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Parliamentary Travel Office – IPSA-funded Travel 
 
The Parliamentary Travel Office is managed by Reed & Mackay and provides an extensive range of 
travel services for Members and staff of both Houses.  
Members and their staff can arrange IPSA-funded travel online via either R&M/Book or R&M/Mobile 
(see page 4 for details). For support queries, the team can be contacted via email at 
parliamentarytraveloffice@parliament.uk or via phone on (0207 219) 4232.  
Please note that the online service will be available approximately two weeks post-General Election. 
 
The Travel Office is located on the lower ground floor in the Palace of Westminster, signposted and 
approached by Star Chamber Court, or via the Members’ Lobby.  
 
 
Travel Services  

 

Tickets: Air & Rail, domestic & international 

Hotels: UK & overseas 

Special Assistance: help with arrangements when booked in conjunction with the above 

Delays / cancellation support for confirmed trips 

Travel Profile Management: no need to repeatedly provide essential information (i.e., passport 
information, seating requirements, airline & hotel memberships) 

In-person support: from Monday to Friday, 09:00-17:00 

Telephone & email service: from Monday to Friday, 08:30-18:00 

Emergency Travel Service: full access to existing bookings, supporting travellers when the 
Travel Office is closed. (Please note that an additional call fee is charged to the House for this 
service. The Travel Office phone line automatically diverts to the Emergency Team). 

 
 
IPSA Allowances  
 
IPSA will cover up to the following for Parliamentary travel purposes: 

 

Rail  Standard Class Anytime fare 

Air Economy Class flexible fare 

Hotels in London £210 

Hotels outside London £150 
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Payment Solutions  
Rail and Air bookings are automatically invoiced to IPSA by the Parliamentary Travel Office, payment 
is not required from the traveller.  
 
Hotel reservations must be guaranteed to a credit card, (usually the MP’s IPSA credit card) and the 
cost settled upon check-out. The hotel issued invoice must be retained for IPSA’s reconciliation 
process. Card details are encrypted and securely stored within their Travel Profile. 
 
Travel Preferences  
The Parliamentary Travel Office will hold Travel Profiles for MPs, these will be automatically created 
approximately two weeks post-General Election.  
Travel Profiles for MP Staff will only be automatically created if the Primary Contact Email Address 
with IPSA is their Parliamentary email address.  
Any preferences or memberships should be stored here, such as seating preferences, specific rail 
cards or accessibility requirements, along with airline and hotel membership numbers. It is useful for 
the Parliamentary Travel Office to have your mobile telephone number in the event of any impacts to 
travel plans.  
Updates can be saved directly, either online via R&M/Book or within the R&M/Mobile app. 
 

Air Travel Documents  
Once travel is confirmed, the Parliamentary Travel Office will provide an itinerary via email. This will 
include the airline reference which will be required for any online check-in. 
 
Rail Travel Documents  
The Parliamentary Travel Office offer the following rail ticket options (which are not interchangeable 
once booked): 

 
      E-tickets 

• Available for most routes and tickets that do not include London Underground.  
• PDF ticket is sent directly to the traveller via email.  
• Avoid the need to queue at stations to collect paper tickets. 
• Refund processing time is much faster than with a paper ticket. 

 
 Collection from onsite ticket kiosk 

• Ticket can be collected from the Evolvi Ticket Kiosk in the Palace, located in Cash 
Machine Corridor using the Ticket Collection Reference and PIN detailed in your 
booking confirmation. 

• In the event of a refund, the paper ticket must be returned to the Parliamentary Travel 
Office within 14 days of the date on the ticket. 

• Refund processing time can be up to four weeks. 

 
Ticket on Departure 

• Ticket can be collected from any mainline railway station which is either manned or 
has a ticket machine using the Ticket Collection Reference detailed in your booking 
confirmation. 

• There is an additional £1.50 Rail Delivery Group fee charged per ticket.  
• In the event of a refund, the paper ticket must be returned to the Parliamentary Travel 

Office within 14 days of the date on the ticket.  
• Refund processing time can be up to four weeks. 
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Negotiated Discounts for Parliament  
The Parliamentary Travel Office have access to negotiated fares and rates. These can only be 
obtained via R&M/Book, R&M/Mobile, and the Travel Office. 

 

Air British Airways 

Rail Avanti & LNER 

Hotels See below for full list of preferred properties 

Park Plaza Riverbank Please find walking directions here 

Park Plaza Waterloo Please find walking directions here 

Park Plaza Westminster Bridge Please find walking directions here 

Hilton Westminster Curio Please find walking directions here 

The Wellington by Blue Orchid Hospitality Please find walking directions here 

The Rochester by Blue Orchid Hospitality Please find walking directions here 

Hampton by Hilton London Waterloo Please find walking directions here 

Hyatt Regency Albert Embankment Please find walking directions here 

Trafalgar St. James London, Curio by Hilton Please find walking directions here 

Conrad London St. James Please find walking directions here 

https://www.parkplazariverbank.com/?utm_source=thirdparty&utm_medium=visitwebsite&utm_campaign=yextlisting&utm_term=website
https://www.google.com/maps/dir/Westminster+Station,+Underground+Ltd,+Bridge+Street,+London/Park+Plaza+London+Riverbank,+Albert+Embankment,+London/@51.4964171,-0.1272572,16z/data=!3m1!4b1!4m14!4m13!1m5!1m1!1s0x487604c449b45ed3:0x25f3edbdeb1538df!2m2!1d-0.1248413!2d51.501343!1m5!1m1!1s0x487604ea35ab6727:0x250e2f4a21864457!2m2!1d-0.122177!2d51.491478!3e2
https://www.parkplazalondonwaterloo.com/
https://www.google.com/maps/dir/Westminster+Station,+Underground+Ltd,+Bridge+Street,+London/Park+Plaza+London+Waterloo,+6+Hercules+Rd,+London+SE1+7DP/@51.4995809,-0.1208867,17z/data=!3m1!4b1!4m14!4m13!1m5!1m1!1s0x487604c449b45ed3:0x25f3edbdeb1538df!2m2!1d-0.1248413!2d51.501343!1m5!1m1!1s0x487604bec40feea7:0xbc01d0a96ef76e59!2m2!1d-0.113548!2d51.498241!3e2
https://www.parkplazawestminsterbridge.com/
https://www.google.com/maps/dir/Westminster+Station,+Underground+Ltd,+Bridge+Street,+London/park+plaza+westminster+bridge/@51.5010828,-0.1230593,17z/data=!3m1!4b1!4m14!4m13!1m5!1m1!1s0x487604c449b45ed3:0x25f3edbdeb1538df!2m2!1d-0.1248413!2d51.501343!1m5!1m1!1s0x487604b89a2ce219:0xdd09ac6f4d8cb96!2m2!1d-0.1169!2d51.501!3e2
https://www.hilton.com/en/hotels/lonwmqq-westminster-london/?SEO_id=GMB-EMEA-QQ-LONWMQQ
https://www.google.com/maps/dir/Westminster+Station,+Underground+Ltd,+Bridge+Street,+London/The+Westminster+London,+Curio+Collection+by+Hilton,+John+Islip+Street,+London/@51.4973131,-0.1318313,16z/data=!3m1!4b1!4m14!4m13!1m5!1m1!1s0x487604c449b45ed3:0x25f3edbdeb1538df!2m2!1d-0.1248413!2d51.501343!1m5!1m1!1s0x487604e8326aaaab:0x4120ebee2dc8c976!2m2!1d-0.1270873!2d51.4932701!3e2
https://www.blueorchid.com/en/hotels/gb/london/wellington-hotel-by-blue-orchid?utm_source=google&utm_medium=GMB
https://www.google.com/maps/dir/Westminster+Station,+Underground+Ltd,+Bridge+Street,+London/The+Wellington+by+Blue+Orchid+Hotels,+Vincent+Square,+London/@51.4978881,-0.1349476,16z/data=!3m1!4b1!4m14!4m13!1m5!1m1!1s0x487604c449b45ed3:0x25f3edbdeb1538df!2m2!1d-0.1248413!2d51.501343!1m5!1m1!1s0x487604de185e6147:0x4aa079eea56a0534!2m2!1d-0.1362991!2d51.4945199!3e2
https://www.blueorchid.com/en/hotels/gb/london/rochester-hotel-by-blue-orchid?utm_source=google&utm_medium=GMB
https://www.google.com/maps/dir/Westminster+Station,+Underground+Ltd,+Bridge+Street,+London/The+Rochester+by+Blue+Orchid+Hotels,+Vane+Street,+London/@51.4975021,-0.135143,16z/data=!3m1!4b1!4m14!4m13!1m5!1m1!1s0x487604c449b45ed3:0x25f3edbdeb1538df!2m2!1d-0.1248413!2d51.501343!1m5!1m1!1s0x4876052b58290451:0x946bdaeffa232c01!2m2!1d-0.1364511!2d51.4942009!3e2
https://www.hilton.com/en/hotels/lonwlhx-hampton-london-waterloo/?SEO_id=GMB-EMEA-HX-LONWLHX
https://www.google.com/maps/dir/51.5009678,-0.124457/157+Waterloo+Rd,+London+SE1+8XA/@51.5021249,-0.1216564,16z/data=!3m1!4b1!4m9!4m8!1m0!1m5!1m1!1s0x487604b9f7cf5da1:0x706c201b5e218db8!2m2!1d-0.1080012!2d51.5008417!3e2?entry=ttu
https://www.hyatt.com/en-US/hotel/england-united-kingdom/hyatt-regency-london-albert-embankment/lonre?src=corp_lclb_gmb_seo_LONRE
https://www.google.com/maps/dir/Westminster+Station,+Underground+Ltd,+Bridge+Street,+London/Hyatt+Regency+London+Albert+Embankment,+Albert+Embankment,+London/@51.496586,-0.1272572,16z/data=!3m1!4b1!4m14!4m13!1m5!1m1!1s0x487604c449b45ed3:0x25f3edbdeb1538df!2m2!1d-0.1248413!2d51.501343!1m5!1m1!1s0x487605a41f0ca979:0xd1b45d4bad5436e3!2m2!1d-0.1212858!2d51.4918777!3e2
https://www.hilton.com/en/hotels/lontsqq-the-trafalgar-st-james-london/?SEO_id=GMB-EMEA-QQ-LONTSQQ
https://www.google.com/maps/dir/51.500968,-0.1242607/2+Spring+Gardens,+Trafalgar+Sq,+St.+James's,+London+SW1A+2TS/@51.5041904,-0.1321182,16z/data=!3m1!4b1!4m9!4m8!1m0!1m5!1m1!1s0x487604ce29586cb7:0x35db48587b822389!2m2!1d-0.1291755!2d51.507346!3e2?entry=ttu
https://www.hilton.com/en/hotels/loncoci-conrad-london-st-james/?SEO_id=GMB-EMEA-CI-LONCOCI
https://www.google.com/maps/dir/Black+Rod's+Garden,+Abingdon+Street,+London/22-28+Broadway,+London+SW1H+0BH/@51.4985257,-0.1318443,17z/data=!3m1!4b1!4m14!4m13!1m5!1m1!1s0x487604c390cf19cd:0x40f6ee652b1a4831!2m2!1d-0.1249881!2d51.4981149!1m5!1m1!1s0x487604db8bde77bd:0x5559007804935a71!2m2!1d-0.1329218!2d51.4994536!3e2?entry=ttu


 
 
 

Choose the Parliamentary Travel Office for the faster, easier way to book travel. 
 

 

N.B. The online service will only be available approximately two weeks post-General 
Election. 


