
 
REQUEST FOR PROPOSAL 

Procurement of Service Providers for the Provision of Travel Related Services for the UN and 

Subsidiary UN Organs in Sri Lanka through a Long Term Agreement 

(RFP- UNDP/LTA/Travel/2016) 

The United Nations in Sri Lanka pays for official travel world-wide under prescribed rules for both staff 
and non-staff for official business purposes such as for travel on home leave, family visits, travel on 
mission/detailed assignment, on rest & recuperation, on duty separation, medical evacuation and other 
official travel. For this purpose, the United Nations Development Programme (UNDP) office on behalf 
of the United Nations wishes to contact travel related Service Provider/s on a long term basis to provide 
the travel related services as per the Terms of Reference (TOR). 

The main objective of this exercise is to ensure efficient and cost effective travel management services 
to the United Nations in Sri Lanka. The LTA will be established initially for a one-year period and up to 
a maximum of 5-years subject to satisfactory annual performance appraisals by UN agencies.   

The latest travel statistics show that the amount paid for travel services for the last three years by the 
UN exceeded US$ 2.5Mn. However, the contract shall not impose a minimum guarantee on sales 
volumes and is only an indicative travel volume.  
 
To this effect, the United Nations Development Programme (UNDP) Country Office in Sri Lanka wishes 
to call for Request for Proposals from qualified travel Service Providers to provide the required services. 
The TOR detailing the exact requirements, evaluation criteria and financial consideration formats are 
available for download free of charge from www.lk.undp.org  (operations > procurement > 
procurement notices).  
 
A pre-bid meeting will be held on 13th June 2016 at 10.00am at UN Conference Room at 202-204, 
Bauddhaloka Mawatha, Colombo 07. Bidder participation is highly encouraged. 
 
Any service provider who submits a proposal without conforming to the solicitation document terms 
and conditions will be considered as technically non-compliant and the proposal will be rejected. All 
proposals must be clearly marked with (RFP- UNDP/LTA/Travel/2016) on the top left corner of the 
envelope. The deadline for submission of the bids is 24th June 2016 2.00pm Sri Lanka time and all 
proposals must be sealed and delivered to the addresses below. All late proposals will be rejected and 
returned to the bidder unopened.  
 
 
Head of Procurement         
United Nations Development Programme (UNDP) 
202-204, Bauddhaloka Mawatha,  
Colombo 07,  
Sri Lanka. 
 
 
        
   
UNDP reserves the right to accept or reject any proposal. The procurement process will be governed by 

the rules and regulations of the UNDP. 

http://www.lk.undp.org/
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http://www.undp.org/procurement/protest.shtml
http://www.un.org/depts/ptd/pdf/conduct_english.pdf


 

☐

                                                           
1 A detailed TOR may be attached if the information listed in this Annex is not sufficient to fully describe the 

nature of the work and other details of the requirements. 
2 VAT exemption status varies from one country to another.  Pls. check whatever is applicable to the UNDP 

CO/BU requiring the service. 



 

                                                           
3 UNDP preference is not to pay any amount in advance upon signing of contract.  If the Service Provider strictly 

requires payment in advance, it will be limited only up to 20% of the total price quoted.  For any higher percentage, 

or any amount advanced exceeding $30,000, UNDP shall require the Service Provider to submit a bank guarantee  

or bank cheque payable to UNDP, in the same amount as the payment advanced by UNDP to the Service Provider. 
4 Where the information is available in the web, a URL for the information may simply be provided. 
5 Service Providers are alerted that non-acceptance of the terms of the General Terms and Conditions (GTC) may 

be grounds for disqualification from this procurement process.   



 

 

 

                                                           
6 This contact person and address is officially designated by UNDP.  If inquiries are sent to other person/s or 

address/es, even if they are UNDP staff, UNDP shall have no obligation to respond nor can UNDP confirm that 

the query was received. 
7 This serves as a guide to the Service Provider in preparing the Proposal.  
8 Official Letterhead/Stationery must indicate contact details – addresses, email, phone and fax numbers – for 

verification purposes  
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