
            
            
            
   

       

     TECHNICAL SPECIFICATIONS 

                BUSINESS TRAVEL SERVICE 2025 

 

1. INTRODUCTION 

The International Centre for Genetic Engineering and Biotechnology (ICGEB), established 

in 1983, is an intergovernmental organization formed as a center of excellence for research, 

training, and technology transfer to industry in the field of biotechnology to promote 

sustainable global development. The Centre conducts innovative research in life sciences and 

strengthens the research capability of its over 60 Member States through training, funding 

programs and advisory services. Located in Trieste (Italy), New Delhi (India) and Cape Town 

(South Africa), and in collaboration with over 40 Affiliated Centers worldwide, the three ICGEB 

Components provide a scientific and educational environment of the highest international 

standards. Further information available at http://www.icgeb.org/home.html 

 

With approximately 100 employees in the Cape Town component, our staff regularly 

undertake travel both domestically and internationally for program implementation, 

conferences, training, and stakeholder engagement. In this regard, the ICGEB Cape Town, 

would like to partner with a travel agency that can deliver cost-effective, efficient, and reliable 

business travel services. 

 

2. SUBJECT OF THE SERVICE 

The Business Travel service includes all the necessary services for organizing business trips for the 

Centre's staff, including management, employees and collaborators, event participants, and any 

guests. 

For informational purposes, it is specified that approximately 50 out of 100 people at the Centre 

may be involved in business travel for work-related reasons, both nationally and internationally. In 

addition to organizing trips for its own staff, ICGEB may also manage travel for course participants, 

event attendees, or potential guests. 

The Business Travel service will therefore also be provided, upon explicit request and at ICGEB’s 

expense, to these individuals. 

 

 

http://www.icgeb.org/home.html


3. SERVICE FEATURES 

The service includes: 

Booking and provision of travel documents (flight tickets) for national and international travel: 

seat reservations and ticket issuance on behalf of national and international carriers, ensuring the 

broadest possible coverage of destinations in South Africa and abroad, and the issuance of the 

related travel documents. 

Visa issuance: The Agency shall carry out all necessary procedures for obtaining entry visas to the 

destination country from the relevant authorities as and when requested. 

Travel Insurance: The Agency shall be required to arrange a comprehensive travel insurance 

package that provides full coverage for medical emergencies, accidents, loss of luggage, trip 

cancellations, and repatriation in the event of death or serious illness. 

Safety: The Agency must be able to handle any situation to ensure safe travel, offering timely 

assistance to travelers going to critical areas or high-risk countries, and monitoring any potential 

hazards. The Agency must be equipped with systems capable of quickly tracking clients' travel 

itineraries worldwide and notifying them via SMS and email of strikes or adverse weather 

conditions. Moreover, in extraordinary situations such as strikes, flight cancellations, or 

operational changes, the Agency must promptly intervene to find the best alternative solution in 

the shortest possible time. 

The Agency must also guarantee the following services: 

Dedicated phone number and e-mail: The Agency must provide ICGEB with a single telephone 

number and a single email address for all service requests. 

Dedicated Staff: The Agency is required to assign at least one dedicated professional 

(interchangeable with another) specialized in Business Travel services. The designated person must 

answer the phone line and email address provided by the Agency and must be available during 

regular working hours (8:00 a.m. to 5:00 p.m., Monday to Friday, excluding holidays). Personnel 

handling bookings for ICGEB must have adequate specific experience. All staff assigned to the 

service must have access to ICGEB records to ensure that, even in the absence of the dedicated 

professional, their replacement can independently manage requests. The Agency must promptly 

inform ICGEB of any changes in the dedicated personnel. 

24/7 emergency service: The Agency must ensure, when necessary, a 24/7 emergency service 

available outside of regular office hours, with dedicated contact details (phone and email) to 

handle any travel issues or emergencies arising outside working hours. 

Travel Policy: The services offered must comply with the travel regulations established for official 

trips and ensure the most direct and cost-effective route in the best interest of the Centre. Any 

special requests outside of the established rules must be explicitly authorized in advance by 

authorized personnel, usually via email, and not by phone. 

Electronic travel documents and delivery of any paper documents/tickets: The Agency must issue 

travel documents (flight tickets, hotel bookings, etc.) in electronic format. If electronic issuance is 

not possible, the Agency must deliver all paper documents/tickets directly to the ICGEB office. In 



this case, deliveries must be made within 24 hours of issuance and at least 48 hours before the 

scheduled departure, unless urgent requests are made close to the departure date, in which case 

immediate delivery is required. The delivery service will be remunerated according to the fee 

proposed by the Agency. 

Notifications: The Agency must promptly notify ICGEB of any critical events related to the 

transport or tourism sector (strikes or other travel-related information). In case of strikes, delays, 

or cancellations, the Agency must immediately inform ICGEB via email, providing details of the 

event and the people affected. 

Reporting: The Agency must regularly or upon request provide ICGEB with reports (in MS Excel 

format) via email, summarizing the services provided. These reports will be used for detailed data 

analysis aimed at maximizing savings and improving internal management control. 

Below is the estimated number of transactions based on the average number of trips carried out 

over one year (reference period: January–December 2024). These estimates are not binding for 

the Centre, which reserves the right to request services based on actual needs. 

Description Estimated n. of transactions 
National / Domestic flights 68 
Regional flights 28 
International flights 110 
  
  

 

Booking requests must be managed by e-mail. 

The periodic summary file confirming the services provided must be sent in “.xls” format to the e-

mail address Karin.Trussell@icgeb.org  to allow verification by the administrative offices. 

 

4. PAYMENT  

The payment for the provision of the service will be calculated monthly, based on actual use, 

according to the unit prices (including VAT) as indicated in the quotation. 

The amounts dedicated to the Contractor consist of: 

a) Reimbursement of the actual costs incurred for the services performed upon ICGEB’s request 

(Issuance of flight tickets, visa procedures, etc.) based on the best solutions available on the 

market, also through dedicated fees and without the application of any markup 

b) A commission applicable to the transactions referred to the above-mentioned point a) 

The remuneration to the Service provider will be paid upon submission of the relevant accounting 

documents, to be issued monthly, in arrears for the services requested in the previous calendar 

month, or in certain cases, immediately, to meet reporting requirements related to specific 

projects. 

In order to allow ICGEB to carry out the necessary cost analyses, the invoice details must also be 

provided in electronic format (MS Excel spreadsheet to be sent via email for verification purposes). 
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5. DURATION OF THE SERVICE 

The service, commencing on the date of signature of the contract, shall run for a period of thirty-

six (36) months from that date. Notwithstanding the foregoing, the initial twelve (12) months shall 

constitute a probationary period, during which the continuation of the contract shall be subject to 

satisfactory performance by the service provider. Should performance during this period be 

deemed unsatisfactory, ICGEB reserves the right to terminate the contract or withhold 

confirmation of the remaining term. ICGEB further reserves the right to extend the contractual 

duration for an additional twelve (12) months at its discretion. 

 

6. REQUIRED PROFESSIONAL QUALIFICATIONS/LICENSES 

The supplier that will provide these activities must possess at least the following qualifications 

and professional qualifications: 

a) a valid license to operate as travel and tourism agency 

b) an authorization issued by the International Air Transport Association (IATA) to issue flight 

tickets, a partnership agreement with a company accredited by IATA, and an authorization to 

issue standard and high-speed train tickets 

c) provision of at least 2 (two) Business Travel Service for international organizations or public 

administrations within the past five years. 

 

7. PROCEDURE 

The offer must be submitted using the attached form by no later than 31 December  2025, at 12:00 

PM, addressed to the ICGEB Procurement Office with the subject line “ICGEB Business Travel 

2025”. 

The offer, accompanied by the required documentation, must be sent via email to: 

Karin.Trussell@icgeb.org   

The Center reserved the right to interrupt or suspend the procedure without any obligation 

towards the applicants. 

The Center assumes no responsibility in case of non-evaluation of expressions of interest received 

bearing different wordings or received after the deadline. 

For further information regarding this procedure, please contact the Procurement Office at 

Karin.Trussell@icgeb.org   
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