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1. Tour approval & travel itinerary approved by ED/Principal on recommendation by
concerned HOD.
2. TRF form verified & approved by HR.(Form Enclosed)
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Nodal Officer - Sh. Parmod Ku. Jain, Sr. Manager (HR)
Tel No.011-25652447 Ext.4018

For Booking of Air Ticket - Sh. Ravinder Kr. Khetarpal, AM (HR)
011-25652447 Extn. 1137, 011-25653242
: Rajesh Kumar, SS (HR)
011-25652447 Extn.1060

E-mail 1D : traveldesknr@aai.aero
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Travel Requisition Form (TRF)

EMPLOYEE DETAILS
Region 2 CATC Gender R NI
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(Employee Sign.) (HR, Department) (HR, Department)
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.r\;\LRHQ-?\ERfTraxeLDesk.Elﬁi,‘JZI-TD{"'}f‘ B Date : 21/01/2021

The Airport Director

Amritsar/Jaipur/Lucknow/ Srinagar/Varanasi/Adampur ‘Agra/Prayagraj/ Aligarh AC S/Bhatinda/Bareily/ Bikaner/
Chandhigarh/Dehradun/F arrukhabad/Gorakhpur/Gw alior/ Jaisalmer/Jammu/ Jodhpur/ Kangra/

Kishangarh /Kanpur/Khaj uraho/Kota/KulluManali/Leh "Ludhianam?anmsgarﬂ‘athankoi;‘ Pratapgarh/Safdarjung/
Sikandarabad ACS/ Shimla/ Srinagar/ L?daipurr’lnhssarz‘i{Endonf Pithoragarh/ K hushnagar/Chitrakoot

for Booking of Air Tickets] at RHO-NR. Delhi

Sub : Formation of Travel Desk |

% har

Sir / Madam,
Please refer to CHQ letter No. AAVCHQ Admin/2020/NVP dated 05/0172021 on the sbove subject
{Copy enclosed for ready referencel
fitate the officials of RHQ NR

rocess of Air Travel Booking System and to faci
n established at AAl RHQ NR. Delhi 1 make the
fers. The details of the aforesaid Travel Desk

In order to streamline the p
and the Stations under RHQ NR, a Travel Desk has bee
sooking of Air Tickets, for the officials while on tourtraining/trans
are as under -

Nodal Officer Sh. Parmod Kr. Jain, Sr. Manager [HR]
Tel. No. 011-23652447 Extn. 4018
For Booking of Air Ticket Sh. Ravinder Kr. Khetarpal, AM {HR }

011-25652447 Extn. 1137, o5-2565 3192

yiesh Kumar, SS [HR]
432447 Extn. 1060

traveldesknri@aai.aero

o Stations under RHOQ NR, may
1t Authority on traveldesknri@aai

send their itinerary / Tour approval

RHO NR / respectiv Tour 2
aero for booking of Air Tickets as
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-

Tl s crhove

Internal Distribution :-
s All HoDs at RHQ NR
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Copy for information 10 -
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for information pls.
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F. No: AAUCHQIADMIN/ZOZOINVP

To

The Regional Executive Director
Airports Authority of India
NR/SR/MR/ER/NER

The Airport Director
Airports Authority of India
Kolkata / Chennai

The Principal
CATC Allahabad-

The Executive Director (FIU) -
Airports Authority of India
New Delhi

AIRPORTS AUTHORITY OF INDIA

fTTaTE T

o5th January, 2021

The Executive Director (RCDU)
Airports Authority of India .
New Delhi .

The General Manager (CRSD).
Airports Authority of India
New Dethi

The Director -
IAA (NIAMAR), New Delhi

The General Manager
E&M Workshop. AAI
New Delhi .

Subject: Empanelment of Travel Agency -red.

Sir,

. In continuation to this office letter on eQen number dated- 16.06.2020 and

subsequently dated 07.08.2020 on the

2 In.this connection, The Competent Auth
travel agency for a period of 15 months for provi

subject mentioned above.

ority has ‘app'roved the empanelment of
ding the travel related services to AAI

~

officials while on tour /training etc. The details of the travel agencies are as under: -

1 M/s Balmer Lawrie & Co. Ltd. having its registered address at NBCC Centre.

1st Floor, Plot No-2., Okhla, Phase-1, Delhi

i ¢ Corporate Headquarters, New Delhi

-110020

i, Regional Headquarters, Northern Region

i,  Regional Headquarters, Eastern Region

iv. Regional Headquarters, North Eastern Region

2 Mis Ashok Travels & Tours, ha
At Floor, Core 8. SCOPE Complex,

ving its registered address at Room No 423,
Lodhi Road, New Delhi-110001. '

i, Regional Headquarters. Western Region
i, Regional Headgquarters. Southern Region

3. The copy of Model MoU signed for CHQ s attached herewith. Similarly, separate

MoU are being signed for each pookin

RE R IR e Fa wige) W% Reii-110003 T @ 2463299

2050

Rajiv Gandhi Brawan safdarjung Airport, New Dethi-ﬁc{)m' ) Phone ! 24632950



4. The details of the representatives of agencies are as mentioned for co-ordination
and further necessary action for the purpose.

1. M/s Balmer Lawrie & Co. Lid.

o Shri Neerav Gupta, Head- Sales (Mob. 9818187245)
« Shri Hemant Sharma. Dy. Manager (Mob. 9940068471)

2. M/s Ashok Travels & Tours

o Ms. Janvi Mehta, (Mob.9867674824)
« Shri Monimoy Bhattacharyya, Manager (Mob.9831215168)

5. The detailed SOP for booking of tickets is attached herewith vide Annexure ‘A’.

1V O —
{Capt. ;-i:aj z Walik)

Executive Director (Admn. /HR)
Enclosed: (1) SOP as Annexure ‘A’
(2) Copy of mode!l MoU signed for CHQ

Distribution: L

s« (QSD to Chairman

« JGM/DGM (ES) to Member HR/Ops./Plg./ANS/Fin./CVO

o ED (Finl) /JED(Fin.il), ED (HR)-1/Jt. GM(MS).

« GM (IT)- for uploading on website.

s (3S, AAEU /IAKUIAAIEG/GS, ATCG (1)/GS AAISC/STE WA/GS,AAI SC/ST/OBC
(NEYEWA

« All Notice Boards



Annexure — ‘A’

Sub: Standard Operating Procedure for travel Desk

Airports Authority of India has awarded the Contract for Travel Management
Services to AAl officials across India.

In order to ensure seamless transition from present system of Air ticket booking to
newly introduced travel portal, a SOP is given below for circulation and necessary
information to all officials.

I

i

V1.

VI

VI

Nodal Officers will be nominated at each Regional Headquarters i.e. Northern
Region, Western Region, Southern Region, Eastern Region and North Eastern
Region units to look after the travel bookings of all the Airports in the Region.
CHQ also will have separate Nodal Officer for CHQ Bookings.

. The travelling official will send the filled Travel Requisition Form (TRF) (Copy

attached) duly approved by the Competent Authority to the nominated Nodal
Officers. The TRF shall be submitted well in advance as per the prevailing
guidelines.

The official while deciding the itinerary shall take care & keep flexibility of two
hrs time so that minimum fare ticket can be issued in that time zone.

The Nodal Officer will verify the TRF along with the approval received from the
travelling official. After verifying, the same request will be forwarded to Agency's
representative for booking of Air ticket.

. Subsequently, Agency's representative will issue the ticket to tﬁe’ traveller

through Email along with a copy to Nodal Officer for information.

Agency will submit bills on fortnightly basis to the Nodal Officers in the
respective RHQ/CHQ as the case may be. After checking. Nodal Officer will post
the above bill details in the SAP Module, for payment action, within 5 days of
time from the receipt of the bills. Accordingly, Finance Directorate will make the
payment within 7 days of time from the posting of bills.

In case of any cancellation / rescheduling of booked tickets, Travel Agency will
issue credit note to AAl within 7 working days from the cancellation /
rescheduling of ticket. On the basis of credit note. the amount will be adjusted
into the next billing cycle.

Payments will be made to the travel agency from the respecfive account of RHQ
unit along with GST reconciliation for obtaining input tax credit.

Bill and payment related issues will be reconciled on monthly basis with the
agency.



