


best meets their needs without further justification.  These contract fares may be obtained only 
with a GTR, a Government Travel Charge Card or a CBA.  

 
3.2.2.2.  Promotional or other types of discount fares can be used on contract city/airport pair 
routes if they are offered by the contract carrier and are lower in cost than contract fares.  
Contract fares shall not be used for any personal travel, including those instances where portions 
of personal travel are substituted for a leg of an officially authorized trip. 
 
3.2.2.3.  There are a limited number of non-contract fares (YDG or similar), restricted to official 
Government travelers, which are obtainable only with a GTR, Government Travel Charge Card, 
or CBA.  Such fares can only be used when contract fares are not available or when offered by 
the contract carrier in that city/airport pair route at a lower cost than the contract fare.  
 
3.2.2.4.  When non-contract carriers offer restricted or unrestricted coach fares to the general 
public which are lower than the Government contract fares, the Contractor may only use such 
lower fares on the application of exceptions contained in the current GSA Airline City-Pair 
Program.  GSA contracts annually for air passenger transportation services between designated 
city/airport pairs.  Since the contract is awarded annually the contractor must check the most 
current contract found on the Internet at http://www.gsa.gov, then click on “Travel on 
Government Business”.   
 
3.2.2.5.  It should be noted, however, that any restricted fare which provides for a monetary 
penalty for itinerary changes or flight cancellations shall not be used without the written consent 
of the using agency. 
 
3.2.2.6.  Full coach fares may be used if no reduced fares are available. 
 
3.2.3 The Fly America Act generally precludes use of non-US flag carriers, except as provided 
in the FTR and the Foreign Affairs Manual, Volume 6. 
 
3.2.4. The Contractor shall provide the Government with the reservation and ticketing services 
which industry practice normally accords corporate or private travelers, to include new and 
improved reservation and ticketing technologies. These shall include a 24-hour, local mobile 
phone number available to travelers to perform emergency itinerary changes and emergency 
services outside regular business hours.  The Contractor shall be responsible for ensuring that 
any subcontractor providing such emergency service complies with all conditions of the contract. 
 
3.2.5. The Contractor may only issue premium class tickets for which the Government will 
have to pay an additional amount when the accompanying travel orders provide authority for that 
travel.  This does not apply to situations in which frequent flyer benefits will be used to obtain 
the premium class tickets. 
 
3.2.6. Back-to-back faring, or hidden city ticketing are prohibited under this contract. 
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• the requirements of the Hotel and Motel Fire Safety Act of 1990."  The Government 
would only make this request if travel will be within an area covered by this Act.   

• vehicle rental company, to include name and toll free telephone number of supplier, 
pickup and return dates, location of pickup, confirmed rate and confirmation number 
and, where applicable, special pickup instructions and hours of operation, notably for 
off-airport suppliers. 

• local (Republic of Cyprus) landline and mobile phone numbers, for both the servicing 
office and the after-hours emergency services location. 

• a statement and a copy of the passenger receipt coupon of all charges associated with 
the transportation ticket, including the ticket number, price, fees charged and a 
description of those fees.  

• Indicate type of ticket, electronic or paper. 
• if use of a non-contract carrier is authorized, the Contractor shall annotate one or 

more of the following reasons to show contract city-pair coverage and agency 
justification for non-use.  The Contractor may use alpha or numeric codes for 
representation; 

• Space or scheduled flights are not available in time to accomplish the purpose 
of travel, or use of contract service would require the traveler to incur 
unnecessary overnight lodging costs which would increase the total cost of the 
trip; or 

• The Contractor's flight schedule is inconsistent with explicit policies of 
individual Federal departments and agencies, where applicable, to schedule 
travel during normal working hours; or 

• A non-contract carrier offers a lower fare available to the general public, the 
use of which will result in a lower total trip cost to the Government, to include 
the combined costs of transportation, lodging, meals, and related expenses.  
Note:  This exception does not apply if the contract carrier(s) offers a 
comparable fare and has seats available at that fare, or if the lower fare offered 
by a non-contract carrier is restricted to Government and Military travelers on 
official business and may only be purchased with a GTR or Government 
contractor issued general charge card, such as, YDG, MDG, ODG, VDG and 
similar fares. 

 
3.7. Ticket Delivery 
 
3.7.1. The Contractor shall e-mail tickets, itineraries, and boarding passes (if applicable), and 
other travel documents, as determined necessary by the Embassy.  Tickets shall routinely be 
provided no earlier than two days in advance of travel unless the Government requests otherwise. 

 
3.7.2. Travelers shall be provided an itinerary and confirmation number in advance of travel.  
Prepaid tickets shall not be used as a routine method of providing tickets. 
 
3.8. Reserved. 
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• local landline phone number, during regular working hours;  
 

• a 24-hour local mobile phone number available to travelers which will allow immediate 
access to a reservation agent to perform emergency itinerary changes outside regular 
business hours;  

 
3.10.2. The Contractor shall be responsible for ensuring that any subcontractor providing 24-
hour emergency service complies with all conditions of the contract.   

 
3.10.3. In the event of emergencies (e.g., Presidential-declared disasters, forest fires, evacuations, 
floods, hurricanes, etc.), the Contractor shall maintain operations necessary to support the 
Government under this contract.  This includes manning the office 24 hours a day as required by 
the Government responding to the emergency/evacuation and providing necessary delivery of 
tickets.   

 
3.10.4. The Contractor shall answer at least 80 percent of calls within 20 seconds and provide a 
recorded message for those calls not answered in 20 seconds.  The recorded message shall give 
the traveler at least two options:   

 
• to hold or  
• to leave a message for a call back.  

 
Return calls shall be made within one (1) hour. The Contractor shall respond to facsimile or e-
mail requests by close of business on the following business day, unless travel is scheduled on a 
weekend, holiday, or business day subsequent to the day of the request. 
 
3.10.5. Many times services required outside normal working hours are as a result of visits by 
U.S. Government officials to the Embassy.  In providing this service, the Contractor may be 
required to provide Travel Counselors/Reservationists on weekends, holidays and/or weekdays 
before or after normal office hours.  In adhering to this requirement, the Contractor shall comply 
with all local labor laws including the payment of staff overtime when applicable.  Additionally, 
the Contractor shall provide travelers' assistance services to official visitors.  The average annual 
number of visitors requiring traveler’s assistance services is fifteen (15).  Services would be of a 
"Visitors Bureau" type that, as a minimum, could include the following: 
 

• Lodging Reservations 
• Travel Changes and Confirmations 
• Entertainment Reservations, including short excursions 
• Travel Document Preparation for Military Travel 
• Documentation for Travel Required by Foreign Governments 
• VIP Services 
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11.2. The performance period of this contract is from the start date established in the Notice to 
Proceed and continuing for 12 months, with four (4), one-year options to renew.  This contract 
also includes an additional option under FAR 52.217-8.  The initial period of performance 
includes any transition period authorized under the contract.   
 
12.0 Place of Performance 
 
The Contractor is required to provide one Travel Management Center to be used to provide the 
services required hereunder. This center shall be staffed by the Contractor's personnel and 
located in Nicosia, Cyprus. 

 
13.0 Hours of Service 
 
The Contractor shall provide service Monday through Friday during the hours of 08:00 – 17:00.  
The Contractor shall provide emergency services outside regular working hours through a 
24-hour, local mobile phone number, available to all Government travelers.  See also Section 1, 
continuation of block 20, paragraph 3.10. 
 
14.0 Basis of Compensation to the Contractor  
 
14.1. Official Travel.  The Government will reimburse the Contractor for transportation 
services for official travel arranged by the Contractor.  This reimbursement will include only the 
actual carrier rates and/or fares effective for air, rail, bus and steamship tickets issued to 
Government travelers for official travel.  The Government will also pay the Contractor, upon 
receipt of a proper invoice, the applicable transaction fees. The Contractor shall comply with 
travel authorization requirements established by the Government to verify that transportation 
billed is for official travel.  The Government shall issue a Travel Authorization (TA), which shall 
be furnished by the traveler to the Contractor.  The Contractor shall use this TA to document 
each official ticket.  The Contractor shall ensure that the Government is billed for prepaid ticket 
charges only when required by airline tariff.  Most airlines have exemptions to this charge for 
official Government travel. 
 
14.2 Transaction Fee.  See paragraph 17.0 for details regarding how the transaction fee shall 
be administered. 

 
14.3. Personal Travel.  The Government accepts no liability for the cost of any personal travel 
arranged by the Contractor for Government employees.  The Contractor is responsible for 
collecting payment from the traveler for the cost of personal travel and any transaction fee, if 
applicable. 
 
14.4. Commissions by Service Providers.  Other compensation for services provided under this 
contract may be in the form of commissions received by the Contractor from carriers, and 
suppliers of lodging, rental vehicles, and other travel services.  The Government accepts no 
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