Section 4: Proposal Submission Form[footnoteRef:1] [1:  No deletion or modification may be made in this form.  Any such deletion or modification may lead to the rejection of the Proposal.] 

[insert: Location]
[insert: Date]

To:	[insert: Name and Address of UNDP focal point]

Dear Sir/Madam:

	We, the undersigned, hereby offer to provide professional services for [insert: title of services] in accordance with your Request for Proposal dated [insert: Date] and our Proposal. We are hereby submitting our Proposal, which includes the Technical Proposal and Financial Proposal sealed under a separate envelope.

We hereby declare that:

1. All the information and statements made in this Proposal are true and we accept that any misrepresentation contained in it may lead to our disqualification; 
1. We are currently not on the removed or suspended vendor list of the UN or other such lists of other UN agencies, nor are we associated with, any company or individual appearing on the 1267/1989 list of the UN Security Council;
1. We have no outstanding bankruptcy or pending litigation or any legal action that could impair our operation as a going concern; and 
1. We do not employ, nor anticipate employing, any person who is or was recently employed by the UN or UNDP.

We confirm that we have read, understood and hereby accept the Terms of Reference describing the duties and responsibilities required of us in this RFP, and the General Terms and Conditions of UNDP’s Contract for Professional Services.

We agree to abide by this Proposal for [insert: period of validity as indicated in Data Sheet]

	We undertake, if our Proposal is accepted, to initiate the services not later than the date indicated in the Data Sheet.

We fully understand and recognize that UNDP is not bound to accept this proposal, that we shall bear all costs associated with its preparation and submission, and that UNDP will in no case be responsible or liable for those costs, regardless of the conduct or outcome of the evaluation.

	We remain,

Yours sincerely,

Authorized Signature [In full and initials]:  	
Name and Title of Signatory:		____________________________________
Name of Firm:				____________________________________
          	Contact Details: 			____________________________________

[Please mark this letter with your corporate seal, if available]

Section 5: Documents Establishing the Eligibility and Qualifications of the Proposer
Proposer Information Form[footnoteRef:2] [2:  The Proposer shall fill in this Form in accordance with the instructions.  Apart from providing additional information, no alterations to its format shall be permitted and no substitutions shall be accepted.
] 


Date: [insert date (as day, month and year) of Proposal Submission]
RFP No.: [insert RFP reference number]

Page ______ of ______ pages

	1.  Proposer’s Legal Name: [insert Proposer’s legal name]

	2.  In case of Joint Venture (JV), legal name of each party: [insert legal name of each party in JV]

	3.  Actual or intended Country/ies of Registration/Operation: [insert actual or intended Country of Registration]

	4.  Year of Registration: [insert Proposer’s year of registration]

	5. Countries of Operation
	6. No. of staff in each Country
	7.Years of Operation in each Country

	8.  Legal Address/es in Country/ies of Registration/Operation: [insert Proposer’s legal address in country of registration]

	9. Value and Description of Top three (3) Biggest Contract for the past five (5) years

	10.  Latest Credit Rating (if any) 

	11.  Brief description of litigation history (disputes, arbitration, claims, etc.), indicating current status and outcomes, if already resolved. 

	12.  Proposer’s Authorized Representative Information
     Name: [insert Authorized Representative’s name]	
     Address: [insert Authorized Representative’s address]
     Telephone/Fax numbers: [insert Authorized Representative’s telephone/fax numbers]
     Email Address: [insert Authorized Representative’s email address]

	13.  Are you in the UNPD List 1267.1989 or UN Ineligibility List?  ☐ YES or ☐ NO

	14.  Attached are copies of original documents of:
☐ All eligibility document requirements listed in the Data Sheet
☐ If Joint Venture/Consortium – copy of the Memorandum of Understanding/Agreement or Letter of Intent to form a JV/Consortium, or Registration of JV/Consortium, if registered
☐ If case of Government corporation or Government-owned/controlled entity, documents establishing legal and financial autonomy and compliance with commercial law.


[bookmark: _Toc68319417]


TRAVEL AGENCY REGISTRATION FORM
Important Note: Please complete this section in full, using ‘N/A’ where it does not apply.

	1.1    About Your Company:

	Registered Name:
	

	Trading Name:
	

	Parent Company Name:
	

	Subsidiary Name(s):
	

	Sister Company Name(s):
	

	Other Business Interests:
	

	Number of Years Trading:
	

	Number of Employees: (specify each location in case of different)
	

	Website and e-reservations
	

	1.2     Licenses and Memberships Held:

	IATA number:
	

	Memberships:
	

	Other(specify):
	

	1.3     Service & Quality Accreditation:

	Please specify
	

	1.4     Proposed Location of Service:

	Primary Site Location
	

	Other Locations
	

	1.5     Anticipated Number of People Equivalents to Work on the Account:

	Office Manager
	

	Travel Reservation Agents
	

	Secretary
	

	Messenger
	

	Other (and specify roles)
	

	1.6     Services that can be provided on a 24/7 Basis:

	Air Ticketing:
	YES (can)
	NO (cannot)

	Reservations
	
	

	Ticketing
	
	

	Changes
	
	

	Cancellations
	
	

	Others
	
	

	International and domestic hotel bookings:
	
	

	Hotel Reservations
	
	

	Confirmations
	
	

	Changes
	
	

	Cancellations
	
	

	1.7 Copy of your last 3 years audited accounts attached:
	YES / NO

	1.8 Your Strategy on the Major Changes in the Business Travel Industry and how the UN will benefit from partnering with your company (including commission reductions):

	






Joint Venture Partner Information Form (if Registered)[footnoteRef:3] [3:  The Proposer shall fill in this Form in accordance with the instructions. Apart from providing additional information, no alterations to its format shall be permitted and no substitutions shall be accepted.

] 


Date: [insert date (as day, month and year) of Proposal Submission]
RFP No.: [insert RFP reference number]

Page ______ of ______ pages

	1.	Proposer’s Legal Name: [insert Proposer’s legal name]

	2.	JV’s Party legal name: [insert JV’s Party legal name]

	3.	JV’s Party Country of Registration: [insert JV’s Party country of registration]

	4.  Year of Registration: [insert Party’s year of registration]

	5. Countries of Operation
	6. No. of staff in each Country
	7.Years of Operation in each Country

	8.  Legal Address/es in Country/ies of Registration/Operation: [insert Party’s legal address in country of registration]

	9. Value and Description of Top three (3) Biggest Contract for the past five (5) years

	10.  Latest Credit Rating (if any) 

	11.  Brief description of litigation history (disputes, arbitration, claims, etc.), indicating current status and outcomes, if already resolved. 

	12.	JV’s Party Authorized Representative Information
Name: [insert name of JV’s Party authorized representative]
Address: [insert address of JV’s Party authorized representative]
Telephone/Fax numbers: [insert telephone/fax numbers of JV’s Party authorized representative]
Email Address: [insert email address of JV’s Party authorized representative]

	14.	Attached are copies of original documents of: [check the box(es) of the attached original documents]
☐ All eligibility document requirements listed in the Data Sheet
☐ Articles of Incorporation or Registration of firm named in 2.
☐ In case of government owned entity, documents establishing legal and financial autonomy and compliance with commercial law.







Section 6: Technical Proposal Form
	


TECHNICAL PROPOSAL FORMAT
Provision of Travel Management Services to UN Agencies in Iraq and Jordan 
on Long Term Agreement basis



Note: Technical Proposals not submitted in this format may be rejected. The financial proposal should be included in separate envelope. 

	Name of Proposing Organization / Firm:
	

	Country of Registration: 
	

	Name of Contact Person for this Proposal:
	

	Address:
	

	Phone / Fax:
	

	Email:
	



	
SUB-SECTION 1: EXPERIENCE, CAPABILITY AND REPUTATION OF TRAVEL AGENCY

	This section should fully explain the Proposer’s resources in terms of personnel and facilities necessary for the performance of this requirement.   All contents of this section may be modified or expanded depending on the evaluation criteria stated in the RFP.

1.1 Brief Description of Proposer as an Entity: Provide a brief description of the organization / firm submitting the proposal, its legal mandates/authorized business activities, the year and country of incorporation, types of activities undertaken, and approximate annual budget, etc. Include reference to reputation, or any history of litigation and arbitration in which the organisation / firm has been involved that could adversely affect or impact the performance of services, indicating the status/result of such litigation/arbitration. Provide copies of company’s registration certificate, licenses issued by state authorities (if any), IATA accreditation certificate and other certificates of professional membership in travel management associations etc. Provide letters of recommendation from clients and business partners.

1.2 Financial Capacity: Provide the latest Audited Financial Statement (Income Statement and Balance Sheet) duly certified by a Public Accountant, and with authentication of receiving by the Government’s Internal Revenue Authority. Include any indication of credit rating, industry rating, etc. Provide a letter of good standing from the company’s bank and IATA turnover statements for the past three years.

1.3 Track Record and Experiences: Provide the following information regarding corporate experience within the last five (5) years which are related or relevant to those required for this Contract.  

	Name of project
	Client
	Contract Value
	Period of activity
	Types of activities undertaken
	Status or Date Completed
	References Contact Details (Name, Phone, Email)

	
	
	
	
	
	
	

	
	
	
	
	
	
	



1.4 Capability of Agency: Provide a brief description of the Agency’s main office and branches, number of company’s employees. List the airlines that the Agency is selling tickets on behalf of, describe the booking systems used by the Agency and provide copies of relevant certificates.

1.5 Volume of Sales: Provide information about the annual volume and quantity of air tickets sold for the past three years.




	
SUB-SECTION 2: PROPOSED WORK PLAN AND APPROACH

	This section should demonstrate the Proposer’s responsiveness to the TOR by identifying the specific components proposed, addressing the requirements, as specified, point by point; providing a detailed description of the essential performance characteristics proposed; and demonstrating how the proposed methodology meets or exceeds the requirements.

2.1 Approach to the Services Required: Please provide a detailed description of the methodology for how the organisation/firm will achieve the Terms of Reference of the project, keeping in mind the appropriateness to local conditions and project environment.

2.2 Management Structure: Describe the overall management approach toward planning and implementing this activity.

2.3 Subcontracting: Explain whether any work would be subcontracted, to whom, how much percentage of the work, the rationale for such, and the roles of the proposed sub-contractors.  Special attention should be given to providing a clear picture of the role of each entity and how everyone will function as a team.

2.4 Risks/Mitigation Measures: Please describe the potential risks for the implementation of this project that may impact achievement and timely completion of expected results as well as their quality.  Describe measures that will be put in place to mitigate these risks.

2.5 Reporting and Monitoring: Please provide a brief description of the mechanisms proposed for this project for reporting to the UNDP and partners, including a reporting schedule.

2.6 Anti-Corruption Strategy: Define the anti-corruption strategy that will be applied in this project to prevent the misuse of funds.  Describe the financial controls that will be put in place.

2.7 Statement of Full Disclosure: This is intended to disclose any potential conflict in accordance with the definition of “conflict” under Section 4 of this document, if any.

2.8. Partnerships: Explain any partnerships with local, international or other organizations that are planned for the implementation of the project. Special attention should be given to providing a clear picture of the role of each entity and how everyone will function as a team. Letters of commitment from partners and an indication of whether some or all have successfully worked together on other previous projects is encouraged.

2.9 Technical Quality Assurance Review Mechanisms: The methodology shall also include details of the Proposer’s internal technical and quality assurance review mechanisms. The existing corporate standards and/or internal quality control procedures should be described. Information about value-added products and services that are not required in the ToR but the bidder is capable of offering to the UN can also be included.

2.10 Pass-on Rates: Proposers shall provide information on the Preferred Carrier and Pass-On Rates to the UN, as per the table presented in the Terms of Reference. This will include both the Net Rates that the Travel Agency receives from the airlines and the pass-on rates to the UN, covering, at least, the top domestic and international destinations of the UN Agencies listed in the Terms of Reference

2.11 Other: Any other comments or information regarding the project approach and methodology that will be adopted.  




	
SUB-SECTION 3: PERSONNEL / MANPOWER

	
3.1 Personnel Competence/Structure: Include an organization chart for the management of the project describing the relationship of key positions and designations.

3.2 Staff Time Allocation:  Provide a spread-sheet to show the activities of each staff member and the time allocated for his/her involvement.  (Note: This spread-sheet is crucial and no substitution of personnel will be tolerated once the contract has been awarded except in extreme circumstances and with the written approval of the UNDP.  If substitution is unavoidable it will be with a person who, in the opinion of the UNDP project manager, is at least as experienced as the person being replaced, and subject to the approval of UNDP. No increase in costs will be considered as a result of any substitution.)

3.3 Qualifications of Key Personnel: Provide the CVs for key personnel (company managerial, corporate travel staff and general staff) that will be provided to support the implementation of this project. CVs should demonstrate qualifications in areas relevant to the Scope of Services. Describe the travel reservation agents’ and the Senior Travel Expert’s experience in servicing international organizations of similar size and nature as UNDP/UN, including relevant certificates, accreditations, awards and citations received. Please use the format below:

	Name:
	

	Position for this Contract:
	

	Nationality: 
	

	Contact information:
	

	Countries of Work Experience:
	

	Language Skills:
	

	Educational and other Qualifications:
	

	Summary of Experience:     Highlight experience in the region and on similar projects. 

	Relevant Experience (From most recent):

	Period:  From – To
	Name of activity/ Project/ funding organisation, if applicable:
	Job Title and Activities undertaken/Description of actual role performed: 

	e.g. June 2004-January 2005
	
	

	Etc.
	
	

	Etc. 
	
	

	References no.1 (minimum of 3):

	Name
Designation
Organization
Contact Information – Address; Phone; Email; etc.

	Reference no.2
	Name
Designation
Organization
Contact Information – Address; Phone; Email; etc.

	Reference no.3
	Name
Designation
Organization
Contact Information – Address; Phone; Email; etc.

	Declaration:

I confirm my intention to serve in the stated position and present availability to serve for the term of the proposed contract.  I also understand that any wilful misstatement described above may lead to my disqualification, before or during my engagement.

_________________________________________________                                  __________________________
Signature of the Nominated Team Leader/Member                                                Date Signed


	


 






Preferred Carrier and Pass-On Rates to the UN

	Top UN Destinations / Itineraries
	Airlines with routes to UN Destinations

(indicate as many as feasible and economical)
	Travel Agency's Preferred Carrier Rate
	Pass-on rate to UN
	% Profit per Ticket

	Baghdad-Amman
	Airline 1
	
	
	

	
	Airline 2
	
	
	

	
	Airline 3
	
	
	

	Amman-Erbil
	Airline 1
	
	
	

	
	Airline 2
	
	
	

	
	Airline 3
	
	
	

	Amman-Baghdad
	Airline 1
	
	
	

	
	Airline 2
	
	
	

	
	Airline 3
	
	
	

	Erbil-Amman
	Airline 1
	
	
	

	
	Airline 2
	
	
	

	
	Airline 3
	
	
	

	Basra-Amman
	Airline 1
	
	
	

	
	Airline 2
	
	
	

	
	Airline 3
	
	
	

	Amman-Beirut
	Airline 1
	
	
	

	
	Airline 2
	
	
	

	
	Airline 3
	
	
	

	Baghdad-Erbil
	Airline 1
	
	
	

	
	Airline 2
	
	
	

	
	Airline 3
	
	
	

	Amman-Istanbul
	Airline 1
	
	
	

	
	Airline 2
	
	
	

	
	Airline 3
	
	
	

	Beirut-Amman
	Airline 1
	
	
	

	
	Airline 2
	
	
	

	
	Airline 3
	
	
	

	Sulaymaniyah-Amman
	Airline 1
	
	
	

	
	Airline 2
	
	
	

	
	Airline 3
	
	
	

	Amman-Dubai
	Airline 1
	
	
	

	
	Airline 2
	
	
	

	
	Airline 3
	
	
	

	Baghdad-Beirut
	Airline 1
	
	
	

	
	Airline 2
	
	
	

	
	Airline 3
	
	
	

	Baghdad-Istanbul
	Airline 1
	
	
	

	
	Airline 2
	
	
	

	
	Airline 3
	
	
	

	Amman-Basra
	Airline 1
	
	
	

	
	Airline 2
	
	
	

	
	Airline 3
	
	
	

	Amman-New York
	Airline 1
	
	
	

	
	Airline 2
	
	
	

	
	Airline 3
	
	
	

	Erbil-Beirut
	Airline 1
	
	
	

	
	Airline 2
	
	
	

	
	Airline 3
	
	
	

	Cairo-Amman
	Airline 1
	
	
	

	
	Airline 2
	
	
	

	
	Airline 3
	
	
	

	Istanbul-Amman
	Airline 1
	
	
	

	
	Airline 2
	
	
	

	
	Airline 3
	
	
	

	Erbil-Baghdad
	Airline 1
	
	
	

	
	Airline 2
	
	
	

	
	Airline 3
	
	
	

	Baghdad-Montreal
	Airline 1
	
	
	

	
	Airline 2
	
	
	

	
	Airline 3
	
	
	


	



Section 7: Financial Proposal Form[footnoteRef:4] [4:  No deletion or modification may be made in this form.  Any such deletion or modification may lead to the rejection of the Proposal.] 


The Proposer is required to prepare the Financial Proposal in an envelope separate from the rest of the RFP as indicated in the Instruction to Proposers.

The Travel Agency, selected as a result of the present Request for Proposal, will pass on to the UN Agencies in Iraq and Jordan listed in Section 3 the special fares and conditions offered in its Proposal. The successful Travel Agency shall generate its income on a per-ticket/transaction basis in the form of service fees charged for the various services listed and duly indicated in the Financial Proposal. The level of the service fees shall remain fixed for the whole duration of the contract and must be exclusive of all taxes, since the UN is exempt from taxes. The UNDP Travel Administrator, however, shall, from time to time, evaluate and verify with other Travel Agencies and other industry indicators the comparability and competitiveness of the rates being given to the UNDP. Frequency of deviation from the competitive rates in the market shall be factored into the annual performance review.

Based on the annual value and volume of travel services procured by the UN Agencies in Iraq and Jordan listed in Section 3 during the past three years (historical spend statistics are provided in Section 3 – Terms of Reference), Proposers are requested to indicate the service fees which they will apply for each category of services as listed in the table below. The maximum obtainable score indicates the average weight of the respective service based on the historical spend of the UN Agencies in Iraq and Jordan for the past three years. The lowest service fee among all technically qualified Proposers under each item in the table below shall obtain the maximum obtainable score. The other Proposers shall be scored based on the following formula:

Financial Score = Maximum Obtainable Score x (Lowest Service Fee / Offered Service Fee)

For example, for Item 2 Company A offered a service fee of 50 USD, Company B – a service fee of 40 USD and Company C – a service fee of 60 USD. Company B shall obtain a score of 30 points under Item 2, as it offered the lowest service fee among all technically qualified Proposers. The score for Company A shall be calculated according to the above formula: Score for Company A = (40 / 50) x 30 points = 24 points. Similarly, for Company C the Score under Item 3 shall be 20 points.

The contract shall be awarded to the technically qualified Proposer that obtains the highest cumulative financial score in the result of the Financial Evaluation.

	Item no.
	Booking Class
	Service Fee applied by Proposer
	Maximum Obtainable Score
	Financial Score

	TICKET ISSUANCE FEES:

	1.
	[bookmark: _GoBack]Ticket Issuance Fee (Domestic and International)
	
	40
	

	MISCELLANEOUS TICKET TRANSACTION FEES (exclusive of carriers fees and penalties):

	2.
	Re-issuance service fee
	
	6
	

	3.
	Refund service fee
	
	2
	

	4.
	Cancellation service fee within reporting period
	
	2
	

	NON-TICKET BASED FEES AND OTHER SERVICE CHARGES:

	5.
	DSA Distribution fee
	
	35
	

	6.
	Hotel/Car reservation and accommodation
	
	10
	

	7.
	Airport transfer (meet and greet at airport)
	
	5
	



Proposers may indicate in a separate table additional services, which are not included in the table above, and the respective transaction fees. This information shall be for information purposes only and shall not be part of the Financial Evaluation.




Section 8: Form for Proposal Security
(This must be finalized using the official letterhead of the Issuing Bank.  Except for indicated fields, no changes may be made on this template)
To:	UNDP Iraq
Building No. 16, Majid Al-Edwan Street
Shmessani, Amman – Jordan
	
WHEREAS [name and address of Company] (hereinafter called “the Proposer”) has submitted a Proposal to UNDP dated [insert date], to execute Travel Management Services (hereinafter called “the Proposal”):

AND WHEREAS it has been stipulated by you that the Proposer shall furnish you with a Bank Guarantee by a recognized bank for the sum specified therein as security in the event that the Proposer:
 
a) Fails to sign the Contract after UNDP has awarded it; 
b) Withdraws its Proposal after the date of the opening of the Proposals;
c) Fails to comply with UNDP’s variation of requirement, as per RFP instructions; or
d) Fails to furnish Performance Security, insurances, or other documents that UNDP may require as a condition to rendering the contract effective.

AND WHEREAS we have agreed to give the Proposer such this Bank Guarantee:

NOW THEREFORE we hereby affirm that we are the Guarantor and responsible to you, on behalf of the Proposer, up to a total of 5,000.00 USD [five thousand US Dollars] such sum being payable in the types and proportions of currencies in which the Price Proposal is payable, and we undertake to pay you, upon your first written demand and without cavil or argument, any sum or sums within the limits of 5,000.00 USD [five thousand US Dollars] without your needing to prove or to show grounds or reasons for your demand for the sum specified therein.

This guarantee shall be valid up to 30 days after the final date of validity of bids. 

SIGNATURE AND SEAL OF THE GUARANTOR BANK

Date: 

Name of Bank: 

Address: 
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