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Partnerships in Environmental Management for the Seas of East Asia (PEMSEA

Guidelines for Procurement of travel services

Criteria of qualified Travel Agent(s)

PEMSEA’s air travel policy requires the Travel Agent(s) in all cases to book the lowest available fares and to research alternate itineraries (at least three options, if available) in order to provide the lowest appropriate fares, which satisfy PEMSEA travel polices and mission requirements. The travel policies embody the following basic principles which, however, are subject to subsequent revision and not limited to:

1. The Travel Agent(s) shall have in its current office all the necessary equipment and facilities, and shall employ a sufficient number of experienced and professionally trained travel experts and staff to handle minimum requirements of the PEMSEA System.

2. The successful Travel Agent(s) who will be contracted to serve the needs of PEMSEA shall have the following minimum qualifications:

· IATA Accreditation; 

· Maintains a good track record in serving international organizations, embassies and multinational corporations; list of corporate clients should be provided;

· Employs competent and experienced travel consultants, especially in ticketing and fare computations, as evidenced by their track record in their company profile;

· Maintains facilities of on-line booking/airline reservations, ticket printing facilities, basic office equipment, telecommunications equipment, and online booking tool; and

· Willing and able to guarantee the delivery of products and services in accordance with the performance standards required by this TOR.

4. The successful Travel Agent(s) shall also be required to assign at least one (1) personnel providing dedicated services to the travel needs of PEMSEA.

5. All such personnel will be required to be well-versed on the travel policies of PEMSEA. The personnel who will be assigned to serve PEMSEA need not necessarily be new, but may also be a current employee of the travel agency, to be re-assigned to service the PEMSEA requirements on a full-time basis. Other expertise needed and facilities required shall be sourced from the existing capacity of the Travel Agent(s).
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