
TRAVEL GUIDE FOR PERSONS TRAVELLING ON BEHALF OF PSI 
 

 

Air ticket 
 Can be bought by PSI HO, by a PSI (sub)regional office or by the 

participant himself/herself.  

 The decision is made by PSI according to the best itinerary in terms of 
cost, ticket conditions and length of trip, in consultation with all 
parties. 

 

To book the air ticket, PSI needs 
 Passenger name - MUST be EXACTLY the same as on passport 

 Passport number 

 Passport expiry date  

 Date of birth 

 NB: Passport must be valid at least 6 months from departure date 
 

Confirmation of ticket 
 If PSI arranges your booking, a proposal will be sent to you with a 

deadline for confirmation.  

 More than often, companies bring forward that deadline. When 
confirmation is needed, you are requested to reply by return of email.  

 You will then receive a copy of your itinerary AND an electronic ticket 
(E-ticket) - print out at least the E-ticket. 

 

Change of ticket after issue 
 Is not always possible – depends on the actual ticket. 

 IF it is allowed, it almost ALWAYS costs money! 

 Only considered for valid reasons 
 

Cancellation of ticket after issue 
 Is not always possible – depends on the actual ticket. 

 IF it is allowed, it almost ALWAYS costs money! 
 

Visa denial or refusal to check in 
PSI needs a formal certificate from the relevant authority (embassy, 
airline, border police) in order to put a claim to the PSI insurance. Ensure 
that you get this document and forward to PSI. 
 

Visa - who is in charge of what? 
Each participant is responsible for checking if he/she needs a visa: 

 Visa for destination  

 Visa for transit  
PSI can send an official invitation letter if needed, to help obtain the visa. 
This is not automatic. It must be requested by the traveller as soon as 
possible before travelling. Some visas take several weeks to obtain – 
check with the relevant embassy/consulate.  
 

Travel insurance  
Must be taken out by the traveller. 
 

Health 
Check in good time with the relevant embassy/consulate about 
vaccination requirements for entry. 
 

Other information 
Remember to carry a copy of your hotel confirmation including address, 
plus details of transport from the airport to your hotel or meeting venue; 
and enough convertible cash to cover immediate expenses. 
 



How to read an E-ticket? 
Check all details upon receipt of the E-ticket, not just before departure. Here a sample of what it looks like: 
 

 



 


