
Request for Quotation (RFQ) – Recruitment of a Travel Agency for the 
Management of AKADEMIYA2063’s Airline Ticketing Reservation System 

and the Provision of Related Services 

REQUEST FOR QUOTATION (RFQ) 



   

 

Service required: 
Selection of a Travel Agency for the Management of 
AKADEMIYA2063's Air Travel Reservations and the Provision of 
Related Travel Services 

Proposals should be 
submitted to: 

 
procurement.rw@akademiya2063.org 

 
Proposal Submission 
Method: 

Please submit your proposal by email with all supporting 
documents attached in PDF format. 

RFP Number: AKA-RW-RFQ/2026/001 

 

Terms of Reference (TOR) 
1. Background  

AKADEMIYA2063 is an international non-profit organization headquartered in Kigali, Rwanda, with 
a regional office in Dakar, Senegal. Established in January 2020, its mission is to strengthen 
technical and analytical capacities across Africa to support African Union Member States in 
achieving the goals of Agenda 2063, which aims to transform African economies and promote 
inclusive and sustainable growth. 

As part of its activities across several African and European countries, the organization regularly 
conducts: 

• Field missions; 
• Workshops; 
• Conferences; 
• Regional and international meetings. 

To ensure the efficient management of these travel activities, AKADEMIYA2063 seeks to enter into 
a contract with an experienced travel agency. 

2. Statement of Requirements 

This Request for Proposals (RFP) aims to select an experienced travel agency to manage airline 
ticket reservations on behalf of AKADEMIYA2063, as well as provide related travel services. 

The selected agency shall provide reliable, cost-effective, and high-quality services that meet the 
operational requirements of the organization. 

This Request for Proposals is issued solely for solicitation purposes and does not constitute an 
offer or contractual commitment by AKADEMIYA2063. 

 
3. Scope of Services 

The selected travel agency shall provide, at a minimum, the following services: 

 



   

 

Air Ticketing  

• Reservation and issuance of domestic, regional, and international airline tickets; 
• Identification of the most cost-effective and efficient travel itineraries; 
• Application of negotiated and available discounted fares; 
• Management of ticket changes, cancellations, and rebooking.  

 
Accomodation  
 

• Hotel reservations; 
• Negotiation of preferential rates whenever possible; 
• Management of reservation changes and cancellations. 

Ground Transportation  

• Vehicle rental arrangements; 
• Organization of airport-hotel and hotel-airport transfers. 

Traveler Assistance  

• Travel itinerary advice and recommendations; 
• Visa-related information and guidance; 
• Emergency assistance available 24 hours a day, 7 days a week. 

Reporting 

• Monthly travel activity reports 

4. Contract Duration  

The contract shall be awarded for an initial period of one (1) year and may be renewed subject to 
satisfactory performance and organizational needs. 

5. Eligibility Requirements 

Bidders must: 

• Be legally registered in their country of establishment; 
• Have at least five (5) years of experience in the travel industry; 
• Demonstrate experience working with NGOs, international organizations, or similar 

institutions; 
• Be capable of providing services in both French and English; 
• Ensure continuous availability for emergency travel support; 
• Hold a valid professional accreditation (IATA or equivalent); 
• Have a reliable reservation system and emergency support services; 
• Hold valid professional liability insurance; 
• Have policies and procedures in place for travel risk and emergency management. 

 



   

 

6. Proposal Submission Requirements  

A. Administrative Documents 

Bidders shall submit: 

• A signed submission letter; 
• Certificate of business registration/incorporation; 
• Tax identification number; 
• Valid tax clearance certificate; 
• Valid travel agency operating license or authorization; 
• Company banking details; 
• Copy of IATA accreditation or equivalent certification; 
• Valid professional liability insurance certificate 

B. Technical Proposal 

The technical proposal shall include: 

• A general presentation of the agency; 
• A description of the agency’s experience in providing similar services; 
• A description of the team dedicated to the AKADEMIYA2063 account; 
• NINEA registration number or equivalent; 
• Response and processing times for travel requests; 
• Contact details of the primary focal point; 
• Three (3) recent references from institutional clients; 
• Description of the emergency management and traveler assistance arrangements; 
• Description of reservation and travel management tools; 
• Travel risk management policies and procedures; 
• Any additional information demonstrating the quality of the proposed services. 

C. Financial Proposal 

The financial proposal shall indicate the fees applicable to the following services: 

Description Amount  
International ticket issuance fee  
Regional ticket issuance fee  
Domestic ticket issuance fee  
Ticket modification fee  
Ticket cancellation fee  
Other fees (please specify)  

All prices must be quoted in USD.  

 

 

 



   

 

7. Evaluation Criteria 

Criteria Points 
General experience and references 20 
Experience with NGOs and international organizations 20 
Quality of service and traveler assistance 25 
Dedicated team 15 
Financial proposal 20 
 
 
 
The minimum technical qualification score is 70 out of 100. The contract shall be awarded 
to the bidder achieving the highest combined technical and financial score. 

 

8. Performance Standards (Service Level Agreement – SLA) 

The selected travel agency shall comply with the following minimum service standards: 

Indicator Minimu Requirement 
Acknowledgement of travel requests Within 2 business hours 
Submission of at least three travel options, 
where applicable 

Within 4 business hours 

Ticket issuance after approval Within 2 hours 
Processing of urgent requests Within 1 hour 
Availability of support services 24 hours a day, 7 days a week 
Assistance in case of flight cancellation or 
disruption 

Immédiate 

The agency shall designate a dedicated focal point for AKADEMIYA2063 and ensure continuity of 
service in the event of that person's absence. 

9. Payment Terms  

Payments shall be made upon submission of a detailed invoice accompanied by the relevant 
supporting documents (invoice and purchase order). 

Invoices shall include, at a minimum: 

• Traveler's name; 
• Destination; 
• Travel dates; 
• Purchase order number; 
• Ticket cost; 
• Applicable service fees. 

Subject to satisfactory delivery of services, payments shall be made within thirty (30) days 
following receipt and approval of the invoice. 

No advance payment shall be made unless otherwise agreed in writing by AKADEMIYA2063. 



   

 

10. Tentative Procurement schedule  

Activity            Date  
Publication of the RFP August 21, 2026 

Deadline for requests for 
clarification 

September 4, 2026 

Proposal submission deadline September 11, 2026 

Evaluation of proposals September 14–18, 
2026 

Notification of award September 21, 2026 

Contract signature September 25, 2026 

 

 

11. Submission Instructions  

Proposals must clearly indicate the following reference: 

"Request for Proposals – Travel Agency Services" 

and must be submitted electronically to: 

procurement.rw@akademiya2063.org 

12. Request for Information and Clarifications.  

Any request for clarification regarding this solicitation shall be submitted to: 

procurement.rw@akademiya2063.org 

AKADEMIYA2063 reserves the right to request additional information from bidders and to 
negotiate with the selected travel agency regarding the technical, operational, and financial 
aspects of its proposal prior to contract award. 

13. Confidentiality 

The selected travel agency shall maintain the confidentiality of all information obtained during the 
performance of the contract. 

The agency shall not disclose any information relating to AKADEMIYA2063's activities, travel 
arrangements, partners, consultants, or staff to any third party without prior written 
authorization. 

This obligation shall remain in force throughout the duration of the contract and after its expiration 
or termination. 

 



   

 

14. Code of conduct and Compliance 

The bidder shall adhere to the principles of ethics, transparency, and integrity applicable to 
international organizations. 

The bidder certifies that it: 

• Is not involved in any act of fraud, corruption, collusion, or coercion; 
• Complies with all applicable laws and regulations in its country of establishment; 
• Respects the principles of non-discrimination and equal treatment; 
• Complies with applicable data protection and privacy regulations. 

AKADEMIYA2063 reserves the right to reject any proposal or terminate any contract in the event 
of non-compliance with these principles. 

 


