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REQUEST FOR PROPOSAL (RFP)

Preferred Vendor, Travel Management Company

RFP Issue Date: December 12, 2019
RFP Closing Date: January 11, 2019
Performance Period: 1-year, January 30, 2020 – December 01, 2022 with options for 1-year renewal options for a period of up to three years

Al Thuraya Holdings (ATH) is soliciting proposals for professional travel management services from qualified travel agencies in response to this Request for Proposals (RFP). ATH invites qualified travel management providers to submit best value proposals for the requested services outlined in this RFP.

Vendors are encouraged to read this RFP in its entirety (including all attachments), including specific instructions and requirements. Issuance of this solicitation does not, in any way, obligate ATH to award a contract, nor will ATH pay for any costs incurred in the preparation and submission of a proposal. The agreement resulting from this RFP will be provided to the most responsive Offeror(s) whose offer will be the most advantageous in terms of cost, functionality, and other factors as specified in this RFP.

Background

Al Thuraya Holdings is a holding company that gives resources, freedom, and focus to ambitious projects to make their ideas happen. Al Thuraya Holdings engages in the business of acquisition and operation in variety of companies.

Al Thuraya Holdings is making that future more productive, more secure and more sustainable. We create intelligent solutions, efficient energy solutions, integrated infrastructure and next generation systems. At its core, that promise is about delivering innovation that make people’s lives – and the world – better.

Our companies within the Al Thuraya Family operate in the following segments and industries: Construction, Energy, Transportation, Water, Cyber Solutions, Media, Environment & Infrastructure, Homeland and Logistics and Security. Brands that represent the broad portfolio of our services include Al Thuraya Consultancy, ICESERVE24, Al Thuraya Security, Intalquizit, EventPro Media, ATG Ocho Energy, Al Thuraya Academy, Eksioglu Security, Al Thuraya Assist, ATC Labs, Liptov Holdings, Al Thuraya Seguridad Y Services De Mitigacion De Riesgos, and other initiatives. The company was founded by Michael J. Padilla Pagan Payano over a decade ago.

We’ve long believed that over time companies tend to get comfortable doing the same thing, only making incremental changes. But in many industries, where revolutionary ideas drive the next big growth areas, one needs to be a bit uncomfortable to stay relevant.

PROPOSAL PREPARATION INSTRUCTIONS
The required services are described in the “Scope of Work” in Attachment A. Proposals are expected to be comprehensive and include the information indicated below. Offerors may send any additional supplemental material as part of proposal package. Please be sure to respond to each of the elements requested.

In order to be qualified for this RFP, all Offerors are requested to provide the following information, and format their proposal as follows:

1. Letter of Transmittal, one page

2. Basic Information, one page

· Legal name, registered address, and “Remit to” mailing address, if different from registered address

· Name of authorized representative(s) for this RFP, with telephone number(s), and e-mail address(es)

· General information about your organization and the services it offers

· Standard hours of operation

· Number of years providing the types of services specified in this RFP

3. Qualifications and Capabilities, up to three pages

· Description of your organization’s experience servicing multinational entities with a global presence

· Describe your organization’s 24-hour emergency services and your ability to assist travelers globally. Include examples of rapid response for emergency situations

· Describe any plans to outsource/subcontract the services requested or any part thereof

4. Customer Service, up to three pages

· List the primary individuals who will be responsible for managing ATH’s account. Include a brief description of the expertise of the individuals listed.

· Describe your agency’s customer service philosophy

· How will your agency compile and maintain profiles for ATH’s travelers? Include how travelers’ personal information will be protected.

· What is the process for resolving customer service issues?

· Describe how your agency manages unused ticketed itineraries

· Is your agency able to provide the following services: air, hotel, train, car, and visa?

· Describe the system or process for providing travelers with country specific guidance such as visa requirements, inoculations, immunizations, etc.

· What additional services and benefits is your agency able to provide, including cost savings and discounts?

5. Systems and Technology, up to three pages

· Describe the travel booking system for worldwide travel including to remote destinations

· Describe the system used for online booking

· How will your agency inform ATH of security advisories and industry updates?

· Does your agency utilize a traveler tracking system? If so, please provide a brief description.

· Does your agency have a system for automated travel authorization and approvals? If so, please describe.

· Does your agency offer a solution for integrating travel expense reporting? If so, please describe

· Describe your system for providing global alerts and advisories including the identification of affected travelers

· Billing, up to two pages

· Describe your agency’s billing process/methods. Is central billing offered? If so, describe the process for reconciling centrally billed charges.

· Describe the process for separating business and personal travel costs/fees.

6. Past Performance and Experience

Document and summarize your proven track record of successfully providing the services specified in this RFP.  Please list three relevant ventures you implemented within the past 3 years, a brief description of how each is relevant to the scope of the RFP, and the contact details for each previous client. You may also include recommendation/appreciation letters and certificates.

7. Cost Proposal

· Provide a brief overview of your agency’s fees related to the services specified in this RFP

· Submit a detailed cost proposal in U.S. dollars, in the recommended format shown in Attachment B, Cost Proposal Template

· Include any additional fees or costs for proposed services

· Include total estimated annual cost proposed

PROPOSAL SUBMISSION
Proposals, including any attachments, should be sent electronically in PDF format to: info@althurayainc.com by 5:00PM eastern standard time, December 30, 2019. Include in the subject line: Preferred Vendor RFP, Travel Management Company. We will not accept proposals received by fax.

QUESTIONS
Questions should be submitted in writing via email to the email address listed below no later than 5:00PM Cyprus Time zone, December 28, 2019. Any questions received by means other than the specified email address will not be responded to. No oral answers will be provided, instead, all answers to questions relevant to this RFP will be published by email and sent directly to the person requesting the data.  
All Information should be sent to: 
Alain Couture

Director of Business Administration 
Office Phone: +357 22 000 404 

Mobile Phone: +357 99 640 146 

Email: alain.couture@althurayaholdings.com 
Website: www.althurayaholdings.com
ATTACHMENT (A)
Scope of Work

The Preferred Vendor(s) shall provide travel services for domestic and international travel of employees, consultants, some family members. Domestic and international travel includes travel within the Europe, Africa, Middle East and Asia and Latin America. 
Based on the number of travelers and specifications above, the travel services that the Preferred Vendor(s) shall provide include the following:

· Travel, lodging and ground transportation reservations, advance issuance and delivery of tickets and or confirmations and detailed itineraries;

· Best-value airfare and travel conditions;

· Assisted booking services with attention to flexible travel conditions and short-notice travel;

· Ability to provide multiple quotes for ticketing;

· Provide 24/7 worldwide service for itinerary changes, re-bookings and emergencies;

· Visa and other documentation services;

· Travel Management Reporting including ATH billing codes;

· Approximate number of travelers: 15
· FY 2018 Total Travel Spend: $250,000
· FY2019 Total Travel Spend: $500,000

· Air Travel Bookings: (90% international bookings / 10% domestic bookings)

· Frequent destinations: Various international locations including travel to destinations in Latin America, Western Europe, Eastern Europe, the Middle East, North Africa, Sub-Saharan Africa, and Asia.

· Included Duty-of-Care services and ability to integrate our company called ICESERVE24 travel risk management services;

· Recommend cost saving strategies such as best travel times, best routes, discounts, etc.

· World-wide travel alerts and advisory notifications for travelers and administrators.

ATTACHMENT (B)
Cost Proposal Template

Submit a detailed, budget for the services described in the technical proposal. Al Thuraya Holdings’ review of the cost proposal shall determine if the overall costs proposed are realistic for the services provided, reflect competitive fees, and are consistent with the Offeror’s Proposal.

The following format may be used as a guide to assist you in the preparation of the cost proposal. You may submit the cost proposal using this form or in the format of your choice (plain sheets, your own form, or a variation of this form). The Offeror may list any cost line items, but it is recommended that the Offeror follow the major categories listed below, breaking down all “lump sum” items as much as reasonably possible.

	ITEM NO.
	TRANSACTION DESCRIPTION
	ONLINE TRANSACTION FEE
	ONLINE TRANSACTION FEE
	OFFLINE
	COMMENTS

	1
	AIR 
	No-touch 
	Agent Assisted 
	
	

	
	Domestic Air
	
	
	
	

	
	International Air 
	
	
	
	

	
	Spilt Ticketing
	
	
	
	

	
	Multiple Stop International Air 
	
	
	
	

	
	
	
	
	
	

	2
	HOTELS 
	No touch
	Agent Assisted 
	
	

	
	Hotel Commissionable rates 
	
	
	
	

	
	Hotel Net rate 
	
	
	
	

	
	
	
	
	
	

	3
	RAIL (Per Transaction) 
	No-touch
	Agent Assisted
	
	

	
	Domestic Rail 
	
	
	
	

	
	International Rail 
	
	
	
	

	
	Regional/Eurostar
	
	
	
	

	
	
	
	
	
	

	4
	CAR (Per transaction) 
	No-touch 
	Agent Assisted 
	
	

	
	Car Commissionable rates 
	
	
	
	

	
	Car Net Rate 
	
	
	
	

	
	Other ground Transport options 
	
	
	
	

	5
	OTHER (PER transaction) 
	No-touch 
	Agent Assisted 
	
	

	
	Refund
	
	
	
	

	
	Void
	
	
	
	

	
	Exchange 
	
	
	
	

	
	Amending a ticket reservation (re-issue) 
	
	
	
	

	
	Amending a ticket reservation (No re-issue) 
	
	
	
	

	
	After Hours Services-Information 
	
	
	
	

	
	After Hours Services -amend/cancel a reservation 
	
	
	
	

	
	After hours Service-New reservation 
	
	
	
	

	
	Ticket Delivery 
	
	
	
	

	
	
	
	
	
	

	6
	OTHER COST 
	Fixed Cost? 
	
	
	

	
	Local Account management 
	
	
	
	

	
	Credit card Merchant Fee 
	
	
	
	


[image: image3.png]


[image: image4.png]


