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RFP for Hiring Services of a Travel Agency to support FHI 360 India Country Office for Domestic and International Travel, Ground Transport and Hotel Booking support 
	Solicitation Title:
	Hiring of Travel Agency for Domestic and International Travel, Ground Transport and Hotel Booking Contract



	Solicitation Number:
	 RFP/FY-26-27/001

	Submit Proposal to:
	 procurement.india@fhi360.org

	Date of Issue of RFP:
	November 03, 2026

	Date for questions/clarification
	November 13, 2026

	Date Proposals Due:
	November 17, 2026

	Estimated Date Master Service Agreement Will Be Issued:
	December 01, 2026

	Anticipated Contract Term for Master Service Agreement
	The initial contract term of Master Service Agreement (MSA) will be one (1) year, with the option to renew annually based on satisfactory performance, for a maximum total contract duration of three (3) years.



	 

	Method of Submittal:

	Submit proposals by email with all required documents attached in Microsoft Word or PDF format. Submit pricing in Excel format.

	Quote Validity:

	Quoted service fees shall remain valid for the duration of the Master Service Agreement, subject to mutually agreed adjustments where applicable




1. About FHI 360

FHI 360 is a global development organization dedicated to improving lives in lasting ways through integrated, locally driven solutions. Our staff includes experts in health, education, nutrition, environment, economic development, civil society, gender, youth, research, and technology, creating a unique mix of capabilities to address today’s interrelated development challenges.

FHI 360 operates from offices in the United States and around the world, serving communities through evidence-based and sustainable development programs. FHI 360 has been operational in India since the early 90s and operates through a Country Office in New Delhi with state offices and staff working remotely. 

2. Purpose of the RFP
FHI 360 India invites proposals from qualified and experienced Travel Management Companies (TMCs) for the provision of:

· Domestic and international air ticketing, railway ticket booking
· Hotel reservations and related payments
· Ground transportation and taxi services
· Other travel support and coordination services (e.g. visa, insurance, foreign currency conversion if needed).
Selected vendor will enter into a Master Service Agreement (MSA) with FHI 360 on a service-fee basis.

3. Scope of Services

The selected Travel Agency shall provide comprehensive travel management services across India and internationally, including but not limited to the following:

A. Air Travel Management

Domestic Air Ticketing

Reservation and ticket issuance, Ticket modifications and cancellations, Emergency and after-hours ticketing support, web-check in and boarding passes to travelers (upon request)
International Air Ticketing

Airfare reservations and issuance, Travel documentation guidance where applicable

Ground Transportation

Provide transportation services in all major cities across India (upon request), including:

Airport transfers, Local transportation, Outstation travel, Executive transport arrangements, Emergency transportation requirements

Vendors should describe: 
Geographic coverage, Fleet availability, Service standards, Response timelines

Hotel Reservations

Provide hotel booking and accommodation management services including:

Hotel reservations nationwide, negotiated corporate rates wherever available, Direct payment arrangements with hotels, Booking amendments and cancellations, Emergency accommodation support

Rail Travel

Railway ticket reservations, Waitlist monitoring and updates, Ticket cancellations and modifications, Support for all major travel routes within India
Travel Coordination and Support

Dedicated account management team,24/7 travel assistance and emergency support, Traveler tracking and itinerary management.
4. Vendor Information Requirements

Bidders shall provide detailed information on the following:

Organizational Profile

Company overview, Legal status and ownership, Year of establishment, Office locations, Number of employees, Organizational structure

Reservation Systems

Provide details on: Reservation and ticketing systems utilized, Online booking platforms available, Reporting and management systems

Fee Structure

Clearly indicate: Service fees for domestic air ticketing, Service fees for international air ticketing, Hotel booking service charges, Railway ticket booking charges, Ground transportation service fees, Any additional administrative charges, as applicable
Also specify: Cancellation charges, Rebooking/re-routing charges, Refund processing charges, if any
5. Proposal Submission Requirements

Interested agency must submit the following documents:

Technical Proposal

Company profile, Organizational structure, Description of relevant experience, List of similar assignments completed, Client references (at least 3, preferably international NGOs), Service delivery approach, Team structure and key personnel, Dedicated account management arrangements, Emergency support procedure. 
Financial Proposal
Submit pricing separately in Microsoft Excel format, including:

Service charges, Transaction fees, administrative fees, Hotel booking charges, Railway booking charges, Any other applicable fees

6. Supporting Documents

· Mandatory: Company Registration Certificate, PAN, GST Registration Certificate, Client references with contact details for reference check, 
Optional: Any additional certifications

7. Method of Submission
Proposals must be submitted electronically with all required supporting documents.
Submission Email:
procurement.india@fhi360.org 
For any queries, the vendor may send an email to procurement.india@fhi360.org on/before November 13, 2026. Queries sent subsequently will not be entertained. 

Submission Format:
· Technical Proposal: PDF or Microsoft Word

· Financial Proposal: Microsoft Excel. Please use the template below:
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Late submissions may not be considered. 
8. Evaluation Criteria

Proposals will be evaluated using the following criteria:

	Evaluation Criteria
	Weight

	Relevant Experience 
	25%

	Organizational Capacity and Infrastructure
	20%

	Service Coverage and Support Capability
	20%

	Competitive cost (service charges quoted for different services)
	35%


FHI 360 reserves the right to seek clarifications from any bidder during the evaluation process.

9. Contract Mechanism

FHI 360 intends to award a Master Service Agreement (MSA) to the bidder(s) whose proposal is determined to be technically responsive, offers the best value to the organization, and meets the requirements outlined in this RFP.

FHI 360 reserves the right to award one or multiple vendors based on business requirements and evaluation outcomes.

RESERVED RIGHTS

All RFP responses become the property of FHI 360, who reserves the right in its sole discretion to:

To disqualify any offer based on offeror failure to follow solicitation instructions.

FHI 360 reserves the right to waive any deviations by offerors from the requirements of this solicitation that in FHI 360's opinion are considered not to be material defects requiring rejection or disqualification; or where such a waiver will promote increased competition.

Extend the time for submission of all RFP responses after notification to all offerors. 
Terminate or modify the RFP process at any time and re-issue the RFP to whomever FHI 360 deems appropriate.

FHI 360 reserves the right to issue an award based on the initial evaluation of offers

without discussion.

Award only part of the activities in the solicitation or issue multiple awards based on solicitation activities.

FHI 360 will not compensate vendors for preparation of their response to this RFP.
Issuing this RFP is not a guarantee that FHI 360 will award a purchase order.

FHI 360 may choose to award a Master Service Agreement to more than one vendor for specific parts of the activities in the RFP.
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				Financial Proposal -

				S.No.		Particulars		Service Charges (in INR)		Taxes if applicable (in INR)

				1		Domestic Air Tickets

				2		Domestic Air Tickets Cancellation

				3		International Air Tickets

				4		International Air Tickets Cancellation

				5		Re-routing / Revalidation of Tickets

				6		Visa Handling Services

				7		Travel Insurance for International Travel

				8		Passport Processing / Renewal Assistance

				9		Domestic Train Ticktets

				10		Tatkal Domestic Train Ticktets

				11		Hotel Bookings

				12		Car/Vehicle bookings

				13		Any Other Services (Please Specify)

				Notes:

				1		All service charges should be quoted in Indian Rupees (INR).

				2		Taxes should be indicated separately and in accordance with applicable GST regulations.

				3		Service charges shall remain fixed throughout the contract period unless otherwise agreed in writing.

				4		Vendors should clearly specify any additional fees or charges under Item No. 13.






