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THE PROCESS FOR INITIAL REGISTRATION AT VICENZA - AS AT 11 FEB 2021

Pre Arrival Administration 

Before booking your trip, check opening and closing times in case there are local holidays or 
changes of which you and the NSE may not be aware. Currently the Privilege card office is only 
open on Thursdays.  

The following must be carried out before going to Vicenza: 

Activity Contact Remarks Time Req’d for 
Appt

Documentation: 
Application AE Form 
600-700A 
Current Posting Order 
NATO Travel Order

UK NSE: 
Tel: 
NCN Ext: 5702 
Civ: 0331-329300 

UK NSE will prepare 
this documentation for 
you. 

NATO ID Card 
(Including Spouse) 

Carabinieri Office UK NSE will prepare 
the documentation for 
this process and will 
assist

Book Installation Pass 
Appt 

Installation Pass Office 
Vicenza booking LINK
(NU or MODNet only) 

Most appointments are 
now booked online via 
an NU or MODNet 
computer.  

15 Mins (each 
person) 

Book Privilege card Appt UK NSE: 
Tel: 
NCN Ext: 5702 
Civ: 0331-329300 

The UK NSE can assist 
with the Privelage card 
appointment as this is 
not seen online and 
must be done prior as is 
required for the rest of 
the process. 

15 Mins (Each 
Person) 

Vehicle Plate 
Reservation and 
Number 

Also book Appt online 

Katia Preta: 0444-
712494

LINK (NU or MODNet 
only)

Before arranging 
insurance, contact the 
Vehicle Registration 
Office in order to 
reserve License 
Plate(s) numbers.  

Insurance (2 Options) 
See notes below: 
Vittoria (Solbiate 
Olona/Busto Arsizio) 
Geico/Zurich (Vicenza) 

On Camp next to 
Hairdresser. 
Michela Chiappa on 
0444-305052

You will require your 
Italian Vehicle 
Registration Plate 
number and your UK 
V5 form/export Docs. 

Book Drivers Licence 
Appt 

LINK (NU or MODNet 
only) 

This is for the NEW 
Privately Owned 
Vehicle (AFI/SETAF) 
Driver License or +1 if 
spouse accompanying.

30 Mins (both 
people can be 
seen at same 
time) 

Book Veh Registration 
Appt 

LINK (NU or MODNet 
only) 

The office is normally 
walk ins 0900 till 1400 
but there can be a 
queue so better to book 

Up to an 1Hr 
depending on 
documentation 
being complete 

Book Veh Insp Appt LINK (NU or MODNet 
only) 

This can be booked but 
you may find dates on 

20 Mins per car 
(roughly) 
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calendar do not work 
with rest of 
appointments. When 
you go to Register the 
car, go and speak to 
the Staff to see about 
availability (walk ins can 
happen).

Vehicle plate reservation. 

When you book your plate(s) over the phone, it is best to have your V5 to hand as they will ask for 
engine size, weight and horsepower (HP), if you have more than 1 vehicle. Your primary vehicle 
(the one that you can get your fuel card for) is generally the larger HP vehicle as you only pay road 
tax and tax on insurance for the second car, and the amount is dependent on the HP of the 
vehicle. 

An Italian Plate number is required to complete the Italian Insurance.

Vehicle Insurance:   

This is very costly depending on the car and how long you have owned it. As explained above you 
will also pay tax on a second car (they will know which one as per the Reg No you receive from the 
registration office).  
There are generally 2 types of insurance: 

1. Liability. This is the cheaper option but will only cover you if you are not at fault in an 
accident. If your car is damaged for any other reason (vandalism, Hail (which can cause 
serious damage), your fault etc), you will have to pay the bill. 
2. Comprehensive. This will cover weather, vandalism, fire, theft, and depending on the 
value of your car, it may also include write off action should it be so badly damaged. 

You may either:  

(a). Reserve cover plate registration number through Vicenza and obtain the 
insurance bollo from Vittoria in Solbiate/Busto before travelling to Vicenza. This is an 
office on camp next to the hairdressers and is only open on certain days. There 
could also be a language issue depending on who is at the desk. 

(b). Reserve cover plate registration number through Vicenza and telephone 
Geico/Zurich (Michela Chiappa on 0444-305052), to obtain a quote. Michela can 
email you all the documentation required for registration once payment is made, and 
therefore save you some time on the day. After your car is registered, go to her 
office to sign the insurance documents. 

On the day 

Ensure before you travel down to Vicenza, you have spoken to the registration office to reserve 
plates and have valid Italian insurance. If this is not completed, your trip will be wasted and you will 
have to do this all over again. 

This can be a long day depending on Appt availability and how many passes/cars are being 
registered, and therefore it is essential that you get there early. The process can be stopped by 
timings changing in the Veh inspection Dept for lunch or when they decide to close as this differs 
daily. This could lead to no inspection slot being available that day, meaning either a return trip, or 
an overnight stay at the hotel on camp. As a guide, you can arrive and have your first Appt for 
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0830 at the Installation pass office,  and have completed the whole process for 1400 (bar signing 
Insurance Docs if through Geico/Zurich), on the same day. 

Having done the pre-visit administration, you can now go to Vicenza. You are only normally entitled 
to claim one duty trip to Vicenza; therefore it is essential that you take all documentation with you 
as follows: 

• Documentation provided by NSE (as a backup)

• Passports

• Codice Fiscale

• NATO ID Cards

• Driving Licence (they will accept the Gov.UK paper print out if the plastic card is sent away 
for change of address, but will then only give 60 days on the SETAF Licence meaning a 
return trip to renew)

• Vehicle Documentation – Log book

• Car Insurance Documentation – Italian insurance

• A copy of this Guide (as a reminder)

• $30 and €5 (for each vehicle, with spare Euros depending on cost of road tax for second 
vehicle)

It is strongly recommended that you go with your spouse so that you can get their driving licence in 
the first trip as they require this to be able to legally drive any registered vehicle. 

Follow the order of activity in the flow chart below. The majority of activities are conducted at Camp 
Ederle, but the Vehicle Registration is conducted at a separate location, some 15 mins away from 
the Barrack, and close to the Autostrada exit. 

You will need €5 and $30 US for each Vehicle you are registering, and extra Euros depending how 
many months you wish to pay for road tax (The office recommend only paying 6 months at the start 
and then the rest when you come back in a year to re-register the vehicle). US$ can be obtained 
from ATM machines at Camp Ederle. The Registration office has a card machine, but this can be 
hit and miss if it works. You may also want to warn your bank that you are going as when you use 
your card on camp, it registers as being in America. This could lead to your card being declined 
and further delaying your day 

If you have any problems gaining access to Camp Ederle with your passport/NATO ID Card, 
explain to the Guard that you have an appointment with the Installation Pass Office and if 
necessary ask the Guard to telephone the Office to confirm this.   

Finally, if you intend to do some shopping at the PX/Commissary, please note that it is closed on 
Mondays. 
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Order of Process at Vicenza 

Pre Requirement Activity Contact/Location

Vehicle Plate Number Collect/Pay Insurance Vittoria/Geico

• NATO ID Card  
• Passport  

• Codice Fiscale

• Completed AE 600-700

Installation Pass Bldg 300 
(Camp Ederele – Annex B)

• NATO ID Card  
• Installation Pass 

• Codice Fiscale

• Completed AE 600-700

Privelage pass Building 393 (Downstairs) 
(Camp Ederele – Annex B)

• UK Licence 

• Installation Pass 

• NATO Privilege Pass 

SETAF Drivers Licence Building 393 (Upstairs) 
Driver Testing Office

(Camp Ederele – Annex B)

• UK Licence / SETAF Licence 

• Installation Pass 

• Assignment Order 

• Italian Insurance 

• $30 & €5 + Road tax amount 

Vehicle Registration Vehicle registration office  
(Off base – Annex C)

• Italian Plates Vehicle plate fitting Civ Garage 
(Off base – Annex C) 

• Vehicle Documentation 

• Plates Fitted 

• Complete Vehicle CES 

Vehicle Inspection/MOT Vehicle Inspection Bay 
(Off base – Annex C) 

• Vehicle MOT Certificate Vehicle Registration 
finalization/collection of 

Docs

Vehicle registration office  
(Off base – Annex C)
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Step 1: 

Installation Pass. Go to Bldg 300 (See map). Original copies of the application forms must be 
taken with you along with a form of ID, NATO ID Card and Passport preferable. You will also need 
your Codice Fiscale. There is a sign that says ‘People in Uniform served first’, so your Appt may be 
delayed. 

Step 2: 

Privilege Card. Go to building 393 (downstairs), and obtain the yellow ID card which you need in 
order to go shopping in Vicenza, and for your SETAF Driving Licence. As mentioned, this Appt is 
booked through the NSE. 

Step 3: 

SETAF Drivers Licence. Go upstairs in the same building using the stairs on the outside at the 
right hand side of the building. Go to the office marked ‘driver testing’, inform them you have an 
Appt for a SETAF driving licence. They need all of your ID Cards plus UK drivers licence. A form 
will need to be completed and another picture taken. Once you have the SETAF licence you may 
go to the vehicle registration office and begin to in-process your vehicle(s). 

Step 4: 

Vehicle Registration. Go the vehicle registration office (See Map at Annex C), and initiate 
registration and collect your licence plates. Remember to take along the 5 Euros and 30 Dollars for 
vehicle registration and some extra Euros for tax. Take everything you have in terms of paperwork 
for your car and all of your passes, licenses etc. Vehicle Registration Office Closes at 1530 hrs - 
This can put pressure on completing the process in a day depending when you start the whole 
process. 

Step 5: 

Plate Fitting. There are a few choices for this. There is a small garage located near the testing 
centre (See Map at Annex C), which sell and can fit the brackets (These don’t come with plates 
and UK ones don’t fit), and plates for you for a price (€60 complete for 2 cars). The alternative is to 
use the AAFES garage which sells the licence plate kit ($15 per kit), as well as the loan of tools. 
The AAFES is located close to the Auto Skills workshop (See Map Annex B). If tools beyond a 
screwdriver are required the AAFES option may prove unworkable but you can ask the Auto Skills 
Workshop for assistance. 

Step 6: 

Vehicle Inspection Bay. Move to the Vehicle Inspection Bay next to the registration office, and 
have the MOT equivalent carried out. Opening times differ on the day so it is worth getting there 
early in the day to confirm spaces. If you say you are from Varese, they tend to find a space for 
you. All primary vehicles must be inspected when first registered at Vicenza regardless of how new 
the vehicle is. There are no exceptions to this rule so don’t fight the process, embrace it!. The MOT 
Inspection Centre can close earlier than the advertised time of 1630.  

MOT requirement:  Complete Vehicle Documentation, Italian plates fitted, first aid kit, hazard 
triangle, torch, and hi-visibility vest (in car).   

Step 7: 

Finish Registration. Head back to the vehicle registration office and give them your Pass 
certificate and collect authority for your fuel card (for primary vehicle only), back in Varese. 
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Step 8: 

Final Admin. This is now your opportunity to go back to Camp Ederle and visit the PX/Comiseree. 
You may wish to get some items of food shopping that are unable to be purchased from Italian 
shops. Upon your departure for home, if you have gone through Geico/Zurich for your insurance, 
you can now visit the office and sign the insurance documents to complete this part. 
Be aware that you will more than likely hit Milan rush hour on your return home and that you can 
be stuck in slow moving traffic. 

Annexes: 

A. Camp Ederele Route Map 
B. Camp Ederele Site Map 
C. Registration and Inspection office location 
D. Geico/Zurich Insurance office. 
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Annex A  
To THE PROCESS FOR INITIAL REGISTRATION AT VICENZA 
Dated 19 Feb 2021 

You will likely arrive from the south of the map and pass Camp Ederele on your left hand side. 
Go to the roundabout just north and come back on yourself then exit right to enter the Camp.
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Annex B  
To THE PROCESS FOR INITIAL REGISTRATION AT VICENZA 
Dated 19 Feb 2021 

Once on camp, drive to the Ederele Inn and park. The Installation Pass office is a 2 minute walk 
from here. You then have to come back to go to the Central Processing Facility for the Privilege 
card and SETAF Drivers licence, which is right next to the car park.

Installation 

pass/Privilege/drivers 

licence/auto skills Bldgs 

are highlighted. 

Bldg 300 = Mensa Bldg 

(almost centre of map) 

Bldg 393 = Central 

Processing Facility 

(Yellow building above 

oval sports pitch) 

MAIN GATE/ENTRANCE
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Annex C  
To THE PROCESS FOR INITIAL REGISTRATION AT VICENZA 
Date 19 Feb 2021 

Follow the red line along what looks like a country road where at the end, is the entrance to the Vehicle Registration/inspection compound. 

The red box to the north is the civilian garage that can fit brackets and plates for a charge.
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Annex D 
To THE PROCESS FOR INITIAL REGISTRATION AT VICENZA 
Dated 19 Feb 2021 

Located just outside camp and you will drive past it on the way to the roundabout. 


