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	Invitation to Tender
for Travel Agency Services
United Nations High Commissioner for Refugees
Representation in Warsaw, Poland

	
	
	

	
	
	The United Nations High Commissioner for Refugees (UNHCR) Representation in Poland invites interested bidders to its tender for travel agency services.


	Background information 
	
	The Office of the United Nations High Commissioner for Refugees is mandated to lead and co-ordinate international action to protect refugees and resolve refugee problems worldwide. The Representation in Warsaw is under the administrative auspices of the Regional Representation for Central Europe (RRCE),located in Budapest, Hungary which covers nine countries in the Central and Eastern European region: Bulgaria, Czech Republic, Hungary, Poland, Romania, Slovakia, Slovenia, Croatia, Moldova.


	Objective of the Tender

	
	
	

	Services required 
	
	The UNHCR Representation in Warsaw seeks a service provider for travel agency services as detailed below in section: scope of work. 

	
	
	

	Partnership framework 
	
	The aim of the tender is to select a services provider who will be responsible for all travel related services for the UNHCR Representation in Warsaw and with whom UNHCR shall sign a services contract for the initial period starting 
in March 2020 and ending in February 2022. The service contract will be subject to extension (1 year) upon satisfactory assesment of the services provided.

	
	
	The work of the services provider shall be subject to direct supervision and constant communication with the UNHCR Representation in Warsaw.


	Scope of Work

	
	
	

	
	
	The successful bidder shall perform the following tasks:

	Tasks 
	
	· Issuance of international and domestic flight ticket offers for direct and indirect connections at lowest available prices
· Issuing domestic and international train tickets

· Responding to the email and telephone enquiries on available flights and prices within the same day the enquiry was made.

· Providing information, customers and help-desk services between 8-18 on weekdays

· Providing information, customers and help-desk services during evening hours, holidays and weekends would be an asset
· Being able to offer cross-ticketing options as well as airline’s promotional offers

· Being able to appoint dedicated staff to provide the required services

· Being able to provide English speaking staff to perform the duties would be an asset.
· Issuing low-cost airline flight tickets and providing advice in terms of flight connections/itinerary

· Providing online services and information
· Delivering tickets to the UNHCR office as needed
Timeliness, responsiveness, pro-active approach would be highly appreciated



	Requirements

	
	
	

	General Conditions for Contract of the Provision of Services
	
	Companies wishing to be taken into consideration must adhere to and sign the UNHCR General Conditions for Contract of the Provision of Services attached as Annex 2.



	Tender Submission

	
	
	

	
	
	The tender documents to be submitted by bidders are the following:

	Documents 
	
	· tender form (see Annex 1);

	
	
	· general presentation of the bidder; 

	
	
	· references of work previously done, with special emphasis on similar assignments for other UN agencies or non-governmental organizations;

	
	
	· price proposal with a detailed price proposal of accomplishing the tasks specified under Scope of Work, with special emphasis on transaction fees and delivery charges

	
	
	All cost calculations should specify PLN net price + VAT amount.

	
	
	All tender documents are to be submitted in English.

	
	
	Any submitted incomplete or late tender will be rejected.

	Deadline 
	
	Tender documents shall be submitted no later than  23 March 2020 in eletronic format to polwa@unhcr.org or in hard copy to the following address:

UNHCR Representation in Poland
Ul. Przemysłowa 30, 00-450 Warszawa, Polska
The email subject or the envelope should include the indication „Tender for travel agency services“.

	Consideration and Selection of the Best Offer

	
	
	

	Selection 
	
	UNHCR Representation is not obliged to accept the lowest or any tender. Selection criteria for award of a contract is, though not exhaustive, inclusive of proposed price/overall value for money, comprehensiveness of response to requirements and previous cooperation with UNHCR, other UN agencies , organizations working in the field of asylum and migration or other non-governmental organizations.

	
	
	If deemed necessary, a second round of bidding or negotiations with shortlisted bidders may take place.

	Decision 
	
	Decision of UNHCR to select a successful bidder is final and absolute. UNHCR is not obliged to inform bidders on any details about the selection and the outcome of the tender.

	Contract 
	
	UNHCR will prepare the draft services contract with the standard terms and conditions for consideration and signature by the successful bidder.

	Contact Person

	
	
	

	
	
	Any questions regarding the tender and the required services should be addressed to:

	
	
	Marta Anna GAWINEK-DAGARGULIA
UNHCR Representation in Poland
email: gawinek@unhcr.org
telephone: +48 (0) 22 628 69 30


	
	
	




