
Request for Proposal (RFP)
Travel Management Services –
CIMMYT INDIA & BISA 

1. Introduction
1.1 CIMMYT  is a non-profit agricultural research and training center headquartered in Mexico (CIMMYT is the acronym for our name in Spanish: Centro Internacional de Mejoramiento de Maíz y Trigo). The Center is committed to ensuring food security and reducing poverty in the Global South. Through strong science and effective partnerships, CIMMYT creates, uses, and shares knowledge and technology to improve wheat and maize farming systems' productivity and profitability and sustain natural resources. International and regional development agencies, national governments, private foundations, and the private sector fund the Center. CIMMYT is a Consultative Group on International Agricultural Research (CGIAR) member.
CIMMYT has had an enormous impact in the global south. It is the center of excellence for work on two of the three most important food crops in the Global South. Its most famous employee, Dr. Norman Borlaug, is credited by many for saving more lives than any other individual in the history of the world. Borlaug’s work dramatically increased wheat yields in the Indo-Gangetic Plains in the 1960s and 1970s, saving hundreds of millions from starvation. For this work, Borlaug received the Nobel Prize in 1970. Scores of other CIMMYT INDIA efforts have saved or enriched millions of lives, from developing disease-resistant varieties and varieties tolerant to drought, heat, and soil deficiencies, to deploying techniques that reduce farmer costs and post- harvest losses. In developing countries, wheat varieties developed by CIMMYT and its partners cover 75% of the area planted to modern wheat varieties.
1.2
Borlaug Institute for South Asia (BISA) was established on October 5,2011, through an agreement between the Government of India (GoI) and the International Maize and Wheat Improvement Center (Spanish acronym CIMMYT) and was bolstered by the globally credible name of Nobel Laureate Norman Ernest Borlaug. The institution draws on the decades of experience and success by BISA, and a global network of partners in using research to generate tangible benefits for farmers internationally. BISA is supported by growing number of national stakeholders in South Asia. It is committed to stronger collaborations for accelerated impact, most prominently with the Indian Council of Agricultural Research (ICAR) and the three state governments (Punjab, Bihar, and Madhya Pradesh) where BISA farms are located. The Government of India, through Notification S.O. 2815(E) issued under the United Nations (Privileges and Immunities) Act, 1947, granted certain privileges and immunities to the International Maize and Wheat Improvement Center, the Borlaug Institute for South Asia, and their internationally recruited officers. This was done in support of the Memorandum of Understanding signed on 5 October 2011 for establishing BISA in India, providing an official legal framework for its operations in the country.
The Government of India, through Notification S.O. 2815(E) issued under the United Nations (Privileges and Immunities) Act, 1947, granted certain privileges and immunities to the International Maize and Wheat Improvement Center, the Borlaug Institute for South Asia, and their internationally recruited officers. This was done in support of the Memorandum of Understanding signed on 5 October 2011 for establishing BISA in India, providing an official legal framework for its operations in the country.

CIMMY India and BISA is soliciting bid proposals from reputed travel agencies interested in providing travel management services that CIMMYT INDIA & BISA regularly requires. The successful bidder shall be contracted for this purpose for an initial period of three (3) years with annual reviews at the end of each year that will inform renewal. CIMMYT INDIA & BISA will use the first six (6) months to assess the vendor’s performance based on the KPIs provided with the report determining continuous engagement. The contract may be extended for a second three (3) year period upon successful performance in the first period and continued price reasonability and operational reality.
2. Scope and description of services
CIMMYT INDIA & BISA wishes to contract the services of a qualified Travel Agency to provide travel management services, specifically supporting operations in India for its employees, consultants, trainees, visitors, and staff dependents.
Contract(s) with the qualified Travel Agency would cover travel management and related services, hereafter referred to as “travel services”. Travel services shall include, but will not be limited to: airline & railways ticketing and related services (airport transfer, hotel reservations, visa services, forex, travel insurance, car rental arrangements, Groups, MICE (Meetings, Incentives, Conferences and Events) needed for travel planning and preparing suitable itineraries (including alternative routings, departures and arrivals) at the lowest cost for staff members and/or their dependents (for official and non-official travel), consultants, visitors and participants attending meetings or traveling on official CIMMYT INDIA & BISA business.
3. Terms of Reference
The successful Travel Agency contracted to provide travel services to CIMMYT INDIA & BISA shall have the following minimum qualifications: namely, it must:
1. Travel Services: Be an accredited IATA Travel Agency duly licensed and operating in India.
2. Demonstrated SAP Concur integration capability
3. Proven experience in MICE services and group travel
4. Ability to provide secure ground transportation services (Airport pick-ups and drop-offs).
5. Capability to deliver CO₂ emissions reporting
6. Experience supporting multi-country operations
7. Consider a configuration of services (Online, offline) with extended hours (staggered for dedicated agents).
8. Have a good track record serving international organizations, embassies, and large multi-national corporations.
9. Employ competent and experienced travel consultants, especially in ticketing and fare searching, as evidenced by their track record (curriculum vitae).
10. Be financially capable of rendering services to the involved CIMMYT INDIA & BISA offices.
11. The ability to be connected to Concur—online booking/airline reservation, international ticketing, and ticket printing facilities.
12. VISA Services: Visa support services including document handling, coordination with embassies, and digital submission processes where applicable
13. Be able to provide Hotel Arrangements and pre-payments.
14. Be able to provide services for Meetings and Events -Groups.
15. Be willing and able to guarantee the delivery of products and services following required performance standards.
16. Be capable of linking ISOS Systems
17. Provide Weekly and monthly reports (Including CO2 information).
18. Sign the SLA and ensure 90% compliance.
19. 24/7 emergency number dedicated to services.
20. Provide solutions for NDC and Low-cost carriers' bookings out of the system
21. Its senior travel experts should have the following minimum qualifications:
· A certified degree in tourism, or equivalent, and at least ten (10) years of practical experience in providing travel services and operating automated reservation and ticketing systems.
· English language.
· Be authorized to make decisions for the timely resolution of problems.
· In an emergency, the travel expert shall maintain the operations necessary to support CIMMYT INDIA & BISA; and
· 24-hour access to emergency services and delivery of tickets required by CIMMYT INDIA & BISA to the specified destinations.
The volume of business for CIMMYT INDIA is approx. USD 3,00,000 annually
The volume of business for BISA is approx. USD 1,00,000 annually
4. Travel Policy
The Travel Agency shall provide quotations for the different types of trips according to CIMMYT INDIA & BISA policy, such as advance purchase (APEX), economy class, Premium, comfort, and business class.
The Travel Agency shall include all duly authorized trips by CIMMYT INDIA & BISA staff on official business. Official business purposes include, but are not limited to, the following:
· Official missions, meetings, and events.
· Interviewing applicants/ candidates for employment.
· Appointment/repatriation and termination of staff and family members.
· Home leave, emergency travel, and educational.
· Visit to project sites by CIMMYT INDIA & BISA staff, government officials, counterparts, or other entities; and
· Personal travel.
All authorized trips should be previously agreed to in writing by approving/authorizing the respective CIMMYT INDIA & BISA program, unit, or project through Concur Direct.
5. Services Provided by the Travel Agency
The contracted Travel Agency shall provide a wide range of travel management services (TMS) and should be able to handle commercial accounts.
A. General
1. The Travel Agency shall provide service delivery across India
2. Travel Agency communication shall be 100% in English.
3. The Travel Agency provides travel services from 9:00 a.m. to 5:30 p.m., Monday through Friday. The Travel Agency shall provide extended service hours complemented by 24/7 emergency support, including weekends and official holidays.
4. A Travel Agency employee shall always be reachable by phone.
5. Official travel requirements shall be accorded the highest priority, and therefore, the Travel Agency shall ensure that servicing private travel does not delay, impede, or frustrate the timely and effective processing of official CIMMYT INDIA & BISA travel.
6. Much of the official travel must be organized at short notice, emphasizing efficiency and rapid communication when handling travel-related matters. Furthermore, in carrying out its diverse worldwide operations, CIMMYT INDIA & BISA needs to arrange for the travel of its globally based staff.
7. The Travel Agency should also provide an emergency number for a call center in case of an accident.
B. Reservations and ticketing
1. For every duly approved CIMMYT INDIA & BISA travel request, the Travel Agency shall immediately book reservations for at least three (3) leading airlines operating the route and prepare appropriate itineraries and formal quotations based on the Travel Policy Criteria.
a. At least three (3) comparative options per request
b. Full fare transparency
c. Clear explanation of fare rules, cancellation, and changing conditions.
d. The Travel Agency shall provide regular feedback on the flight status for waiting-listed bookings.
2. The Travel Agency shall promptly issue and deliver accurately printed tickets and detailed itineraries (both printed and electronic) showing the accurate status of airline and hotel reservations at all journey stages. It shall keep abreast of carrier schedule changes and all other modifications or conditions affecting travel and make the appropriate adjustments for any changes in flight, train, or bus schedules before or during the official trip. Tickets and billing shall be modified or issued to reflect these changes when necessary.
3. The Travel Agency shall accurately advise CIMMYT INDIA & BISA of ticketing deadlines and other relevant information every time reservations are made to avoid cancelling bookings.
4. The Travel Agency shall ensure that all staff who travel have sufficient official documents required for their journey before departure.
5. Air tickets shall be issued only on the approved ticket stock of the International Air Transportation Association (IATA) or ticket stock of recognized, reputable airlines, as approved by CIMMYT INDIA & BISA.
6. The Travel Agency shall provide travelers with relevant online and/or offline information on destinations, e.g., flight cancellations, airport transfers/land transportation, currency restrictions/regulations, health advisories, security advisories, weather conditions, and embassy/consulate locations. The Travel Agency shall provide all official travelers with advance seating assignments and advance boarding passes on all airlines for which it can offer these services. The Travel Agency is expected to expand these services as they become available on additional carriers.
7. The Travel Agency shall always ensure that the quoted price is the lowest on the market.
8. The Travel Agency shall be equipped with a fully automated approval system and reporting for audits.
C. Hotel, Car Rental & Train
1. The Travel Agency shall have a worldwide hotel program, including client-specific hotel negotiations, implementation, site inspections, safety criteria, technology, and ongoing program management. It shall ensure that selected hotels meet local, national, and international safety standards.
2. The Travel Agency shall make lodging accommodations when requested. This service shall include making and confirming reservations and the all-inclusive rate at which the reservation is made.
3. The Travel Agency shall negotiate the maximum possible discount rates, including net and BAR rates for hotel accommodation applicable specifically to CIMMYT INDIA & BISA reservations for official travel, and to arrange such services worldwide when requested.
4. The Travel Agency shall have car rental and train agreements with the most prominent companies to maximize rental car savings and train services.
D. Visas, Government and Health Requirements
1. The Travel Agency shall assist the Center in obtaining visas. This assistance shall consist of providing forms and applications for visa requests, providing visa information to travelers,
following up on visa requests, keeping appropriate records, and using and planning for the issuance of visas.
2. The Travel Agency shall advise travelers on the necessary health requirements, including inoculations and vaccinations, either required or suggested, when traveling to certain countries or regions.
E. Ticket Delivery
1. The Travel Agency shall deliver tickets when duly authorized by the Center (in case of official travel, as outlined in Section B above), itineraries, boarding passes (when available), and other travel documents, as determined by CIMMYT INDIA & BISA. The Center will only be financially responsible for tickets authorized via established institutional protocols.
2. The Travel Agency shall promptly issue and deliver e-tickets and detailed itineraries showing the accurate status of all journey stages to the travelers or their authorized representatives at their offices. The Travel Agency shall confirm the itinerary data, class service, and fare with the respective CIMMYT INDIA & BISA office before issuing the ticket as requested.
F. Management Reports
1. The Travel Agency shall have a fully automated accounting system interfaced with a computerized
reservation system and CIMMYT INDIA & BISA’s accounting system.
2. The Travel Agency shall provide CIMMYT INDIA & BISA with management information reports consisting, to a minimum, of the following:
2.1. A concise quarterly narrative (not more than one page) of the Travel Agency’s activities, which shall be submitted to CIMMYT INDIA & BISA within 15 calendar days after the end of the quarter. This report should identify problems, if any, and recommend solutions. Service-enhancing suggestions should be included.
2.2. A quarterly summary (including year-to-date cumulative figures) of sales activity data, which shall be submitted to CIMMYT INDIA & BISA within 15 days of the end of the quarter. This summary shall reflect all official sales activities with each airline based on the value of the tickets. This report should also provide a detailed analysis of the number of trips, most frequent destinations, airlines used, savings and lost savings, total expenditures, department and project numbers, etc. “Ticket refund” status reports are also required.
3. All weekly and monthly reports (accounting, management, and Invoicing) and any other information submitted by the Travel Agency can be audited. The auditing process may include random inspections of contractor performance to ensure compliance with specifications and review of invoices, including the supporting documentation required by CIMMYT INDIA & BISA.
G. Refunds
1. When complete refunds are obtained, the Travel Agency shall process the refund within the reporting week when it is received. The Travel Agency shall process partial refunds requiring fare calculation as expeditiously as possible and within thirty (30) days of receipt.
2. The Travel Agency shall provide CIMMYT INDIA & BISA with a report showing all unused non-refundable tickets and hotel vouchers. The Agency shall also include information regarding the value of unused non- refundable tickets and hotel vouchers in traveler profiles and adopt procedures to assist travelers in the future.
H. Service Standards
1. Service level agreement or Statement of work should be signed, including (i.e., time of response, service working hours, reporting compliance, etc.)
2. The Travel Agency shall always provide polite, responsive, and efficient service to fulfill CIMMYT INDIA & BISA requirements. As a service objective, telephone calls should be answered promptly. When it is necessary to place calls on hold, they should not be kept on hold for more than a few minutes, and a callback, when necessary, should be made within one hour.
I. Supplier Relations
1. The Travel Agency shall not favor any carrier when making reservations.
2. The Travel Agency shall maintain excellent relations with all carriers for the benefit of CIMMYT INDIA & BISA.
3. The Travel Agency shall undertake to provide contacts between CIMMYT INDIA & BISA and airports, airlines, hotels, and car rental companies, and shall arrange for regular meetings between CIMMYT INDIA & BISA and such entities for the benefit of CIMMYT INDIA & BISA.
J. Private Travel
1. The Travel Agency shall provide CIMMYT INDIA & BISA staff with information on local and non-local travel, including lodging, resorts, and clubs for holidays and other private travel, with all related services. However, the Travel Agency shall always prioritize handling official travel over any private travel. The Travel Agency shall appropriate bill the cost of private travel to the respective employee and not to the Center.
K. Personnel Requirements
1. The Travel Agency shall assign adequate personnel to satisfactorily handle the volume of work and fulfill its obligations under the Contract with CIMMYT INDIA & BISA. The Travel Agency shall generally assign personnel according to their technical know-how and reliability.
2. The Travel Agency shall assign a senior representative experienced in providing corporate travel services to oversee the travel management services offered to CIMMYT INDIA & BISA and ensure full compliance with all contract requirements with CIMMYT INDIA & BISA.
3. The Travel Agency’s employees shall perform their duties highly efficiently and professionally.
L. Travel Risk Management
CIMMYT INDIA & BISA has a contract with International SOS for Travel Risk Management. Linking the agency's global distribution system with the ISOS travel tracker system is necessary. The CIMMYT INDIA & BISA travel specialist supports the implementation, and CIMMYT INDIA & BISA covers the implementation costs.
SOS International, Travel Tracker can access all Global distribution systems (GDS), including Amadeus, Sabre, Travelport (which includes Galileo and Apollo), and Worldspan. When Travel Tracker receives bookings, it automatically sends travelers Pre-Trip Advisory (PTA) emails. These emails may contain detailed itinerary, security, travel, and cultural information and advice in one place.
The Travel Agency must include all critical information in the Passenger Name Record (PNR), such as the passenger's contact information, phone number, and email. As agreed by CIMMYT INDIA & BISA, SOS International Travel Tracker will use this information.
M. Contingency Services
The Travel Agency shall provide the following services during a contingency and indicate the best options:
a. Hotel reservations for staff and pets where applicable.
b. Hotel business rooms. Ground transportation arrangements for staff, including airport transfers and contingency mobility support.
c. Air tickets from India to the international staff member’s home base
N. Other Services
1. The Travel Agency shall upon request provide full MICE support, including meetings, conferences, and events logistics at any global location.
2. The Travel Agency shall provide a meet-and-greet service worldwide that includes, but is not limited to, baggage transfer, connection assistance, language translation, and escort to ground transportation.
3. The Travel Agency shall, upon request and appropriate institutional approvals, facilitate the  arrangement of conferences, meetings, seminars, and training workshops.
4. The Travel Agency shall create and update travelers’ profiles for frequent travelers, update and verify the information with the traveler each time a new booking is made.
5. The Travel Agency shall provide in-house training to its employees assigned to the CIMMYT INDIA & BISA account, to ensure consistency in procedures and policies and to fulfill specific client needs.
6. The Travel Agency shall periodically brief/inform CIMMYT INDIA & BISA staff on fare calculations and other aspects of Travel Management Services.
7. The Travel Agency shall void tickets and hotel reservations where possible to avoid charges to CIMMYT INDIA & BISA.
8. CIMMYT INDIA & BISA is supposed to cooperate with the community to make this world a better place to live; therefore, any social responsibility action included in the bid will be well received.
9. System connectivity: The travel agency should be able to share relevant travel and billing information with CIMMYT’s Dynamics 365 system, as applicable, to minimise manual data entry and reconciliation.
10. Implementation and transition: The agency should provide a clear plan for setting up the service, testing it with CIMMYT & BISA, training users, starting the service and providing additional support after go-live.
11. Data and payment security: The agency should explain how it will protect traveller information, payment information and other CIMMYT India and BISA data, and how quickly the entities will be informed in case of any security or data incident.
6. Financial Bid and Business Conditions
1. The Travel Agency shall indicate its service fee in INR in the proposal.
2. The Travel Agency shall invoice CIMMYT INDIA & BISA separately for their respective tickets and allied logistic services inclusive of their agency service fee respectively. Any service fee associated with this activity (invoice recovery, reporting) must be clearly stated in the proposal.
6.1 Duration
1. Upon selection, the travel provider will work jointly with CIMMYT HQ & BISA to onboard systems and processes prior to service go-live. No service fees are applied during this period.
2. The contract period is expected to last for an initial 36 month period unless it is terminated earlier.
3. The Center will assess the successful vendors performance for the first six months and communicate whether the standards merit continued engagement.
4. The Center will also perform annual review (every 12 months) of performance and continued engagement will be based on the outcome of this assessment.
5. CIMMYT INDIA & BISA reserves the right to terminate the contract at any time.
6. In the event of a change in the Travel Agency’s controlling ownership or if the Travel Agency fails to maintain the performance and service standards outlined in the contract, CIMMYT INDIA & BISA will terminate the agreement by giving three months’ notice.
6.2 Questions and doubts
Any questions you may have about this RFP pertaining to CIMMYT INDIA should be sent in writing to CIMMYT-BISA.procurement@cgiar.org  
Any questions related to BISA should be sent in writing to bisa.procurement@cgiar.org
6.3 Decline
If you do not wish to participate in bidding process for CIMMYT INDIA, please email (addressed to CIMMYT-BISA.procurement@cgiar.org  ) detailing your reasons for not submitting a financial bid.
If you do not wish to participate in bidding process for BISA, please email (addressed to (bisa.procurement@cgiar.org) detailing your reasons for not submitting a financial bid.
6.4 Bid submission
Two separate proposals, one each for CIMMYT INDIA and for BISA, must be submitted in hard copy. For each proposal, the technical and financial proposals should be sealed in separate envelopes. Both envelopes should then be enclosed within a master envelope, clearly labeled as either "RFP 2026: Travel Management Services for CIMMYT INDIA " or "RFP 2026: Travel Management Services for BISA". The address for submission (s) is provided below:

CIMMYT INDIA India
G-2, B-Block, National Agricultural Science Centre (NASC) Complex, 

DPS Marg, New Delhi – 110012

Borlaug Institute for South Asia

G-2, B-Block, National Agricultural Science Centre (NASC) Complex, 

DPS Marg, New Delhi – 110012

6.5 Bids shall be sent in English.
6.6 Bids should be sent in hard copy by courier, post, hand latest by Oct 20, 2026.
6.7 Late proposals
Any proposal received by the Business Services Department after the deadline for submission, under clause 6.6, will be rejected.
6.8 Modification and withdrawal of proposals
The Bidder may withdraw its proposal after submission, provided that the Business Services Department receives written notice of the withdrawal before the deadline for submission of proposals. The Bidder’s withdrawal notice shall be prepared, sealed, marked, and dispatched by the provisions of clause 6.6. The withdrawal notice may also be emailed, followed by a signed confirmation copy. No proposal may be modified after the submission deadline. No proposal may be withdrawn between the deadline for submission of proposals and the expiration of the proposal validity period specified by the Bidder on the Proposal Submission Form.
7. Opening and Evaluation of Proposals
7.1 Clarification of proposals
To assist in examining, evaluating, and comparing proposals, the Committee may, at its discretion, ask a Bidder to clarify its Proposal. The request for clarification and the response shall be in written form, and no change in the price or substance of the proposal shall be sought, offered, or permitted.
7.2 Preliminary examination
The Committee will examine the proposals to determine whether they are complete, whether any errors have been made, whether the documents have been duly signed, and whether they are generally in order.
Before the detailed technical evaluation, the Committee will determine the substantial responsiveness of each proposal to the Request for Proposals (RFP). For these Clauses, a substantially responsive proposal conforms to all the terms and conditions of the RFP without material deviations. The Committee’s determination of a proposal’s responsiveness will be based on the contents of the proposal itself, without recourse to extrinsic evidence.
The Committee will reject a proposal determined as not substantially responsive, and the Bidder may not subsequently make it responsive by correcting the non-conformity.
7.3 Evaluation and comparison of proposals
The proposals will be evaluated using a two-stage procedure. The evaluation of the technical proposal will be completed before the price proposal is opened and compared.
8. Award of Contract
CIMMYT INDIA & BISA reserves the right to accept or reject any proposal, and to annul the bidding process and reject all proposals at any time before award of contract, without incurring any liability to the affected Bidder or any obligation to inform the affected Bidder or Bidders of the grounds for the Committee’s action.
The Committee reserves the right at the time of the contract to vary the quantity of services and goods specified in the RFP without changing prices or other terms and conditions.
8. 1 Signing of the contract
The successful Bidder(s) shall sign and date the contract and return it to the Committee within 21 days of receiving it.
8.2 Termination of the contract
CIMMYT INDIA & BISA shall, from time to time, evaluate and verify the comparability and competitiveness of the rates being given to CIMMYT INDIA & BISA with other travel agencies and other industry indicators. CIMMYT INDIA & BISA retains the right to terminate its contract with the selected Travel Agency if it increases rates higher than market standards or does not render the minimum services described in this tendering document.
8.3 Reasons for proposal rejection
Bids and proposals may be rejected at the submission stage if found to be technically non-compliant due to errors in presentation or failure to follow bidding instructions. The proposal request contains detailed instructions for preparation and submission that should be followed carefully.
Below are some common reasons why the committee may reject bids or proposals. Bidders are urged to read this before submission and ensure their bid follows these points and the instructions noted in the bidding documents.
· The bid is submitted after the submission deadline. Note that there is a time gap for email submission, and emailed proposals sent just before the deadline may arrive after the deadline and be rejected.
· A bid is not submitted to the correct address.
· The proposal is not signed as per the instructions in the RFP.
· Insufficient documentation is provided.
· The documents provided are not in English.
· Documents provided do not directly address each point of the evaluation criteria.
· The proposal resembles the agency's brochure without addressing the  RFP criteria.
The above examples illustrate errors that bidders are likely to make. This is a partial list. The bidding documents contain the complete instructions relevant to each bid and should be followed carefully.
8.4 Confidentiality of personal information
CIMMYT INDIA & BISA recognizes the importance of keeping confidential the information provided in the proposal, travel itineraries, and reservations. Accordingly, the selected agency must keep all dealings with CIMMYT INDIA & BISA confidential.
9. Required documents (Technical Proposal)
	Required Documents

	1
	General information:
· Profile
· Copy of IATA Accreditation Certificate

	2
	Proposed location of service:
· Primary location
· Back-up location

	3
	Business references:
· Major corporate clients/contract details / estimated contract value
· At least three letters of recommendation

	4
	Volume of sales for the last two years:
· Number of travelers
· Annual number of trips
· Annual number of international air tickets
· Annual cost of international air tickets (US$)

	5
	Size of agency:
· List of name(s) and address(es) of branch office(s) worldwide (if any)
· List of airline(s) (if any) on behalf of which your agency issues air tickets
· List of airline(s) (if any) on behalf of which your agency sells air tickets


	6
	Financial capabilities:
· Copy of your Head of Office turnover, and IATA turnover, including audited financial statements certified by a certified public or certified general accountant for the past three years (need to show evidence).

	7
	Personnel competence:
· Curriculum vitae of management personnel and other full-time travel staff members qualified and competent to sell international air transportation.

	8
	Business entity or agency:
· Ownership (sole owner, partnership, or corporation). Certificate of incorporation/registration.

	9
	Other information:
· Reservations are made by telephone, fax, internet, or intranet
· Primary type of ticket: electronic ticket.
· Primary mode of ticket delivery: electronic ticket, on-site
· Describe your ability to secure the lowest available published and/or negotiated airfares. Which discount system would you apply when providing CIMMYT INDIA & BISA services? Please describe it in detail.
· State additional services and benefits that make your agency unique.


Answers to these questions must be provided on separate file and in strict adherence to chronological order. We would highly appreciate it if your answers to the attached questions were as clear and explicit as possible to facilitate the analysis/selection process, and to determine whether the documents are complete, duly signed, and generally in order. A proposal determined as not substantially responsive will be rejected and may not subsequently be made responsive by the Bidder by correcting the non-conformity.
10. Price Schedule (Financial Proposal)
The price schedule (Part I, II & III) must provide a detailed cost breakdown. Provide separate figures for each functional grouping or category.
The form on the following pages should be used when preparing the price schedule. The form includes specific expenditures that may or may not be required or applicable, but are indicated to serve as examples.
In addition to the table below, Travel Agencies are asked to state separately in their financial proposals the discount rate (%) they will apply to tickets purchased by CIMMYT INDIA & BISA.
Notes:
· All prices must be provided in INR
· 
Most direct/most economical route, least costly air tickets, Advance Purchase Excursion fares (APEX), and business travel should also be quoted.
· Departure from / arrival to New Delhi India for all quotations mentioned below is required.
· Airline, flying time, and stops.
· Fare rules: change reservation dates permitted.
· Date of Travel: departure from Delhi on Nov 04, 2026, and returning on Nov 11, 2026.
· Explain how the travel Agency manages the commissions, overrides, and rebates, and if it is fully returned to CIMMYT INDIA & BISA.
Part I - Travel agencies are requested to quote airfares for the following destinations:
International airfares (Business and Economy class)
	Destinations (round-trip ticket from New Delhi, India) to:
	Stop-over cities (if any)
	Length
of travel (hr)*
	Total price (INR) Economy Class
	Total
price (INR) Business Class

	Mexico City, Mexico
	
	
	
	

	Dhaka, Bangladesh
	
	
	
	

	Addis Ababa, Ethiopia
	
	
	
	

	Nairobi, Kenya
	
	
	
	

	Kathmandu, Nepal
	
	
	
	

	Islamabad, Pakistan
	
	
	
	

	Ankara, Turkey
	
	
	
	

	Harare, Zimbabwe
	
	
	
	


*Length of travel should include the time spent on stay-over(s).
Part II - Please specify the discount rate (%) that will be applied to tickets purchased by CIMMYT INDIA & BISA.
	Airline
	Discount rate (%) to CIMMYT INDIA & BISA on carrier’s advertised price

	British Airways
	

	Air Canada
	

	American Airlines
	

	Lufthansa
	

	United Airlines
	

	Air France
	

	Delta
	

	KLM
	

	Emirates 
	

	Indigo
	

	Air India
	

	Others (please specify)
	


CIMMYT INDIA & BISA considers travel management a strategic governance function. The selected Travel Management Company (TMC) must operate with full transparency, ensuring compliance, audit readiness, and alignment with duty of care obligations.
Part III – Price Quotation for Service Charges levied on different line items as below
	Price Quotation Format 

	Sr. No
	Particulars
	Service Charge 
	GST 
	Total Amount
	Remarks, if any

	1)
	Domestic Air Tickets (inclusive of seat & meals)
	 
	 
	 
	 

	 
	Economy Class
	 
	 
	 
	 

	 
	Premium Economy Class
	 
	 
	 
	 

	 
	Business Class
	 
	 
	 
	 

	 
	Cancellation Charges
	 
	 
	 
	 

	 
	Rescheduling Charges
	 
	 
	 
	 

	 
	Domestic Travel Insurance
	 
	 
	 
	 

	2)
	International Air Tickets (inclusive of seat & meals)
	 

	 
	Economy Class
	 
	 
	 
	 

	 
	Premium Economy Class
	 
	 
	 
	 

	 
	Business Class
	 
	 
	 
	 

	 
	Cancellation Charges
	 
	 
	 
	 

	 
	Rescheduling Charges
	 
	 
	 
	 

	 
	Travel Insurance Charges
	 
	 
	 
	 

	3)
	Railway Tickets
	 

	 
	Normal railway tickets 
	 
	 
	 
	 

	 
	Tatkal tickets
	 
	 
	 
	 

	 
	Cancellation Charges
	 
	 
	 
	 

	4)
	VISA/Passport services
	 

	 
	VISA
	Service Charge 
	GST 
	Total Amount
	Remarks, if any

	 
	Mexico
	 
	 
	 
	 

	 
	USA
	 
	 
	 
	 

	 
	UK
	 
	 
	 
	 

	 
	Schengen
	 
	 
	 
	 

	 
	Australia
	 
	 
	 
	 

	 
	Canada Visa
	 
	 
	 
	 

	 
	South Asian Countries
	 
	 
	 
	 

	 
	African Countries
	 
	 
	 
	 

	 
	Any other 


	 
	 
	 
	 

	 5)
	 Hotel Bookings (Per Room Basis)
	Service Charge 
	GST 
	Total Amount
	Remarks, if any

	 
	Domestic hotel bookings
	 
	 
	 
	 

	 
	International hotel bookings
	 
	 
	 
	 

	 
	Event/ Conference arrangement (National) 
	 
	 
	 
	 

	 
	Event/ Conference arrangement (International) 
	 
	 
	 
	 

	 
	Group accomodation bookings (National)
	 
	 
	 
	 

	 
	Group accommodation bookings (International)
	 
	 
	 
	 

	
	
	 

	6) 
	 Cab Charges
	Service Charge 
	GST 
	Total Amount
	Remarks, if any

	 
	PAN India
	 
	 
	 
	 

	 
	International cab bookings
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	7)
	Forex Services
	 

	 
	 
	Service Charge 
	GST 
	Total Amount
	Remarks, if any

	 
	Foreign Currency
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


	Billing Cycle (preferably Fortnightly MIS reports)
	 

	Credit Period (30 days)
	 


Important Note: The RFPs shall be evaluated on the basis of 70% weightage for technical proposal and 30% for financial proposal. In view of this, please submit all documents listed at Para 9 for technical evaluation and all documents listed at Para 10 for financial evaluation. Only those proposals will be considered which have applied for both entities namely CIMMYT India and BISA.
Disclaimer:

1. Selection of service provider for purchase of goods/ services will be done at the sole discretion of CIMMYT India/BISA. This RFP may also be cancelled at any time without any prior notice to service provider (s) at the discretion of CIMMYT India /BISA’s Management without any liability to CIMMYT India/BISA whatsoever. 

2. The potential vendor/s may be asked to give a presentation of their product/services to the concern person/s at CIMMYT India/ BISA as a part of the evaluation of the proposal submitted.

3. The list of documents required for Technical and Financial evaluation are just indicative. Further details could be asked by CIMMYT India/ BISA to examine the proposals in detail. 

4. CIMMYT India/ BISA provides equal opportunity to all the eligible applicants to partner/ collaborate with us. Selection process is free from any sort of discrimination or nepotism.

5. Any mis-statement in the Technical/Financial proposals will lead to debarring of the Vendors from all future procurements at CIMMYT India/ BISA.

6. Multiple quotations by a single entity/organization under the garb of related/sister concerns will be subject to rejection without further evaluation. 

