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MALARIA CONSORTIUM
Request for proposal (RFP) & Invitation to Tender for AIR TRAVEL AGENcy
SPECIFICATIONS AND INSTRUCTIONS TO BIDDERS

A. Malaria Consortium 
Malaria Consortium is one of the world's leading non-profit organisations dedicated to the comprehensive control of malaria and other communicable diseases in Africa and Southeast Asia. Malaria Consortium works with communities, government and non-government agencies, academic institutions, and local and international organisations, to ensure good evidence supports delivery of effective services, providing technical support for monitoring and evaluation of programmes and activities for evidence-based decision-making and strategic planning. The organisation works to improve not only the health of the individual, but also the capacity of national health systems, which helps relieve poverty and support improved economic prosperity.   

B Administrative Information
1. It is the intent of this RFP to secure competitive proposals to select an air travel agency for Malaria Consortium to supply plane tickets (including the provision of important travel information for both transit and destination locations such as visa requirements, health card requirements etc.), provide hotel booking services and carry out airport drop-offs and pick-ups. Some of the frequently visited destinations are London, EU countries, Burkina Faso, Chad, Ethiopia, Thailand, Nigeria, Mozambique, South Sudan, and Uganda, with an expectation to spend approximately $ 150,000 on air travel in the next 12 months. 
2. Bidders shall provide evidence that they can meet Malaria Consortium requirements.  Evidence may take the form of written agreements, certifications, signed original letters or other written evidence that can be verified by Malaria Consortium. 

3. Bidders should demonstrate the best ability to deliver the required services specified below to the highest quality standard, with the best selection of airlines and connection options at the most reasonable cost will be selected.  

4. Bidders are required to specify in their bid whether they intend to subcontract any part of the work required under this RFP, including airport drop-off and pick-up, and provide details on the part to be subcontracted and the agency to be used.

5. Bidders shall submit sealed bids addressed to the Regional Logistics Officer, at the Malaria Consortium Office Plot 25, Upper Naguru, East Road, Kampala, Uganda. Tel: (+256) 0312 300 420.  Electronic bids should be submitted to j.nkosa@malariaconsortium.org.  Both hard copy and electronic bids may be submitted, but an electronic copy is required.
6. Bids must be received by 4:00 pm, East African time, on Friday April 18th 2016. Bids submitted after the deadline will not be accepted. 
7. Bidders shall ask for any clarifications that they may have on this request for proposal up to close of business East African time on 9th April 2016 by sending an e-mail to j.nkosa@malariaconsortium.org. Malaria Consortium shall respond to bidders’ clarifications on 14th April 2016.
8. Bidders shall submit proposals valid for a period of not less than 90 days, and any changes to a proposal must be received prior to the closing time and date for bids. Revised bids must be clearly indicated, including which bids the revised bid supersedes. All revised bids must be submitted as full proposals.

9. Bidders may withdraw proposals upon written request.

10. Bidders shall bear all costs associated with the preparation and submission of proposals, and Malaria Consortium shall not be responsible for these costs, irrespective of the outcome of the bidding process.

11. The winning bidder shall be notified in writing after the bid analysis process. Malaria Consortium is under no responsibility to release the identity or purchasing terms of the winning bidder.

12. Bidders shall include all of the following information in their proposal. Failure to provide all of the requested information or comply with the specified formats may result in disqualification of the bid from consideration:
· Copy of business registration documents, including proof of legal operation in their country of residence. 

· Bank reference to include letter of sound financial standing that indicates the value of the company. 

· Company Qualification & References as described in Section E below.

· Any additional service or proposals that Malaria Consortium should consider to support the bid.
· Completed services price schedule as per the price list for services (ANNEX A) 
C
Scoring Criteria 

All qualified proposals that meet the requirements in B.12 will be considered for scoring with the following weighting applied: 

	Area
	Points

	 Demonstrated relevant experience and technical knowledge of the agency in the field of travel with similar INGOs 
	25

	Demonstrated relevant experience and technical knowledge of the agency staff to be assigned to Malaria Consortium, in the field of travel 
	20

	Reference checks based on list of referees provided by the bidder as well as MC independent reference check
	20

	Number and names of computerised ticket reservation systems used by the agency
	10

	Financial offer
	25

	Total
	100


D     Technical Requirements & Specifications 

The Bidder shall: 

a) Provide evidence that they are capable of making reservations within 12 hours after receiving a request from Malaria Consortium. 
b) Provide evidence that they are capable of holding a reservation at an agreed itinerary and price for at least 72 hours prior to cancellation. 

c) Provide evidence that they can advise Malaria Consortium on what itinerary to use in connection to visas and travel requirements against different nationalities and layover times prior to issuing flight tickets.  
d) Provide evidence that they are capable of issuing tickets within 4 working hours after confirmation and that they can do trip follow-up during travels.  

e) Indicate whether they can facilitate and support online check-in and seat attribution. 

f) Demonstrate their ability to do hotel bookings on behalf of Malaria Consortium.
g) Demonstrate their ability to provide taxi services or do car hire (airport transfer) on behalf of Malaria Consortium.
h)  Provide evidence of this ability to provide flight itinerary recommendations based on connection time, visa restrictions and price from all relevant carriers. 

E. Bidder Qualifications 

1. Bidder shall submit, as part of their bid, a section describing their general qualifications to provide the services requested which should include information on length of operation, previous and current clientele, ownership, management, technical experience and qualifications of staff and any other information they feel will support their bid. 

2. Bidder shall submit, as part of their bid, a minimum of three client references excluding Malaria Consortium. The reference details must include contact name, phone number and e-mail address.
F. Other Contract Terms & Conditions

a) The winning bidder shall receive a contract of 12 months that is renewable upon the agreement of both parties.  

b) Bidder shall state required payment terms considering that Malaria Consortium’s preference is to receive a monthly invoice for works undertaken in the previous 30 days. 
c) All payments shall be made in United States Dollars or British Pounds by bank transfer or checks.

d) The language for communications and required documents is English.  
ANNEX A
PRICE LIST

	Description
	Price in USD

	Fees for ticket issuing (Malaria Consortium prefers that the bidder does not charge for re-issuing tickets)
	

	Fees for hotel booking
	

	Fees for car hire (airport transfer to and from Entebbe airport – indicate the basis of the fee e.g. per km, etc.) 
	


Additionally, provide an indication of what the cost of flight tickets would be for the following destinations, from Entebbe, Uganda 
	
	 

	Destination from Entebbe  
	Minimum Price (USD-with tax) 
	Maximum Price (USD -with tax) 

	Guinea - Conakry 
	 
	 

	Mozambique - Maputo 
	 
	 

	Canada – Calgary
	
	

	Gambia – Banjul
	
	

	Burkina Faso – Ouagadougou
	
	

	Chad – N’djamena
	
	

	Italy - Rome
	
	

	Kenya - Nairobi 
	 
	 

	Ethiopia – Addis Ababa
	 
	 

	South Sudan - Juba 
	 
	 

	Rwanda - Kigali 
	 
	 

	Mali - Bamako
	
	

	Nigeria - Abuja 
	 
	 

	Nigeria - Lagos
	 
	 

	Niger – Niger
	
	

	Sweden – Stockholm 
	 
	 

	Australia – Sydney
	 
	 

	UK – London 
	 
	 

	Belgium – Brussels 
	 
	 

	The Netherlands – Amsterdam 
	 
	 

	Thailand – Bangkok 
	 
	 

	USA – New York 
	 
	 

	USA – Des-Moines
	 
	 

	USA – Washington DC 
	 
	 

	USA – Baltimore
	 
	 

	USA – Atlanta
	 
	 

	UAE – Dubai 
	 
	 

	Ghana – Accra 
	 
	 

	France – Paris 
	 
	 

	South Africa – Johannesburg
	 
	 

	Senegal - Dakar
	
	

	Greece - Athens 
	 
	 

	Ireland - Dublin
	 
	 

	India - Hyderabad
	 
	 

	Switzerland - Geneva -
	 
	 

	Zimbabwe - Harare
	 
	 

	Zambia - Lusaka
	 
	 

	Dakar -  London -  Entebbe
	
	

	Bamako -  London -  Entebbe
	
	


ANNEX B:

KEY TERMS AND CONDITIONS OF PROPOSED TRAVEL AGENT CONTRACT

1. Copyright and Confidentiality 

The travel agent shall keep confidential and not disclose to third parties, any confidential information furnished by Malaria Consortium, which the travel agent shall only be entitled to use in order to perform its obligations under the travel agent contract. The travel agent contract shall contain a detailed definition of confidential information and appropriate carve-outs relating to disclosure of confidential information. 

All reports, papers and other materials produced by the travel agent in the course of this engagement shall remain the property of Malaria Consortium. Malaria Consortium hereby assigns all associated rights for such reports, papers and materials. To protect the interests of Malaria Consortium, the travel agent is expressly forbidden, either during or after the contract: 

· To directly or indirectly publish any opinion, fact or material on any matter connected with or relating to the business of Malaria Consortium or other associated organisation, donor or beneficiary to Malaria Consortium without the prior written approval of Malaria Consortium. 
· To make any public appearances or comments to the press on any matter connected with or relating to the business of Malaria Consortium or other associated company, donor or beneficiary of the Company without the prior written approval of Malaria Consortium.
· The travel agent consents to Malaria Consortium and its duly authorized agents and employees holding and processing both electronically and manually the data (including sensitive personal data and information contained in e-mail, e-mail attachments and other forms of electronic communication) it collects, stores or processes that relate to the travel agent, for the purposes of the administration and management of its contractors and its business and for compliance with applicable procedures, laws and regulations.  The travel agent consents to Malaria Consortium doing so as may be necessary from time to time. 

2. Termination 
a) Malaria Consortium may terminate the Contract by providing one month notice in writing with no liability to make any further payment to the Travel agent (other than in respect of amounts accrued prior to the Termination Date) if at any time the Vendor:

· Commits any serious or repeated breach or non-observance of any of the provisions of this Contract or refuses or neglects to comply with any reasonable and lawful directions of Malaria Consortium; or

· Is permanently incapacitated (including by reason of illness death or for whatever reason) from providing the Services; 

· or is guilty of any fraud or dishonesty or acts in any manner which in the opinion of Malaria Consortium brings or is likely to bring the Travel agent or the Malaria Consortium into disrepute or is materially adverse to the interests of Malaria Consortium.
· Becomes insolvent; or otherwise unable to pay its debts  when they fall due

b) Notwithstanding the above, the travel agent may terminate the contract by providing Malaria Consortium one month notice in writing.
c) On the Termination Date the Travel agent shall immediately deliver to Malaria  Consortium all documents, books, materials, records, correspondence, papers, completed and outstanding reports and information (on whatever media and wherever located) relating to the business or affairs of Malaria Consortium, its business contacts,  and any other property , which is in the travel agent’s possession or under its control.  

3. Force Majeure 
If the performance of the contract is delayed, hindered or prevented or is otherwise frustrated by reason of force majeure which will mean any event beyond the control of the party affected, then the party so affected will promptly notify the other in writing. 

Upon acceptance in writing by the other party of the existence of any such event, or if the other party has failed to respond within 10 working days, the obligations of both parties shall cease or shall be suspended for 30 days to facilitate renegotiation between the travel agent and Malaria Consortium, after which the contract will be automatically canceled.
4. Dispute Resolution and Reference Law 
Any disputes between Malaria Consortium and the travel agent shall be settled by arbitration. The arbitration shall be conducted in accordance with the International Chamber of Commerce Rules. There shall be one arbitrator. The language of the arbitration shall be English. The place of arbitration shall be London, UK. The arbitral award shall be final. 
This Implementation agreement with the travel agent shall be governed by English law to the exclusion of conflict of law provisions.

5. Intellectual Property
Any Intellectual Property Rights in or relating to any and all Works and Inventions shall be owned by Malaria Consortium.  The travel agent hereby irrevocably assigns to Malaria Consortium (by way of present assignment of present and future rights) with full title guarantee absolutely and free from all encumbrances all right, title and interest in and to any and all Intellectual Property Rights in or relating to any and all Works and Inventions and all materials embodying such rights to the fullest extent permitted by law together with all accrued rights of action in respect of any infringement of such rights.  In so far as they do not so vest automatically by operation of law or under this contract, the travel agent shall hold all such rights and Inventions on trust for the sole benefit of Malaria Consortium and shall not transfer them to a third party or encumber them.

6. Service Providers and Sub-contractors 
The travel agent contract will contain controls over its ability to sub-contract and will expressly provide that the travel agent remains liable for the actions of its subcontractors. No subcontractor will have any recourse whatsoever to Malaria Consortium and/or its consortium partners.  In the event that there is any dispute between the travel agent and any such third-party contractor about the terms and conditions for the contract, the travel agent shall resolve or settle the dispute without any recourse or cost to Malaria Consortium and without involving Malaria Consortium or its partners in the dispute. 
7. Anti-bribery Policy

 The travel agent shall read the Malaria Consortium anti-bribery policy to be availed by Malaria   

  Consortium and sign the acknowledgement form as a proof of acceptance to abide by the policy. 

8.  Warranties 
The travel agent contract will contain representations and warranties for the benefit of Malaria Consortium, including, but not limited to: 

· Usual legal capacity representations and warranties; 

· That the travel agent has the personnel, experience, qualifications, facilities and all other skills and resources necessary to perform its obligations under the travel agent contract; 

· That there are no claims or proceedings in progress, pending or threatened against the travel agent which, if determined adversely, would have a material adverse effect on the capacity of the travel agent to perform its obligations under the contract; and 

· That the travel agent’s activities are operated in compliance with applicable laws. 

9. Limitation of Liability and Indemnity 
Malaria Consortium will not be liable for any losses, damages, claims, liabilities or disputes relating to the activities of the travel agent in the performance of the travel agent’s obligations under the travel agent contract or the activities of any of the travel agent’s officials, agents, employees, subcontractors, assignees or service providers. The travel agent contract will also contain adequate indemnities on the part of the travel agent for any breach of contract, as well as specific indemnities in favour of Malaria Consortium in respect of any third-party loss, damage, claims, liabilities and/or disputes which may arise in connection with, or as a result of, the activities performed by the travel agent or the activities of any of its officials, agents, employees, subcontractors, assignees or service providers. Such indemnification provisions will be subject to appropriate survival periods and other provisions and procedures to be set out in the travel agent contract. The travel agent contract will also contain other appropriate remedies for breach of its obligations. 

10. Payment and invoicing 
Fees are payable based on the total order placed with reference to the price list in annex A and on submission and approval of invoices and other documentation necessary to verify the fees and expenses due. Where VAT is applicable, the invoice should show all the necessary entries thereon to make it a valid tax invoice for VAT purposes; and in particular it must show the amount of VAT charged separately. 

Malaria Consortium will pay invoices within 30 days of approval. All payments will be made in USD or GBP, as quoted in the travel agent’s proposal.
11. Performance Standards 
The travel agent contract will contain provisions requiring the travel agent to perform the travel services in accordance with appropriate industry and professional standards. Malaria Consortium will also require specific performance indicators against which the travel agent’s performance will be measured and the corrective actions that the travel agent will need to take in the event of a failure to comply.

12. Materials and Equipment 
The travel agent shall have sufficient equipment and materials necessary for the provision of their services. Such equipment and materials shall be of appropriate standard and suitable for their purpose.
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