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Annex 5 

 

 

TECHNICAL TERMS AND CONDITIONSFOR LOT IV 

 
 

 

The provisions below are applicable to Lot IV, the Committee of the Regions (hereafter the CoR) 

and further specify and complete some of the services, already set out in Annex 1 to the 

Specifications (Technical Terms and Conditions Common to All Lots). 

1 Booking transport, accommodation and related services 

With reference to point 2 of Annex 1, the different categories of travellers in the CoR are for 

example Members or alternate Members of the CoR (hereafter Members), experts of 

rapporteurs (hereafter Experts), speakers (hereafter ORA), third parties (hereafter THP), staff 

and trainees of the CoR and journalists. 

2 Chartered transport  

With reference to point 2.1.4 of Annex 1, the TMC shall organise chartered transport either 

for members or staff on request of the relevant departments. Separate procedures to organise 

a chartered transport may be established by the relevant department. 

 

As the TMC is requested to sign contracts for chartered transport, it shall check if those 

contracts and their provisions match with those included in this contract (special and general 

conditions). 

 

With reference to articles II. 6.2 of the draft contract here attached, it is therefore necessary 

that the TMC concludes an insurance to cover possible payments. The costs for the insurance 

can form part of the management fee.  

 

3 Issuing and delivering tickets 

With reference to point 2.2 of Annex 1, the TMC shall be responsible for issuing tickets. 

 

The TMC shall not only issue tickets, booked by its agents, but also those, booked by the 

agents of the department responsible for the implementation of the contract. The TMC bears 

the final responsibility for those tickets and shall, before issuing those tickets, check if the 

best available price has been booked for the required level of flexibility of the ticket and if the 

information with regard to the ticket provided to the traveller, to which he/she has given 

consent, coincides with the ticket to be issued.  

 

4 Categories of travellers and special requirements related to bookings of most important 

categories of travellers 

With reference to point 3 of Annex 1, the different categories of travellers in the CoR will be 

described in the following paragraphs. 
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4.1 Members 

4.1.1 Provision of information related to travel of Members 

The TMC will be required to gather the following information relating to the journeys for 

Members between their official place of residence l and the place of work of the CoR or other 

meeting venues:  

 

 Establishing of itineraries and reference prices according to the maximum accepted class 

for travel between their official place of residence and the place of work of the CoR 

(Brussels) or other meeting venues.  

 Establishing distances for calculation of distance allowances for meetings within the 

European Union.  

 Regular updates of the above data regarding the place of work and for meetings outside 

CoR's place of work. 

 

The TMC has to deliver this information electronically and at regular intervals (for Brussels) 

or ad hoc (for meetings outside Brussels). The department responsible for the reimbursement 

of travel expenses for Members will provide detailed instructions with regard to the procedure 

at the beginning of the entry into force of the contract, including information about the specific 

electronic format in which the information has to be sent and/or through which dedicated 

application these flight prices, times and distances have to be entered and submitted. 

 

The department will request the TMC to update on a regular basis a database with all 

itineraries and maximum prices to facilitate the booking and managing of itineraries. The 

TMC shall both proactively update the database upon market evolutions and respond to 

requests of the responsible service to update specific itineraries. 

 

The information shall be provided by means of statistics at regular intervals, at least 3 times 

a year, providing details on which fare bases were invoiced, single or return trips and per 

destination and per departure city.  

 

4.1.2 Bookings for Members 

Members can order transport tickets orally (in person at the TMC office or by telephone) or 

in writing (by mail or fax). The offered bookings shall take into account the personal wishes 

of the Member, though the Member shall be informed about the obligation to travel on the 

basis of the direct route between the officially declared place of residence and the venue of 

the meeting. 
 

In the event that a Member takes a route other than the direct route from his/her officially 

declared place of residence, arrives more than 48 hours before the start and/or leaves more 

than 48 hours after the closure of the meeting or if the journey is interrupted for more than 24 

hours, not justified by a duly authorised meeting of the Committee, the TMC is not allowed 

to issue the ticket(s). 

 

Tickets for journeys with a private character or that are not related to activities may not be 

issued unless the costs of these tickets are directly invoiced to the passenger. In no case such 

tickets may be invoiced to the CoR. 

 

Accommodation reservations may be offered to the members but must directly be invoiced to 

them and can under no circumstances be invoiced to the CoR. 
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The TMC shall offer different possible options: 

 

Flight tickets: 

- The maximum fare reimbursable  

- The requested fare 

- The cheapest business class fare 

- The flexible economy class fare 

- The best buy 

 

Train tickets: 

- Ticket price in 1st class flexible 

- Ticket price in 1st class restrictive fare 

- Ticket price in 2nd class flexible 

- Ticket price in 2nd class restrictive 

 

These indications may be updated  

 

In any case, the TMC shall keep written traces of any booking, its modification or cancelation. 

The confirmation of a booking must always be sent by e-mail to the Member, if requested in 

addition to the oral communication or a print-out at the implant. The Member must give the 

“ok to issue” for a ticket always in writing. 

4.2 Experts of rapporteurs, speakers and third parties 

Experts of rapporteurs, speakers and third parties can order transport tickets under the same 

conditions as for Members (see article 4.1.2 here above) with the only difference that they can 

maximum use flight tickets at economy class fare. 

 

The TMC shall offer different possible options: 

 

Flight tickets: 

- the fully flexible economy class fare  

- the requested fare 

- the non-flexible economy class fare 

- the best buy 

 

Train tickets: 

- ticket price in 1st class flexible 

- ticket price in 1st class restrictive fare 

- ticket price in 2nd class flexible 

- ticket price in 2nd class restrictive 

 

These indications may be updated 

 

 

4.3 Staff members and trainees 

The CoR has around 500 members of staff and around 850 missions on a yearly basis. For 

approximatively 65% of these missions, staffs make use of the TMC for their travel 

arrangements. The missions' service of the CoR (currently 2 persons) is in charge of dealing 

with mission requests and reimbursements. 
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The workflow of a staff mission is currently the following: 

- The staff member contacts the TMC, mostly by email, to receive one or more proposals 

for a given itinerary. If requested by the staff member, the TMC shall make a reservation 

which will be sent by email to the traveller with copy to the missions' office functional 

mailbox. The email shall clearly mention the CoR unique identifier, price, ticket deadline 

and all detailed information about the reservation including the itinerary. 

The staff member can also consult the Online Booking Tool of the TMC (point 6) and 

make a reservation directly through the portal. An online reservation shall follow the same 

approval workflow as a reservation made by the TMC.  

- In parallel to making a reservation, the staff member makes a mission request. After 

approval by his superiors, the mission request is sent to the missions' service. 

- The missions' service shall check the compatibility of the request with the traveller's 

wishes, the needs of the service, the relevant travel policy and the price of the reservation.  

- The missions' service can decide to modify/ cancel the reservation or to issue the ticket. 

The authorisation to the TMC for issuing the ticket shall always come from the missions' 

service.  

For each ticket to be issued, the missions' service will therefore send an email to the TMC 

containing a unique identifier. This unique identifier shall be mentioned in all further 

communications and for the invoicing. The issued ticket shall be sent by email to the traveller 

and the missions' service functional mailbox.  

- A staff member is allowed to combine its mission with personal leave or a week-end. In 

that case, the missions' service may request the TMC to provide reference prices 

according to the actual working times. The missions' service will make a comparison. If 

the reference price is higher than the actual flights, it will contact the traveller and the 

difference will be deducted when reimbursing its travel expenses. 

- In case the ticket deadline has passed, the TMC shall send a new reservation upon request 

of the missions' service. If the ticket deadline changes or a ticket is cancelled by the airline 

company, the TMC shall inform the missions' service. The TMC shall also inform the 

missions' service in case the number of tickets available becomes limited. 

- Once a ticket has been issued, all modifications or cancellations need prior authorisation 

of the missions' service by email. 

Under special circumstances, the CoR might send on mission trainees, national seconded 

experts and other people (like external contractors); ad hoc procedures will be established for 

this purpose. 

The above procedure might be subject to modifications in case the Mission Guide would be 

changed. This will be communicated to the TMC. 

 

4.4 Journalists 

The CoR invites up to 300 journalists on a yearly basis. These journalists are invited by the 

Directorate for Communication. 
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Journalists are invited for Plenary Session, Commission meetings and other events, happening 

mainly in Brussels but sometimes also abroad. 

 

For each relevant event, the TMC receives an order form from the responsible department 

including the maximum available budget for the event. At the next stage, the responsible 

department will send a list of invited journalists to the TMC. The TMC   has to contact them 

in order to find the most appropriate hotel and travel accommodations within the available 

budgetary envelope. 

 

Whenever appropriate and agreed with the responsible department the Online Booking Tool 

of the TMC (point 7 of Annex 1) will be used, and journalists will be allowed to make a 

reservation directly through the portal – pending final approval of the CoR services. Once a 

ticket has been issued, all modifications or cancellations need prior authorisation of the 

Communication Unit by email. 

 

The above procedure might be subject to modifications in case the financial conditions for 

journalists would be changed. This will be communicated to the TMC. 

The TMC shall offer different possible options: 

 

Flight tickets:   should be in economy class. Business class can be proposed only if there is 

no other possibility and after agreement of the Communication Unit. 

 

- The fully flexible economy class fare  

- The requested fare 

- The non-flexible economy class fare 

- The best buy 

 

Train tickets: 

- Ticket price in 1st class flexible 

- Ticket price in 1st class restrictive fare 

 

4.5 Other travellers 

Specific procedures for additional groups of travellers not described above may be requested 

including payment on invoice. 

 

5 Payments of invoices for travel arrangements  

With reference to point 4 of Annex 1, the relevant departments, responsible for the 

reimbursement of travel expenses, shall determine each individually the modalities and 

periodicity of invoices submission when the contract enters into force, as well as the data, 

figuring on the invoices and supporting documents.  . The relevant departments will inform 

the TMC during the implementation of the contract of any update to these procedures who 

will then adapt accordingly without charging any costs to the Institutions. Some services may 

require paper invoices, others electronic invoices.  

 

Current procedures of the biggest services responsible for the reimbursement of travel 

expenses are as follows: 
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 Members, experts, speakers and third parties:  
 

Unless differently convened with the department responsible for the reimbursement of 

travel and meeting expenses of members, experts, speakers and third parties: 

twice per week, a batch of invoices will be sent, consisting of the following three parts: 

 

o XML file as per the format in Table 1 

o a PDF of each invoice/credit note in the batch 

o one “global” PDF file visualising all individual PDFs of invoices and credit notes 

in the batch 

o  

Reason Codes agreed with the department responsible for the reimbursement of travel 

expenses for Members have to be documented in the GDS and on the invoice whether the 

routing and the fare are within the defined rules and ceiling. In case not, the defined 

Reason Codes will explain why another fare has been booked (e.g. applicable fare not 

available, defined routing not available on the specific day, defined routing was fully 

booked etc.)  

 

 

 Staff :  
 

Draft invoice batches shall be transmitted once per week in an electronic form. The file 

must respect the format (number of columns, which data in each column, maximum digits 

accepted for each data, etc.) defined by the department responsible for the reimbursement 

of travel expenses for staff (Missions Service). 

 

The Missions Unit checks the draft data and the TMC issues the final invoice including 

only the accepted (correct) data. 

 

 Journalists :  

 

Global invoices related to each event will be requested. Together with the invoice, a list 

will indicate the names and individual travel and hotel expenses + dates (a model can be 

given to the TMC). 

 

A draft invoice shall be transmitted in an electronic form asap after the event is finished. 

The file must respect the same format as defined by the department responsible for the 

reimbursement of travel expenses for staff and must be sent to the Communication Unit. 

The Communication Unit checks the draft data and the TMC issues the final invoice 

including only the accepted (correct) data. 

 

 

In case a department will request a “global” invoice, it will determine according to its needs 

and its IT applications and tools, the content and form, the statement and its supporting 

documents (individual invoices and electronic ticket). 

 

 

6 Use of Global Distribution System (GDS) by the Institution’s staff 

With reference to point 6 of Annex 1, the TMC shall provide free access to each of the GDS 

used to staff members of the Institutions free or charge. Currently approx. 10 agents should 

have access to the travel agencies’ GDS in the CoR. This figure may vary over the time.   
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7 Implant 

 

The CoR may request either from the entry into force of the contract, or in course of the 

contract to install an operational entity of the TMC providing its services under the conditions 

laid down under point 14 of Annex 1. 

 

The agents of the implant (maximum 2) shall work on the premises of the CoR. 

 

The CoR may at any time review the number of agents employed at the TMC implant. 

The TMC should send each 3 months, starting from the moment that the implant is 

operational, a detailed description of the tasks performed by these agents to the department 

responsible for the reimbursement of travel expenses for members. 

 

The CoR has the right to control the performances of these agents. 

 

The responsible agent of the implant needs to have the authority to take decisions with regard 

to the operational part of the execution of the contract as set out in these technical 

specifications.  

 

To prove the necessary qualifications and experience, the awarded TMC shall submit the 

following documents, before the implant becomes operational: a detailed C.V. and copies of 

the educational and professional qualifications of the responsible of the TMC implant and his 

assistant, showing at least 5 years management experience in a similar working environment.  

 

7.1 Team proposed  

With reference to point 15.1 of Annex 1, the staff assigned to perform the services must be 

numerically sufficient to perform the required tasks and to respond as quickly as possible to 

incoming requests. 

  

The CoR may in course of the contract request to increase the number of employed agents at 

the TMC implant when necessary. 

 

 7.2 Other staff arrangements  

With reference to point 15.6 of Annex 1, the working hours and days of the implant at the 

premises of the CoR shall be as follows (Without prejudicing the availability of the emergency 

service 24/7): 

 

Day Brussels  

Monday, Tuesday, 

Wednesday and Thursday  

8.30 to 17:30    

   

 Friday  8.30 to 13.00   

 

The offices of the TMC are open from Monday till Friday except on the days when the offices 

of the Institution concerned are closed. On days, considered as holiday in Belgium, but 

considered as working day by the CoR (such as 11 November), the TMC shall be open as 

normal, without any compensation at charge of the Institutions. 

 

For information, the 2017 calendar of holidays and office closing days is as follows: 
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New Year 1 and 2 January 2017 

Easter  13 to 17 April 2017 included 

Labour Day  1 May 2017 

Ascension  25 and 26 May 2017 

Whit Monday  5 June 2017 

National Day 21 July 2017 

Assumption  15 August 2017 

All Saints 1 to 3 November 2017 included 

Christmas  22 December to 31 December 2017 included 

 

The holiday calendar will be notified to the TMC every year.  
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Table 1: 

 

The following fields of information should be provided together with the travel invoices  
 

 

Staff  and  trainees 

To be updated by the 

relevant department 

Members, experts, 

speakers, third parties and 

journalists 

Place (of mission) Mandatory  

Invoice Number Mandatory Mandatory 

Invoice Date Mandatory Mandatory 

Gross Amount Mandatory Mandatory 

Item Number   

Service Type Mandatory Mandatory 

Ticket Number Mandatory for travel tickets Mandatory  

Traveller Mandatory Mandatory 

Routing Mandatory for travel tickets Mandatory  

Service Provider Mandatory Mandatory 

Sales Date Mandatory Mandatory 

Ordered by  Mandatory 

File handled by operator  Mandatory 

Date of Travelling Mandatory Mandatory (all travel dates) 

Class Mandatory Mandatory 

Airline Code Mandatory for air tickets Mandatory 

Sales Currency (SC) Mandatory Mandatory 

Net Amount (SC) Mandatory Mandatory 

Tax (SC) Mandatory Mandatory 

Gross Amount (SC) Mandatory Mandatory 

Billing Currency (BC) Mandatory Mandatory 

Net Amount (BC) Mandatory Mandatory 

Tax (BC) Mandatory Mandatory 

Gross Amount (BC) Mandatory Mandatory 

Details   

Employee No Mandatory Mandatory 

Dossier number Mandatory Mandatory 

Cost Center   

Accounting Unit Mandatory  Mandatory  

Internal Account Mandatory Mandatory 

Departure Date Mandatory Mandatory 

Project Number   

Order Number Mandatory  

Action Number   

Final Destination Mandatory Mandatory 

Customer Reference   

0-Invoice Number Mandatory for credit notes Mandatory for credit notes 

Booking reference GDS  Mandatory 

IATA Number   

VAT Rate   



Specifications - Travel Management Company - 11/12 - Annex 5 - Technical T&Cs for Lot IV 
 

Fee Tag   

CC Service Code   

Domestic Tag   

Due Date Mandatory Mandatory 

Additional Insurance   

1st proposal Y/N  Mandatory  

Amount 1st proposal Mandatory  

Reason code  Mandatory 
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Table 2  
 

Example of Flown message 
 

 

 

FLWN-FF : ZQIUPU: WAW.LO.235.Z.24FEB.0720: 

BRU.LO.234.Z.26FEB.1925:WAW: 

 

 

 

 

 

 

 

 

 

 

The syntax used in the first field of the track status column is: 

FLWN-FFFF    = Ticket has been flown (4-segments) 

REF-RR             = Ticket has been refunded (2-segment) 

F-REF-FR          = Ticket has been a mix of Flown and refunded segments 

EXCH-EE           = Ticket has been exchanged (2 segments) 

F-EXCH-FE       = Ticket has a mix of flown and exchanged segments  

VOID-V             = Ticket has been voided (1 segment) 

NOTFOUND  = Ticket no longer in Airline E-ticket database    

 

 

 

Status and number of segments 

(2 flown segments, in this example) 

PN

R 

Departure airport 

1st segment 

Airline code 

Flight number 

Travel Class code (1st segment) 

Departure date & time 

1st segment 

Arrival airport  (1st segment) is also 

departure airport for the 2nd segment 

Departure date & time 

2nd  segment 

Travel Class code (2nd segment) 


