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Section 2. lnformation to Bidders

Invitation for Bids

PROYISION OF TRAVEL AGE,NCY SERVICE TO THE AFRICAN
COURT ON HUMAN AND PEOPLES' RIGHTS

Procurement Numher: AfCHPR/PTS/2O1 8/1 I

The African Court on Human and Peoples' Rights (AfCHPR) whose

headquarters is located in Arusha, Tanzania is an Organ of the African Union.

ln its effort to carry out its mandate, the Court would like to procure Travel

Agency Service.

Affican Court now invites proposals from eligible bidders/ Travel Agents to

provide Travel agency Services. More details on the services are provided in
the attached Terms of Reference.

The financial and technical offers must be delivered in two separate inner

envelopes to the address below on or before 1 7:00hrs on 19th [Vlarch 2018

IIour's local time. Envelopes should be clearly marked with the Title of the
procurement and procurement number.

African Court shall sign a framework agreement for TWO year with a

successful bidder with a possibility of extension subject to satisfactory
performance.

Bidders are required to provide, but not limited ts the following:

- Valid registration documents,
- Audited financial statements
- Latest Tax Clearance Certificate.
- Submission of a technical and financial proposal in the format provided

in the bid document. (Technical and financlal offers must be in two

separate sea led envelopes)

'Where bidders are bidding as a joint venture, a joint venture
agreement or Nlemorandum of understanding is required. It should be

clearly indicated who the lead bidder is.

Bids shall be valid tbr a period of 90 days. Bid opening will be 23'd March
2018 at 14;0Ahrs local time in the presence of bidders or bidders'
representatives who will choose to attend, at African Coutt offices situated at

*"
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Section 2. Information to Bidders

TANAPA, Mwalimu Julius Nyerere Conservancy Centre, Phase ll, Dodorna

Road; Late bids wilI be rejected and returned unopened to bidders.

A finn will be selected under Qaality and cost' Based Selection Method and

procedures described in this RI'P.

The R-FP ineludes the following documents:

Section I - Letter of Invitation
Section 2 - Information to Bidders
Section3-DataShee,t
Section 4 - Technical Proposal - Standard Forms
Section 5 - Financial Proposal - Standard Forms
Section 6- Terms of Reference, Deliverables and Time Frame

The bid is open to a1l eligibte firms fnom AU/LIN affiliated countries

Yours sincerely,
AI{D

Dr *

Afriaan Court ort Human

{F(
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Sectiou 2. Information to Bidders

Bid submission check list for Bidders

4

tickNo Description

Duly filled Technical Proposal in fbrmat 4 and guidolines in sectiorr 5 on

Terms ofRefereuce

under section

2 Duly fil,led Finanoial Ploposal in format 5 and guidelines in section 6 on

Terms ofreforence
under section

uuderstood the Temrs of Reference (section 5) and Bid data under Section 3Read auda
J

4 Bid validity (90 days)

Attached relevant documents

incorporationL Ce.rrificate

I. Valid trading license

m. VAT Registration certificate ( If Applicable)

lV. Firirancial statemonts (last three years)

V. 1ATA Certification

Any other Relevant docurnentation

5

Submitted ONE original and TFIREE copies of each Offer in separate en

(trllease Note that ths technical and Financial Proposal should be in separate

envelops)

velopes,5



Sectiou 2. Infornration to Bidders

SECTION 2

Information to Bidders

5
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Section 2, [nformation to Bidders

1. Introduction 1.1 The Client named in the Data Sheet will select a firm in
accordance with the method of selection speeified in the

Data Sheet.

1.2 The bidders are invited to submit a Technical and a

financial proposal for the services listed in the Data

Sheet. The bids will be the basis for contract negotiations
and ultimately to-r a signed contract with the selected

finn.

I.4 The bidders must familiarize themselves with local
conditions and take them into account in preparing their
bid. To obtain firsthand infsrmation about the service
and on the local conditions, bidders are encouraged to

visit the Client before submitting a bid and to attend a
pre-bid conference if one is specified in the Data Sheet.

Attending any specified pre-bid conference is optional.
The bidders' representative should contact the oftcials
named in the Data Sheet to arrange for their visit or to
obtain additional information on any pre-bid conference.

Bidders should ensure that these officials are advised of
the visit in adequate time to allow them to make

appropri ate arr4ngem ents.

1.5 Note that: (i) the costs of preparing the bid and of
negotiating the contract, including a visit to the Client,
are not reimbursable as a direct eost of the service; and
(ii) the Client is not bound to accept any of the bids
submitted.

1,.6 Bidders are required to provide professional, objective,
,and impartial advice, and at all times hold the Client's
interests parall1ount, without any consideration for futune
work, and strictly avoid conflicts with other services or
their own corporate interests, Bidders shall not compete
for any service that would be in conflict with their prior
or current obligations to other clients, or tlrat may place
them in a position of not being able to carry out the
servise in the best interests of the Client.

L.7 Bidders are expected observe the highest standard of
ethics during the procurement and execution of such

contracts.l ln pursuance of this pahcy African Court

F5



Section 2. lnformation to Bidders

| ln this canpxr, any aotion taken by a biddar; supplter, contractor, sub.eontraclor or consultaht ta injluence the

pro.affement process or eofttrqet exea$ianfor undue advantage is tmproper.

7 @_:



Section 2. Information to Bidders

(a) defines, for the pulposes ofthis provision, the terms

set forth below as follows:
(0 "comrpt practice"z is the offering, giving,

receiving or soliciting, directly or indirectly, of
anything of value to influence improperly the
actions of another parry;

(ii) "fraudulent ptactice"3 is anY act or omission
including a misrepresentation that knowingly
or recklessly misleads, or attempts to
mislead, apeff to obtain a ftnancial or other
benefit or to avoid an obligation;

(iij) "collusive practice"4 is an arrangement
between two or more parties designed to
aehieve an improper purpose, including to
influence improperly the actions of another
party;

(iv) "coercive practise"S is impairing or hatming or
threatening to impair or harm, directly or
indirectly, ffiy party or tn-e property of the
party to influence improperly the actions of a
party;

(v) "obstiuctive practice" is deliberately
destroying, falsifying, altering or concealing
of evidence material to any investigation or
making false statements to investigators in
order to materially impede any investigation
into allegations of a comrpt, fraudulent,
coercive or collusive pracJice; andlor
threatening, harassing or intimidating any
party to prevent it from disclosing its
knowledge of matters relevant to flre
investigation or -from pursuing the
investigation;

(b) will reject a recommendation for award of contiact
if it determines that the bidder reoommended for
award has, directly or through an agent, engaged in,

comrpt, fra-udulent, collusive, coercive or

8



Section 2. Irfomration to Bidders

2" Clarification 2.7

and
Amendment
of RFP
Documents

obstructive practices in competing for the contract
in question;

(") wiII declare a firm ineligible, either indefinitely or
for a stated period of time, ts be awarded an African
Union fina-nced contract if it at any time determines
that the finl has, directly or through an ageRt,

engaged in comrpt, fraudulent, collusive, eoercive
or obstructive practices in competing for, or in
executing, an African Union financed contract.

1.8 Bidders shall not be under a deelaration of inetigibility
for corrupt, fraudulent, colltrsive, coercive or obstructive
practices issued b5r the client in accordance with the
above sub-paragraph I .7

1.9 Bidders shall fuiaish information as described in the

Financial Bid submission fonn (Section 5A) on

commissions and gratuities, if any, paid or to be paid to
agents relating to this bid, and to execuJe the work if the
firm is awarded the contract.

Bidders may request a clarifrcation of any of the RFP

documents up to the number of days indicated in the

Data Sheet before the bid submission date. Any request
for clarification must be sent in writing by mail,
f'acsimile, or elecffonic mail to the Client's address

indicated in the Data Sheet. The Client will respond by
facsimile, courier or electronic mail to such requests.

2.2 At any tirre before the submission of bids, the Client
may, for.any reason, whether at its own initiative or in

2 ",4nother party" refers to an ofiic,er of t'lte client acting in relation to lhe procaremsnt pPoce.fl; or conlro'ct

exectrtion. ln this context, "officer of the client'' tncludes stoff and employees a,f other orgonizations
taking or reviewing procurement decisiow.

3 o "p*ty" re.fers to any fficer of the client; the terms "benefit" and "obligatian''' relate to the prourrement
process al contraet weeutiotl; and the "ad or omission" is intended to inJluence the procuremenl process

ol contract executian.

4 "Psrties" refers ta any participants in ihe proctil'en ent pracess (including fficers of the client) atlemptinglo
estqblish biel prices at ortificial, nan camltetitive levels.

S a "party" refers fo aryt participant in the procureme,fl process ar contrqct execution.

i J:i
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Section 2, Information to Bidders

3. Preparation 3.1

of Bid

Technicat Bial 3.2

response to a clarification requested by an invited ftrm,
amend the RFP. Any amendment shall be issued in
writing through addenda Addenda shall be sent by mail,
facsimile, or electronic mail to all invited bidders and

will be binding. The Client may at its discretion extend
the deadline for the submission of bids.

Bidders are requested to submit a bid (paragraph 1.2)
written in the language(s) specified in the Data Sheet,

In preparing the Technical Bid, bidders are expected to
examine the documents constituting this RFP in detail.
Material deficiencies in providing the information
requested may result in rejection of a bid.

3.3 While preparing the Technical Bid, bidders must give
particular attention to the following:

(i) If a bidder considers that it does not have all the
expertise for the service, it may obtain a full range
of cxpertise by assoeiating with individual
bidder(s) and/or other bidders or ettities in a joint
venture, as appropriate. Bidders may associate
with the other bidders invited fur this service only
with approval of the Client as indicated in the Data
Sheet. Bidders must obtain the approval of the
Client to enter into a joint venture with bidders not
invited forthis servioe. The bidders are encouraged
to seek the participation of local bidders by
entering into ajointventure with, or subcontracting
part of the service to bidders who are Nationals of
African Union Member States.

(ii) Reports to be issued by the bidders as part of this
service must be in the language(s) specified in the
Data Sheet.

3.4 The Technical Bid shall provide the following
information using the Standard Forms attached in
Section 4:

(i) A brief description of the firm's organtzation and

an outline of recent experience on services

10



(Seotion 48) of a similar nature. For each service,

the outline should indicate, inter-alia, tJre, duration
of the service, contract amount, and the firm's
involvement.

(ii) Any comments or suggestions on the Terms of
Reference and on the data,, a list of seryices, ffid
facilities to be provided by the Client (Section 4C).

(iii) A desmiption of the methodology and wor[< plan

for performing the service (Section 4D).

(iv) A detailed
methodology,
performance.

description of
staffing, and

the proposed
monitoring of

(") Any additional infolmation requested in the Data

Sheet.

3.5 The Technical Bid shall not include any financial
information,

f inaneial Bid 3.6 ln preparing the Financial Bid, bidders at€ expected to
ta[<e into account the requirements and conditions
outlined in the RFP documents. The Financial Bid
should f'olIow the Standard Forms in Section 5^

3,7 The Financial Bid shall include all the costs the bidder
incurs to provide the services, but shall exclude all local
taxes levied within African Union Member States on the
invoice issued by the bidder (such as local sales tax,
servioes tax or withholding tax).

3.8 Bidders may express the price of their services in United
States Dollar [[JSD), or in TZS,

3.9 Commissions and gratuities, if any, paid or to be paid by
bidders and related to the service will be listed in the
Financial Bid submission form (Section 5A).

3.10 The Data Sheet indicates how long the bids must remain
valid after the zubmission date. During this period, the
bidder is expected to keep available the professional staff

11
{d_
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4. Submission, 4.L

Receipt, and
Opening of
Bids

proposed for the service. The Client will make its best

effort to complete negotiations within this period. If the

Client wishes to extend the validity period of the bids,
the bidders who do not agree have the right not to e*end
the validity of their bids,.

The original bid (Technical Bid and Financial Bid; see

paragraph 1.2) shall be prepared in indelible ink. It shall
contain no interlineations or overwriting, exeept as

necessary to correct elrors made by the firm itselfl, Any
such corrections must be initialed by the persons or
person signing the bid,

4.2 An authorized representative of the firm should put
initials on all pages of the bid" The repr€sefltative's
authortzation must be confinlned by a written power of
attor,ney accompanying the bid.

4.3 For each bid, the bidders shall prepare the number of
copies indicated in the Data Sheet. Each Technical Bid
and Financial Bid shall be marked "Originaloo or onCopy"

as appropriate. If there are any discrepancies between the
original and the copies of the bid, the original will
govern.

4.4 The original and all copies of the Technical Bid shall be

placed in a sealed envelope clearly marked "Technical
Bid," andthe original and all copies ofthe Financial Bid
in a sealed envelope clearly marked "Financial Bid-
Bid.' Both envelopes shall be placed into an outer
envelope and sealed. This outer envelope shall bear the
submission address and other information indicated in
the Data Sheet and be clearly marked, "Do Not Open,
Except in Presence of the Tender Opening Committee."

4.5 The completed Technical and Financial Bids must be
delivered at the subnr.ission address on or before the time
and date stated in the Data Sheet. Any bid received after
the closing time for subrnission of bids shall be returned
unopened.

rd
t2
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4.6

4.7

After the deadline for sublrission of bids, the

Technical Bid shall be opened iuunediately by the Bid
Opening Committee,

The Firm may withdraw its Bid after the Bid's
submission, provided that the written notice of the

withdrawal is received by the C-lient prior to the deadline

prescribed for submission of Bids. The Firms'
withdrawal notice shall beprepared, sealed, marked, and
dispatched, or may also be sent by telex or fax but

followed by a signed confirmation copy.No Bid may be

modifred subsequent to the deadline for zubmission of
bids. No Bid may be withdrawn in the Interval between

the deadline for submission of bids and the expiration of
the period of bid validity specified by the finn on the Bid
Submission Form.

s. Bid
Evaluation

General

Evaluation of 5.2

Technical
Bids

5.1 From the time the bids are opened to the time the

contract is awarded, if any bidder wishes to contact the

Client on any motter related to its bid, it should do so in
writing at the address indicated on the Data Sheet. Any
effort by the firm to influence the Client in bid
evaluation, bid comparison or conffact award decisions
may result in the rejection of the btdder's proposals.

The evaluation committee appointed by the Client, ffi &

whole, and each of its members individually, will
evaluate the bids on the- basis of their responsiveness to
the Terms of Referenceo applying the evaluation criteria,
sub-criteria (typically not more than three per criteria),
and point system specified in the Data Sheet. Each
responsive bid will be given a Technical Score (S0.A
bid shall be rejected if it does not respond to important-

aspects of the Terms ofReference or if it fails to achieve
the minirnum technical score indicated in the Data Sheet.

5.3 Lr the case of Least Cost Selection, Selection Based on
Bidder's Qualifications, and Cornpetitive bid is
oonsidered after pass technical evaluation, the highest
ranked fixm in term of competitiveness, is invited to
negotiate a contracton thebasis of the Technisal Bid and

13
'6'
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Evaluation of
Financial
Bids: (Least
Cosf Selection
Method Only)

the Financial Bid submitted in accordance with the

insffuctions given inparagraphl.2 and the DalaSheet'

5.4 The evaluation comm-ittee will determine whether the

Financial Bids are comPlete (i.e., whether they have

provided prices for all serv-ices on the correspond.ing

Technical Bids; if not, the Client will add their cost to

the initial price) and correct any computational elrors.
The evaluation shall exclude those taxes, duties, fees,

levies, and other charges imposed that are subject to the

Afiican Union exemption on the payment of taxes and

duties as per paragraph 3.7.

5.5 In case of Least Cost Selection, the lowest priced

Financial Bid (Fm) will be given a financial score (Sf)
out of 100 poilts. The fi:raneial scores (Sf) of the other
Financiat Bids will be computed as indicated in the Data
Sheet. Bids will be ranked according to their combined
teehnical (S/) and. financial ffi scores using the weights
(T : the weighting for the Technical Bid; P : the

weighting for the Financial Bid as indicated in the Data
Sheet. T + P : 1); The firm achieving the highest

combined technical and financial score using the
formula: '

S=^S/xTYo+SfxPo/o
Will be invited for negotiations and Contract award

6. Negotiatious 6.1

6.2

Negotiations will be held at the address indicated on the
Data Sheet. The aim is to reach agreement on all points
and sign a contract.

Negotiations will include a discussion of the Technical
Bid, the proposed methodology (work-plan), staffing,
and any suggestions made by the fum to improve the

i-6)
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Tenus of Reference. The Client and firm will then agree

on the final Terms of Reference, staffing, alld bar charts

indicating activities, staff , and reporting. The agreed

work plan and final Terms of Reference will then be

incorporated in the "Description of Senrices" ,and form
part of the contract. Special attention will be paid to
getting the most the finn can offer within the agreed

lrices-und to clearly defining the inputs required from

the Client to enstrre satisfactory implementation of the

service.

6.3 Financial negotiations wiII reflect agreed technical

modifications in the cosl ofthe services, and will include

a clarification of the firm's tax liabilib/ (if any) in the

Country specified for performance of the Services, and

the rnanner in which it will be reflected in the contract.

The financial negotiations wiII not normally involve
either the renauneration rates for staff (no breakdown of
fees), or other proposed unit rates under Least Cost

Selection

6.4 The negotiations will conclude with a review of the draft
form ofthe contract. On completion of negotiations, fhe

Client and the firm will sign the agreed contract. If
negotiations fail, the Client will invite the firm whose

bid received the second highest score to negotiale a

Contract.

{B
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Seotion 2. Information to Bidders



Section2. Information to Bidde'rs

7. Award of
Contract

7.7 The contract wi[], be awarded following negotiations.

After negotiations ,or€ completed, the Client will
promptly notify other bidders on the shortlist that they

were unsuccessful and retum the unopened Financial

Bids of those bidders who did not pass the technisal

evaluation (paragraPh 5.3)"

V.2 The firm is expeetedto commence the service onthe date

and at the loeation specified on the Data Sheet.

S.ConfidentialitY 8.1 Information relating to the evaluation of bids aud

recommendations conceming awards shall not be

disslosed to the bidders who submitted the bids or to
other persons not officially concerned with the prosess:

until the winning firm has been notified that iLt has been

awarded the oorrtraet.

t5



Section 3. Inf'ormalion to Consultants - Data Sheet

Section3-DataSheet

ITB Clause
Reference

ITB Clause 1.1 The name of the Client is African Court on Hu,man and Peoples'

Rigfuts

The method of selection is Least Cost Selection Method

ITB CIau se L.2 Techrrical and Financial Bids are requested.

The na-me, and Frocurement Nurnber of the service are:

,AFCHPNPTS,Z|t8/1B, Provision of Travel agency services

A-FRICAN COURT ON HUMAN AND PEOPLES'S NGHTS

ITB Clause 2.1 Clarifications may be requested up to 7 days llefore the

submission date.

Ttre addness for requesting clarifications is:

P r o c ure nrcn t(ult'fi' i t tut -c o ar t. o rg

ITB Clause 3.1 Bids should be subrnitted in the English language'

ITB Clause
3.3(ii)

Reports that are required under the seryice shall be submitted in
the English language.

ITB Clause
3.4(v)

Additional inforrnation reguired in the Teohnical tsid is: Referto
Terms of Referenoe under Section 6.

ITB Clause
3. t0

Bids rrust remain valid for 90 days after the submission date.

ITB Ctause 4.3 Bidders must submit ONE original and T\ilO copies of each bid,

Aagust 20J 2 17
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ITB Clause 4.4 The address for submission of bids is:

ITB Clause 4.5

The African Court offices situated at TANAPA, Mwallmu Julius
Nyerere Gonservancy Centre, Phase ll, Dodoma Road.

Bids must be subrnitted no later than 17:00hrs on 13th March

2018 Hour's local time. Iocal time.

ITB Clause 5 The address for communications to the Client is:
The African Gourt offices situated at TANAPA, Mwalimu Julius

Nyerere Conservancy Centre, Phase ll, Dodoma Road.
rl n-court.o

The focal point is Mr. Alex Mollel, Procurement, Travel and

Stores Officer.

ITB Clause 5.3 The number of points to be giver under:each of the tochdcal evaluation

criteria are:

(0 Specifie experience of the coosulunts related to dre assigrunent

Relevant experienoe (more than 5 Years) l0
Is the bidder metret oF IATA 5

Servicing at lEast 2 or more internatiodal organization 5

Systems in use: Amadeus and MIS reporting tool 5

Points

t2sl

(ii) Submission coltenuProposed approach or methodology [2s]

Adequacy of theproposed work plan and methodology 10

in r.esponding [o the Terms of Reference
Pre$entatior of submitted documents 5

Compliance with prescribed instruction as per RFP l0

(iii) Qualifications and con:petence of the key staff'flor the Assignment

Qualified senior Eavel officer with > I0 years of l0
experience

Qualification and experience of operalion staffs 5/+ 10

years' expertence

[201

(iv) Site Assessment

Totfll Poinis: 100

The number of points to be given under each evaluation sqb-criteria for
qualifications of staffunder (iii) above are;

The minimum technical score required to pass is 70
points.

18

[30]
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Section 3. Information,to Consultants - Data Sheet

ITB Clause 5.4 The single oulrellcy for price submission rs USD or TZS

The date of exchange rates is the applicable rate at thetime of
the service delivery, acces-sible through the respective Airline
Reservation System in use.

ITB Clause 6.1 Negotiations will be held at The African Court offices situated at

TANAPA" Mwalimu Julius Nyerere Conservancy Centre, Phase II,
Dodoma Road.

ITB Clause7.2 The service is expected to coulmenoe: .Irt May 20IB

Aagust 2012 I9
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Section 4. Technical Proposal - Standard Forur

SECTIOhI 4.

Technical Proposal - Standard Forms

4A, Teehnical Proposal subnrission form'

4F- Fim's references.

4C. Comments and suggestions of bidders on the Terms of Reference and on data,

servioes, and facilities to be prcvided by the Client.

4D. Description of the methodology and work plan for perfbuuing flre assignment.

4F,, Team cornposition a-rlil task assignmonts.

4F. Format of cruriculum vitae (CV) fol proposed professional staff.

-.1y
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Section 4. Technical Proposal - Standard Forms

+A. TTCNNICAL PROT,OSAL SUBMISSION FONVT

{Idb[,linw Dm]

To {N amtb,: 41trp,b ddrasit of C I i q n t )

Sir / Madam:

We, the undersigued, ofl-er to provicle the services for {Ttt,Ie bl ii@ii4a ahd

Pild"&iikfu@lnfu#HUq in accordance with yotu' Request for Pr:oposals dated patej and our

Pioposal. We are hereby submitting our Proposal, which includes this Technical Proposal, and

a Financial6 Proposal sealed under a separate envelope.

We declare rhat we have no conflict of iuterest as defined by Section i.7 of the

Ilfonnation to Consultants in reiationship to perfotmance of this assigrment.

If negotiations are helcl during the period of validity of the Proposal, i.e., before {parfgl
we undertake to negotiate on the basis of the proposed staff. Our Proposai is binding upon us

and subject to the rnodifications resulting from Contract negotiations.

'We understand you are not bound to accept any Proposal you receive.

We remain,

Yours sincerely,

0I'

6 tnqudiry-BasedSelection,rheproposal trayinclu,Jeonl-taTechnicalProposul. Ilthisislhecase.cleletc"anda
Financial Proposal sealed under a separate envelope."

('
August 2012 21

":-,



Section 4. Technical Proposal - Standard Forms

48. FIRM,S RNTTNNNCES

Retevant Services Carried Out in the Last Five Years
That Best Illustrate Qualifications

Using the format below, provide information on each assignment for which your firm/entity,

eithei individually as a oorporate ontify or as ono of the major conrpanies within an association,

was legally confiacted.

AssignmentName: Country:

Location withir Country: Frofessional StaffProvided by Your
Firm/Entity(profi les) :

Name of Client: No. of Staff:

Address: No. of Staff-Months; Duration of
Assignment:

Sta$ Date (M onth/Y-ear) : Completion Date (h4 onth/Yaar): Approx. Value of Services (iu Current
US$):

Name of Consultants, IfAny: No. sf Months of Professional staff
Provided by associaled Consultants:

Na$e of Senior Staff(Project DirectorlCoordinatoc Team Leader) Involved and Funotions Performed:

Nqrrative DescriPtion of Project:

Description ofActual Services Provided by Your Staff:

Augpst 201 2
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Sectiou 4. Techdcal ProPosal - Standard Fomrs

4C. Cotulau{Ts AND SuccnsuoNs or CoNSULTANTS oN TrlE Tnnvrs or
RnrUnmuCE AND ON DATA, SERVICUS, Atvl) FlCU,rrrnS TO BE PnOVmpD BY

TIIE CLIENT

On the Terms ofRef,-erence:

2

t
J

4

5

On thp tlata" services, and facilities to be provided bflhe Client

1

)

+.
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Section 4. Technical Proposal - Standard Pornrs

4D. DnSCTfTION OF TEE MnrnOnOLoGY AND WOBK Pr.alV ron
PERFORIVM{G lEE ASSIGNM.E-I{T

(Rnrf*To TERMS OF nnrsnsNcn UNDER SECTIuN 6 ron GUIDANCE)

August 2QI2 24
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Section 4. Technical Proposal - Standard Fornr.$

4E.Tanu CorrryosruIoN .AND Tesr AsstcNtrtENTS

1. TechnicaUManagerial Staff

Narne Position Trok

., Staff
TaskName Position

A,u,gat 201'2 25
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Section 4. Technical Proposal - Stardard Forms

4F. FORMAT or Cunnrctrl,tu VIrAE (CV) FoR PRoPoSED PnornssroNal
Srnrr

Froposed Position:

Name of Firm:

Name of Staff:

Frofession

Date of Birth:

Years with Firrn/Entity

Membership in Professional Societies

Detailed Tasks Assigued

Key QuaEfications:

lGwe an outline of staffmetnber's expet'icnce and training mast pertinent to tasks ott assignmekt. Describe ilegree
ol'resltonsibility held'by staLf tnember ort releitant previaus,us,tignmentrs dnd give dates ithd locations. IJse ahout
half o page.\

Educa'tion

{$urnma1ize oo.llege/wniversity gnd otlter ryecialiiet}. educafion o{ sta.f;nember; giving nanes of sckools, dales
attended, and degrees rtbtqined. (Jse qlsout one quqrtq of a puge.l

Languages:

lFar each langtage indicute proficienc.tt excellent, good, fair, or poor in speaktng readtng, ancl wriltng.\

Augst 2012 76
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Section 4. Technical Proposal - Standard Forms

Employment Record:

lstartingwithprese4l posittoni list in revArse order every employment hetd- List all posit,ions held by staffmenber
sincc gr.aduation, giuing dates, nanres af employing orgahizations, titles, af pasitions held; and locmions af
aisignments. For experience in lqt ten ],ears, a:lsa gfue types of activit,les performed and otiem refereneer, where

approprtate. Use about [u'o pages.]

Certifieation:

[, the uEdersigned, certify that to the best of rmy knowledge and belief, these data correctly
descfibe Ee, my qualifrcations, a1rd my experience.

ato:

{Slgnature of staff member snd awlhal'iaed representaffue af the-firm} Da.v/Manth/Year

Full narne of staff

Full name of, authorized represeutative

Augus 2Al) 27
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Section 7. Standard Form of Contlaet

SECTION 5.

Financial Bid - Standard Forms

5A. Finaneial Bid submission form.

5B. Summary of costs

5C. Breakdown of price per activity

Aagast 201 2 z8
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5A. FNil.ICIAL Bm SUrUTSSION FONryr

lDate\
ro: lwa/l{#r#ffiLi#Aar6,$n, oJ CxiWW.l\

Sir / Madam:

We, the undersigned, offer to provide the services for {Title gf',servtcil$ and
niainiUer,YlH#u"a@n/iddhtil in accordance with your Request for Bids dated (fu*t j
and our Bid (Technical and Financial Bid). Our attached Financial Bid is for
{Arnounts in words and figures}. Tliese amounts are exclusive of the local taxes

which shall be identified during negotiations and shall be added to the above
amount if applicable.

Our Financial Bid shall be binding upon us subject to the modifications
resulting from Contract negotiations, up to expiration of the validity period of the

Bid, i.e., {Ddffirlr

Commissions and gratuities, if any, paid or to be paid by us to agents
relating to this Bid and Contract execution, if we are awarded the Contract, are

listed below:

Name and Address
of Agents

Amount and
Cur-rency

Purpose of
Commission
or Gratuif5t'

We understand you Eue not bound to accept any Bid you receive.

Yours sincerely

Authorized Signature:
Name and Title of Signatory:

Name of Firm:
Address:

g--:'
(_
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Section 7. Sfimdard Form of Contract

5C. BREAI(I)OWN OF PRICE:PER ACTTVTrY (IF APPT,ICABLE)

Activity No.:

Descriplion:

Prioe Component Currency(ie"s) Amount(s)

Remuneration

Reimbursable

Miscell aneous Expenses

Subtotal

August 2012 30
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SECTION 6

Terrns of Reference

Terms of Reference for nrovision of Travel Services for African Court on

Sectiou 7. Standard Form of Contract

Hu man and Peonlest Rishts

t, Qualiflcation lnstructions

1.1. Introduction

African Court on Human and Peoples' Rights would like to invite interested travel
agencies who meet the set criteria as provided to perform the oontract for
pro-vision of travel agency services.

L 2, Qualificatio n O bj ective

The main objective is to oftbr travel reselv,ation, ticketing, and related
consultaney services as and when required during the oontract period.

1.3 Qualfficatio n Doc umen t

This RFP document includes questionnaire forms and documents required from
prospective travel agencies. In order to qualiff, prospective agencies must submit
all the infonnation and documents requested herein.

1.4 Additio nal I nfo rmatio n

The client reserves the right to request submission of additio.nal information from
prospective bidders. Documents that are not filled out completely and submitted
in the prescribed manner will not be eonsidered. All the docurnents that form part
of the proposal must be writtc=n in English.

z. Minimum Qualification Criteria

2.1 IATA membership and affrliation to any Global Travel Management
Company

2.2 Experienoe in managing corporate c.IienJs with an annual travel eNpenditure
of US$ 500,000 or more.

August 2012 3I
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23 C:apacity to provide implants which handle all air tickets and other travel /
conferencing arrangements

2.4 Key PersonneUConsultants with IATA Diploma certificate and over Syears

of experience

PRESENTATION OF PROPOSALS

The ploposal is made up of the following sections:

1. Section II - Description of Services
2. Section III - Travel Agency Protrle to be completed

3, Section tV - Technical Proposal which must be completed

4, Section V - Financial proposal to be completed

5. Section VI - Data Sheet

6. Section VII - Technical Proposal standard forms
7. Section VIII - Disclosure Fonn & Certification

SECTION II - TRAVEL SER\TICES REQUIREMENTS

The Client's cu.rrent Travel Policy requifes the Agency in all cases to book tfre
most direct and cost effective route and to research altemate itineraries (at least

three options, if available) in order to provide the lowest fares on routings that
minimize inconvenience to passen-qers. While a copy of the Travel Policywillbe
provided to the Travel Agent, it is to be understood that the travelpolicies embody
the following basic principles rvhich, however, are subject to subsequent revision:

1. Where available, use of the lowest applicable fare (including APEX fares)

is the preference;

2. Full economy fares may be used if no appropriate redtrced fares are

available;

3. First Class Business Class travel on equivalent may be applicable only in
situations as stipulated in the Client's Travel Policy;

4. The Agency must be able to administer corporate deals negotiated with
operating airlines on behalf of the Client.

General

August 2012 t2
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Section 7. Standard Form of Contract

1. The Agency should provide travel services during the Client's working

hours and wor[<ing days. tn addition, the Agency shall provide a contact

person for emergency services after hours, as well as for seryices during

weekends and official trolidays where emergency travel seryice is required.

One of the Agenoy's employees shall always be reachable by phone.

2. The offrcial ffavel requirements shall be accorded the highest priority

and, therefore, the Agency shall ensure that servicing private travel does

not delay, impede or foustrate the Agency's timely ancl effective processing

of the Client's official travel.

Reservation and ticketing

1. For every duly approved Travel request, the Agency shall immediately

make bookings on the airlines operating the route and prepare approrpriate

itineraries and t-ormal quotations based on the most direct and cost effective

routing, on the appropriate designated travel class.

2, Inthe event that required itinerary cannot be confirmed, the Agency shall

notiff the Client of the problern and present altemative routings/quotations

for consideration;

3. For wait-listed bookings, the Agency shall provide regular feedback on

status of flight; however, tickets must never be issued with waitlisted

sectors u-nless otherwise instructed by the Client.

4, The Agency shall promptly issue and deliver accurately printed tickets and

detailed itineraries, (in printed and electronic format) showing the accurate

status of the airline on all segments of the journey; and shall keep abreast

of carrier schedule changes, as well as all other alterations and new

conditions afftcting travel and make appropriate adjustrnents tbr any

changes in flight schedules pi:ior to or during the traveler's official trip.
When necessary, tickets and billings shall be modified or reissued to reflect

these ohanges.

5. The Agency shall accurately aclvise the Client ticketing deadlines and other

relevant infonnation every tiue reserations are made, in order to avoid

cancellations of bookings.

August 201 2 JJ
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6. The Agency shall ensure that all travelers are aware of document

requirements including visa, health and vaccination for their respective

itineraries betbre departure;

7 . Air tiokets shall be issued only on approved ticket stock of the International

Air Transportation Association (IATA) or ticket stock of recogRized,

reputable airlines as approved by the Client. I-Iowever, exceptions should

be considered in markets rvhere only regional airlines are operating.

8, The Agency will also lre responsible for administering Corporate Deals the

Client may negotiate with airlines. In administering such corporate deals,

The agency:

a. Shall ellsure that all ternx ofthe corporate deals are adhered to, with

no exceptions;

b. Shall ensure that the terms of said deals are kept conficlential;

c. Shall ensure that none of the benefits accorded to the Client are

abused or mi.snsed, or applied to any other ffaveler than those

sponsored by the Client

The Client reseres the right to holcl the Agency accountable for any legal
or financial consequences that may arise due to misuse of corporate deals

entrusted to the Agency.

9. Agency shall only act on travel requests for official travel submitted by the

responsible staff of the Client. The A&ninistrative hierarchy for decision

making will be advised to the Agency in writing prior to the effective date

ofthis contract.

10. The Agency shall be given complete copies of the Client's travel policies

and procedures and shall be fully familiar and in compliance with these

policies ancl procedures for all official Travel;

11. Agency shall provide an information service to noti$r the Client and the

traveler of such events as airport closures, canceled or clelayecl flights,

strikes as well as of loeal political or safety conditions which may affect

travel to any parlicular destination;

12. Agency shall indicate any special features, programs, or services that

would be beneficial to the Client and its travelers (e.g. visa processing,

August 2012
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Section 7. Standard Form of ContracL

"Meet and greet'r, Lost baggage follow*up, insurance, preferred seating

arTangements, Etc.).

Ticket Delivery

The Agency shall deliver tickets, based upon proper authority from the Client in

case of official travel, itineraries, boarding passes (where available) and other

travel documents as deteimined necessary by the Client. Tickets shali routinely

be provided not earlier than one or two days in advance of travel nnless required

otherwise. The Agencv shall deliver tickets to the traveler at the premises of the

Ctient during business hours, except for tickets that need to be delivered in other

countries to travelers on official t'avel, in which case the Agency shal1 use other

facilities (email, fax, Etc.) to elfeot zuch deliveries. Furthermore, the Agency

shall, as requested, provide emcxgency ticket delivery after hours at an

appropriate airport or t-hrough one ol its office or correspondent worldwide.

Refunds

1. The agensy shall only invoice the Client for the value of tickets which have

been used. Any tichets which are fully unused shorrld not be invoiced. The

applicable service fee and any airline refund penalty will be invsiced.

2. Refund status of partially used tickets shall be constantly monitored and

reported to the Client. I{owever, the reimbursement period of such refunds should

not exceed one invoice cycle (one calendar month).

Servico Standards

The Agency shall provide professional, polite, responsive and efficient service at
all times to fulfiIl the Client's requirements. As a service objective, telephone
calls and emails should be answered promptly.

Supplier Relations

l. The Agency shall not tbvor arly partioular carrier when making

reseryatrons.

August 2012 35
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Seotion 7. Standard Fonn of Contract

2. The Agency shall maintain excellent relations with all carriers for the

benefit of the Client.

3. The Agenc5, shall undertake to provide conlacts between the Client and

hotels, car rental companies, and other seryice providers.

Private Travel

1. The Agency shall provide the Client's staffwith any information on local

and international ffavel, including lodging, resotls and clubs for holidays

and other private travel, with all related services. Its personnel shall be

trained to handle such private travel €urangements. However, the Agency

shall always give priority to trandling official travel over any private travel.

2. The Client does not guarantee the Agency any minimurn level of private

travel, or exclusivity in handling such private travel. In addition, the Client

shall not be liable for ary fir-rancial or non-financial obligations arising

from staffor delegate pelsoual travel.

Performance Eva[uation aud Review

1, The Agency shall meet periodically with the Client to discuss issues of
mUtual concellt, to review the Agercy's perfornance and to discuss

improvements which the Agency or the Client should make in order to

achieve more effective travel management and greater savings.

2. The Agency shall make the C1ient Bumls immediately of major industry

changes, which have a broad impact on its travel policy or procedures.

3. The Client reselves the right to conduct unannounced performanee audit at

any given time. The Agency shall provide all required assistance to this

end,

Qualify Control

1. The Agency shall establish and operate to monitor on a regular and

continual basis the quality of Lravel services provided to the Clienl These

procedures shall include a sell-inspeotion system covering all the services

to be perfonned under the Contract and shall include a method for

monitoring, identifoing zurd conecting deficiencies inthe qualiry of service
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furnished to the Client. The Client shall be notified of any deficiencies

found and con'ective actions talcen; such actions shall be included in the

Agency's narative report required under Section "service Standards"

above.

2. The Agency shall ensure thal the personnel assigned to handle the Client's

travel affangements shall have a strong ticketing and fare construction

experience ancl shall constantly be trained to be kept up to date.

Personnel Req uiremen ts

L The Agency shatl assign adequate personnel to satisfactorily service the

volume of w'ork and to tblfiU its obligations under the Contract with the

Client. In general the Agency shall assign the relevant personnel according

to their teclrnical know-how and reliability.

2, The Agency shall assign a senior representative experienced in providing

corporate travel services to oversee the travel management services

provided to the Client and to ensure fuIl compliance with all requirements

of the Contract.

Duration

1. The Contract shall be valid for Two (2) years.

2. Notwithstanding the proceeding the above paragraph, the Client reserves

the right to terminate the contract at any time as indicated on the General

Conditions of Contract attached herein.

Repo rting Requirem ents

l. The Agency shall provide the following standard reports to The Client:

a. Transactions per monLh containing names, seclons, date of issuance,

class of tmvel, airline, and ticket amount of all tickets issued flor The

Client
b. Transaction per specific rnission batch request containing names,

sectors, date of issuance, class of travel, airline, and ticket amount

c. Usage status of ticket issr-red fbr Ttre Client containing names,

sectors, date of issuance, class of ffavel, airline, coupon status, and

ticket amount

Auga,tt 2012 )l
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Section7. Standard Fonm of Conhact

d. Monthly repofls of outstanding refunds for The Client containing

nAfltes, gcCtOrS, date of issuance, class of travel, airline, and

refundable amount

2. In addition to the reports above, The Agency may be required to submit

reports emphasizirr^g aspect of travel components including but not limited

to,the following:

a. Class of travel

b. Specific origin/destination

c. Speeific passengers
d. Specific dates

e. Speoific airlines

The Agency witl be expected to store information regarding the transactions of
the Client in a rnanner that aids easy retrieval of customized reports upon request.

Technical Pro al

l.Please provide a copy of
registration documents of
oompany

the

)rour

2, Please list the lndustry awards you,r

agency has received (year, name,
pumose ofthe award)
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3.Please explain the key performanoe

indicators you use to maqage similar
contracts

4, Please provide audited financial
statements for the last 3 fiscal

5. Please provide a full orgpntzational
chart

5. Please provide a tisting of your
workforce showing qualifications,
experience in the industry, length of
service with the agency, and gender.

7. Please provide a listing of your top 5
clients in the last five years (name,

turnover, major types of services
rendered.)

8- Please provide a statement on your
present technological capabiJities as

well as your plans in this regard.

9. Please provide a listing of your top 3
clients wiith whom you have an

established contract. Please explain
how long you have been working with
them and what type of contract you
have with them (commissions,
managoment fee, transaction fee, Etc.).
What is the transaction volume with
each of the client? Please provido a
sample copy of Serryice Level
Agreement with any of yoru top 5

clients clearly indicating any propos-ed

penalties 'for not rneeting agreed

servioe level targets.

Section 7. Standard Ftlm of Contract
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[0. Please provide a staternent of
relevant experiences to the lyPe of
contractual arrangement You are

bidding for.

I 1. Please provide information on your
association with any other travel
agencies/representatives.

12. Would you envisage that any
porfion of this conffact would be sul>
contracted? What portion and why?

13. Does your company have any

pending or threatened litigation? If so

please describe it.

14. Please briefly explain if you are

willing to provide the services listed in
the'orequirements" section of this RFP.
Please briefly explain how you wouldr

provide those services (..g. What
standards wotrld you be using? What
procedures would you be Following? )

15. List the top six airlines you do most
business with and the top fo,ur

destinations you serve on those

airlines. Please explain the factors that
lead you to do this level of business
with those airlines.

16. Do you have an Account Manager
for your existing contracts? If so,

briefly describe the role, relationship

Section 7. Standard Form of Contract
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and reporting structule of the Account
Manager as it pertains to this account.

17. Briefly explain
differentiate yourselves

how you
from your

c

18. Do you lrave any clients you are

curently serving via on-[ne products?
Please indicate if these products are

intenmlty developed, airline developed
or thitd party deveioped.

22. Please detail how your organization
manages unused and non-refundable
tiekets. I{ow do you help the client
keep a record of srrch tickets?

Section 7. Standard Form of Conhact

SECTION V -

FINANCIAL PROPOSAL

ffrican Court on Huma;n and Peoples' Rights will only accept transaotion fee
system (fee per ticket). Please quote for the following options:

1. Transaction fee

.-' @r--
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Section 7. Standard Form of Contract

A. for First Class tickets
B. for Business Class tickets
C. for Economy class tickets

2. Please give your transfer charge str,ucture using either or both of the

Following options:
a. Cost per kilometer eovered

b. Cost broketr down into zones/regions

3. Please include a [st of other peripteral services,and your proposedprices.

NB: All prices quoted should be exclusive of VAT.

Please also clearly indicate how you would treat any commissions received from
the airlines when operating either under the management fee or ffansaction fee

option. Also tist aII services that you are willing to provide to the client free of
oh,arge,

Yours

Dr

A/iican Court on
5qt
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