and Health certificates should all be sent by standard post (Recorded or Special Delivery post WILL NOT be signed for and will be returned to sender) to the NMRO at the following address:

Flt Lt K S Marshall


Nijmegen Marches Registrations Officer


c/o LXX Sqn


RAF Lyneham


Chippenham


Wiltshire


SN15 4PZ

SUBMISSION OF ANNEX A
25.
 Formatted Cells.  Certain cells within Annex A are formatted so that inconsistencies and/or errors will be highlighted red i.e. If the number of males indicated in the Team Size box of part one does not match the number of “male” marchers entered in the gender column of part 2 the fields will be highlighted in red.  For all information to be correct on the spreadsheet, no red formatting should be visible.  TM/TL are to check and correct any discrepancies / errors carefully before submitting the entry form to the NMRO.  Failure to do so will result in the form being rejected and your team will be moved onto the reserve list until the correct information has been received.  Do not attempt to change/alter any of the formatting within the form.  Submission of altered forms will jeopardise your entry.
26.
Checklist.  The checklist shown below is provided to assist TM/TL with Stage 2 of the entry process.  Before emailing your completed Annex A to the NMRO and NMCO please check that:


a.
You have completed all required fields in parts one and 2 of the excel spreadsheet.

b.
The completed form contains no yellow or red shaded cells – these must all be corrected before submission.

c.
The total number of people in your team matches the number of places you were allocated by the NMRO in the Stage One “Acceptance Confirmation” email.

d.
The correct 4Daagse Registration Number is entered for each returning marcher.

e.
Reserve personnel details have been entered on an entirely separate Annex A form.  Both forms should be attached to the same email when sent to the NMRO and NMCO.

f.
Cadet Teams Only.  Proof of age photocopies, cadet consent forms and health certificates (cadets and adult staff) are to be sent TOGETHER by standard 1st class post to the NMRO in one envelope.  DO NOT send originals.
27.
Completed Form.  The completed Annex A is to be submitted electronically (in Office Excel 97-2003 format) to the NMRO at bmc.register@googlemail.com, copied to the relevant NMCO (Land NMCO at bmc.nmco.land@googlemail.com; RAF NMCO at bmc.nmco.raf@googlemail.com) by 14 May 10.  Please include your team name and BMC reference number in the subject title of the email.  Teams who fail to complete the Stage 2 requirements before the deadline stated will be moved onto the reserve list where they will remain until all necessary information has been supplied.  Continued failure to meet published deadlines will result in the team being withdrawn from NM10 completely.
Original Signed

K MARSHALL

Flt Lt

BMC NMRO 2010

bmc.register@googlemail.com
Annex:
A.
NM10: Stage 2: Team Member Declaration.
Distribution:
All BMC Sponsored Entries – NM10*

Copy to:

HQPTC – DDSB(RAF)*
CO BMC*
HQAC Comdt* 
NMCO(LAND)*
HQAC DPhysEdO*
NMCO(RAF)*
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