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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: What are your expected timelines for this question and answer process? 

  

Answer: “Deadline for receipt of questions and sending replies: 20 March 2018 at 17:00 hours” 

(see point 3 of 20_Conditions for submitting_CfT select travel agency_EN) 

 

 

Question 2: What is your projected contract award date for the selected TMC? 

  

Answer: Ideally, the contractor would be notified of the awarded decision before July. However, 

this planning is only indicative. 

 

 

Question 3: Please can you share the travel agents’ contact mix between phone and e-mail? 

  

Answer: There is no statistical data available on the requested item.  

 For Lot I (the European Parliament) the presumed descending order of booking channels 

is by email, in person and via phone. 

 

 

Question 4: Does any proposal(s) made over the phone need(s) to be confirmed by the travel 

agent to the traveller in writing? 

  

Answer: Yes (see 2.1 5th bullet point and 2.1.1 4th bullet point of 

Annex_1_Technical_Terms_and_Conditions_Common_to_All_Lots_EN). 
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Question 5: Do any of the institutions have an online booking tool? If yes, which one(s) and 

what is/are the online adoption rate(s)? 

  

Answer: None of the institutions has an online booking tool in use. The European Parliament has 

tested one, but no final evaluation has taken place yet. As a matter of course, the 

institutions will evaluate any OBT tool proposed by a tenderer on its own merits without 

any reference, preference or bias towards tested solutions. 

 

 

Question 6: Can we combine your current onsite service locations in Brussels into a single 

implant?  

  

Answer: For each contract awarded, the contractor has to install a separate implant at the 

premises of the respective institution as set out in Annex 1_Technical Terms and 

Conditions_Common to All Lots_EN. Further specifications are made in the relevant 

sections of Annexes 2-5. 

 

 

Question 7: Please can you provide further details on how you currently perform pre-booking 

searches/lookups, bookings and modifications? Please can you also indicate how 

often you currently use the Amadeus GDS.  

 

Answer: There is no statistical data available on the requested item. The TMC as well as 

institution staff utilises the GDS for all actions you mentioned. The GDS is used on a 

daily basis.  

 

 

Question 8: Are all services attributed to Lot 1 provided from Brussels with 37 FTE or 35 FTE 

in Brussels and 2 in Luxembourg? 

  

Answer: For Lot I (the European Parliament), the FTE working on the premises of the Institution 

will be based only in Brussels. There will be no additional implant in Luxembourg. 

 

 

Question 9: Can the invoicing partner be a separate organisation to the TMC? 

  

Answer: Yes, subcontracting is allowed (see article 6 of 

40_Specifications_CfT_select_travel_agency_EN and the relevant articles in the draft 

contracts for the respective lots). 

 

 

Question 10: Does the TMC need to process VAT reclaim? 

  

Answer: The tax exceptions of the European institutions are summarised in Protocol No 7 on the 

privileges and immunities of the European Union (http://eur-lex.europa.eu/legal-

content/EN/TXT/?uri=CELEX%3A12012E%2FPRO%2F07). The actual 

implementation of these provisions is laid out in the applicable national laws 

respectively. 

 

Question 11: What is your vision on hotel payment? 

  

Answer: Hotel 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. 
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Question 12: Would you be interested in a prepaid solution for hotel?  

  

Answer: The pre-payment solution may sometimes be required on an ad hoc basis. 

 

 

Question 13: Do the institutions work with Mercurius to process their invoices? 

  

Answer: So far only Lot III (the European Economic and Social Committee) has put in place a 

platform for receiving the electronic invoices (see article 4.1 of 

Annex_4_Technical_Terms_and_Conditions_Lot_III). The platform is called e-Prior 

where the technical information can be found at: 

https://webgate.ec.europa.eu/fpfis/wikis/display/ePRIOR/The+e-Procurement+suite.  

As explained in the page, an account must be created for the first access to the technical 

information:  https://webgate.ec.europa.eu/cas/login?loginRequestId=ECAS  and then 

click on "create an account". 

 

 

Question 14: With regards to 45 GDS access for the EP travel arrangers, could you specify the 

frequency of the usage for: 1. Number of bookings made in GDS, number of 

amendments made in GDS per annum in total? (Purely as an indication, no rights 

can reserved on these numbers). 

  

Answer: There is no statistical data available on the requested item.. According to a rough 

estimations, approx. 1,000 bookings, 300 modifications are made by the institution’s 

staff. In the majority of cases staff of Lot I (the European Parliament) accesses the GDS 

for controls, checking rates and establishing reference prices in the framework of 

reimbursement of travel costs. Currently only three members of staff in the department 

responsible for the implementation of the contract work as travel arrangers. 

 

 

Question 15: With regards to the invoicing process, is it allowed to have both credit and debit 

items one single invoice? For example when we refund a ticket, and issue a new 

one at the same time for one traveller? 

  

Answer: For Lot I (the European Parliament) there should be no netting within invoices. Each 

transaction (issuance of a ticket, cancellation of a ticket etc.) shall have a separate 

posting document. 

 

Question 16: With regards to invoicing process, is it allowed to invoice multiple products with 

one single invoice when it is related to the same trip, so for example a rail ticket 

and a car rental for the same traveller on the same trip? 

  

Answer: For Lot I (the European Parliament), each product should be invoiced separately, as not 

all products might be reimbursed. 

 

 

Question 17: Would the EP be open for a weekly invoice cycle instead of twice a week? 

 

Answer: The current periodicity of sending invoices is described in article 7 of 

Annex_2_Technical_Terms_and_Conditions_Lot_I_EN. As stated therein, “ (...) upon 

entry into force of the contract, each relevant department responsible for the 

reimbursement of travel expenses shall individually determine the methods and 

frequency of the submission of invoices, as well as the data to be included on the 

invoices and supporting documents.” At that stage, the TMC may discuss such details 

with the relevant departments.  

https://webgate.ec.europa.eu/fpfis/wikis/display/ePRIOR/The+e-Procurement+suite
https://webgate.ec.europa.eu/cas/login?loginRequestId=ECAS_LR-42127311-uWgkPUDAO6PKplwjipe1cmNyXAh945p4gG23iA3fgWzgHQgzduVED44LPjC8EFzMZefVo0EwKNhVhvCzSpTlWrC-PHslUMVSXYCa9O84FlikGW-esVVlzPcVb9QbZYAg9zSa2pyzqJ42s2k9zfEzOeWvLuwm
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Question 18: Is there an automated HR Feed available to connect to traveller profile system to 

update traveller profiles available? 

  

Answer: There is no automated HR Feed available, but the TMC will receive regularly lists of 

travellers in order to update traveller profiles (delete profiles for travellers leaving the 

institution and create profiles for travellers joining the institution). 

 


