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Luxembourg, 9th March 2018  

 

 

 

 

Selection of a Travel Management Company (TMC) with a view to supplying travel-

related services for the European Parliament, the European Court of Auditors, the 

European Economic and Social Committee, the European Committee of the Regions 

and the European Ombudsman - EP/FINS 2017-103 
 

 

Question & Answer 3 
 

 

 

Further to a question received from a potential tenderer, the Directorate General for Finance of the 

European Parliament wishes to communicate the following information:  

 

 

Question 1: We note for Lot1 that 11 staff are involved in travel to Strasbourg. When this 

team make travel bookings are the tickets and billing still accounted for through 

the same process as the Brussels bookings or will there be an expectation of 2 

distinct service teams with billing (and/or ticketing) in France as well as Belgium? 

 

Answer: For Lot I (the European Parliament), the TMC team travelling to Strasbourg is 

composed of members of the different teams in the Brussels implant (e.g. currently 

hotel, general transport and member’s transport). While making bookings in 

Strasbourg, the TMC will apply the same processing rules/tools as in Brussels (billing 

and ticketing can be processed in Brussels). 

 

 

 

Question 2: The draft contract for Lot 1 states “agents will need to travel only once each way 

between Brussels and Strasbourg” – can you please clarify whether the TMC is 

responsible for any travel train ticket or charter cost share), hotel and subsistence 

expenses during these trips or are such requirements funded separately by the 

European Parliament? We are seeking guidance on what should be anticipated 

for inclusion in our proposed management fee? 

 

Answer: For Lot I (the European Parliament), the TMC is responsible for all costs related to its 

agents working in Strasbourg. These costs shall be included in the management fee: 

“The European Parliament shall cover agents’ travel costs to Strasbourg (transport 

and accommodation) on the basis of a lump sum.” (Article I.4. 1.1 - 

31_Draft_contract_CfT_select_travel_agency_Lot_I_EP).  

 

 The only exception is the transport tickets for agents responsible for ticket controls on 

the chartered train: “For the high-speed train between Brussels and Strasbourg, the 

TMC may, in addition to the above request, accompany passengers and check their 
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travel tickets during travel, etc. The cost of travel of the agents providing these 

services shall be borne by the organising service which requested them.” (article 2 - 

Annex_2_Technical_Terms_and_Conditions_Lot_I). As a result, “the travel costs for 

agents assisting directly with the operation of chartered train transport (assisting with 

check-in, verifying tickets, etc.) will not be charged to the European Parliament.“ 

(Article I.4. 1.1 - 31_Draft_contract_CfT_select_travel_agency_Lot_I_EP). 

 

 Regarding the quote given in the question, this is in the context of potential double 

sessions: “If two sessions take place in the same week, [...] agents will need to travel 

only once each way between Brussels and Strasbourg.” (Emphasis added; Article I.4. 

1.1 - 31_Draft_contract_CfT_select_travel_agency_Lot_I_EP), which currently are 

not planned. 

 

 

 

Question 3: In order to grant GDS access we would request in the contract a full indemnity 

to ensure that all bookings made by non-agency staff will be the financial and 

commercial responsibility of the client. For example to protect the TMC from 

errors, accidental booking, disputed transaction values, inappropriate or 

unauthorised travel etc. Can you please confirm that an appropriate contract 

inclusion is acceptable in principle? 

 

Answer: Contractor liability depends on the contractor’s failures: “If the Contractor: fails [...] 

it shall be liable ...” (Emphasis added; article I.10. 4 - 

31_Draft_contract_CfT_select_travel_agency_Lot_I_EP; see also article II.6 

Liability), with similar provisions given in the respective draft contracts of the other 

lots. 

 

 

 

Question 4: Annex 1 Technical Terms and Conditions All Lots – Page 11 Item 2.2 suggests 

that tickets can only be issued “once the traveller or the requesting service has 

explicitly confirmed acceptance in writing”. For this purpose may we assume that 

in writing may include email or an automated approval tool e.g. traveller requests 

a booking by phone which is then approved electronically by the designated 

approver or a phone request to ticket is confirmed by follow-up email? Can you 

also confirm that this process is not required for 24/7 emergency bookings? 

 

Answer: All assumptions are correct (approval by email or through automated means; not 

required for reservations made through the 24/7 emergency service). 

 

 

 

 

Question 5: The transaction data for flights shows only the number of tickets issued and 

cancelled. Can you please provide any indication of the number of reference price 

quotes (Draft contract for Lot1 page 6 -“establishment of a reference price for a 

transport ticket (counts as ½ of a transaction). 

 

Answer: These numbers are given in table ‘3.4.1 Transactions (2016)’ of 

40_Specifications_CfT_select_travel_agency. For example Lot I (the European 

Parliament) shows that 11.351 reference prices were established, as they count as 0.5, 

it resulted in 5.676 transactions. 
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Question 6: We have the expected number of flights ticketed but can you please provide an 

estimate of the gross volume of booking including those that are held and released 

pre-ticketing, changes/amendments and revalidations? This will enable us to 

better access workflow, agent productivity and overheads including online 

booking PNR creation charges. 

 

Answer: The numbers of transactions for ‘issued’ transport tickets include changed and 

revalidated bookings (as additional transactions). There is no information available on 

bookings held and released without issuing 

 

 

 

Question 7: Annex 1 Technical Terms and Conditions All Lots – Page 9 Item 2.1.3 Group 

Travel – Can you please confirm that the Group Travel bookings are handled 

exclusively by the agents as stated in the Annex 13 FTE count in the financial 

offer? 

 

Answer: All group bookings are made by TMC agents. Their numbers in FTE is mentioned in 

article 8.1 of 40_Specifications_CfT_select_travel_agency and its 

Annex_13_Financial_offer_form. 

 

 

 

Question 8: Can you confirm that Group Travel volumes are included within the transactions 

included in the 40_Specifications document section 3.4.1? Can you please also 

confirm that a group air booking for multiple passengers would be counted and 

included in the data as multiple tickets (rather than one group booking)? Can 

you please provide further detail on the number of group bookings expected per 

annum including separate comment on the number of aircraft charters? 

 

Answer: For transport tickets, group bookings are counted as individual transactions, which are 

included in the transaction data. For Lot I, approx. 500 groups of different sizes are 

organised per year of which approx. 170 outside the EU. However, please note that 

transport in such cases is mostly organised individually and group travel for flights or 

train is rare. 

 In regard to aircraft charters, for Lot I (the European Parliament) there are usually two 

aircraft charters (SXB-BRU) during monthly sessions in Strasbourg (e.g. 24 charters 

per year) and some additional aircraft charters for political groups or the President (ca. 

8 per year).  

 

 

 

Question 9: Transaction data provided in the Specifications was from 2016 – are any more 

recent transaction details available please for all or part of 2017? If not can you 

please confirm whether the volume is best described as static, increasing or 

reducing compared to 2016 data provided?  Since 2016 has there been any 

progress with online adoption? If so can you please provide a forecast 

online/offline split for 2018 transactions? 

 

Answer: For Lot I (the European Parliament), the number of transactions for 2017 can be 

described as stable (+2%). Currently, none of the participating institutions have 

adopted an OBT for general use and therefore it is not possible to make a forecast. 
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Question 10: Does the FTE count in Annex 13 relate to latest current staffing or do the agent 

numbers relate instead to the 2016 transaction data described in the 

40_Specifications document. 

 

Answer: The requested number of FTE relates to current needs (which have remained stable 

since 2016). 

 

 

 

 

Question 11: Annex 4 draft contract section 4 outlines the payment and invoice process – can 

you please provide a brief description or example of how the invoices are 

consolidated? You describe 153.000 transactions but expect 15.000 invoices – an 

average of just other 10 transactions per invoice? Can you please provide any 

further insight or description of how this works in practice today e.g. one invoice 

per week per department/cost code or one daily invoice with an average 10 

transactions per day? 

 

Answer: The principle is: ‘One invoice per transaction’. While the 153.000 transactions relate 

to Lot I (the European Parliament), Annex 4 relates to Lot III (the European Economic 

and Social Committee).  

 In 2016 Lot III had 14.482 transactions. Anticipating an increase, 

Annex_4_Technical_Terms_and_Conditions_Lot_III expects up to 15.000 invoices. 

 

 

 

 

Question 12: In general how are your Hotel and car reservations paid for, does the traveller 

settle direct with the hotel/rental company on checkout or should we assume that 

all transactions will be required to be billed back to the travel agent who will pay 

the supplier and then submit an electronic invoice for payment? 

 

Answer: Those bookings are generally paid for and guaranteed by the traveller. This method of 

payment applies for both individual and group bookings. However, in a few cases, the 

TMC might need to pay the supplier and then submit an invoice for payment, to the 

service requesting the booking. 

 

 

 

 

Question 13: Where agents are onsite can you please confirm that no charges are made by you 

to the TMC for occupancy or use of office facilities? Will office space be provided 

furnished and connected for telephony, IT/WLAN etc. or should the agency 

consider these costs as additional overheads which will need to be included in the 

Management Fee? 

 

Answer: The office space provided to the TMC by the respective institution is free of charge. 

The general provisions are detailed in section 14 of Annex 1 _Technical Terms and 

Conditions_Common to All Lots_EN. Further specifications and restrictions to these 

provisions are made in the relevant sections of Annexes 2-5.  
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Question 14: Are there any mandatory specific security requirements in that are not fully 

described in the specification of requirements or draft contract e.g. security 

clearance of agent staff, security accreditation or certification? 

  

Answer: For Lot I (the European Parliament) the security requirements are specified under 

articles II.1.3 and II.20 bis of 31_Draft contract_CfT select travel agency_Lot 

I_EP_EN. The same may be required by the other lots. 

 

 

 

Question 15: Are there any requirements for interfaces or data exchange/hand-off that are not 

fully described in the specifications e.g. HR/Payroll feeds for profiles, single sign-

on to an online booking tool, hand off of traveller security data to 3rd parties? 

 

Answer: The requested statistical reporting (article 11 of Annex 1_Technical Terms and 

Conditions_Common to All Lots_EN) needs to be available in machine-readable 

formats (e.g. XML, CSV) in order to allow data exchanges or interfacing. 

 Table 2 of Annex 1_Technical Terms and Conditions_Common to All Lots_EN: 

Business requirements of the Online Booking Tool states “Specific adaptation can be 

agreed between the Institution concerned and the TMC during the implementation 

phase“. 

 Different digital developments are ongoing and adaptations to interface new 

applications of other services or to improve the OBT might be needed. Therefore, 

basic maintenance and development will be required (see article 10.4 of Annex 

1_Technical Terms and Conditions_Common to All Lots_EN). 

 

 

 

 

 

 

 


