Travel Agency Services for Corporate Travel
Submission Deadline: 31st  March,2026

1. Introduction
CARE Egypt Foundation invites qualified travel agencies to submit quotations to provide corporate travel management services under a blanket/framework agreement.
The selected travel agency will support the organization with travel arrangements for staff and consultants including flight bookings, hotel reservations, visa services, and related travel support.
The framework agreement will be valid for [12–24 months], with the possibility of extension subject to satisfactory performance.

2. Scope of Services
The selected travel agency will provide the following services:
2.1 Flight Booking
· Domestic and international airline ticket reservations
· Provision of multiple travel options (economy class)
· Assistance with ticket changes, cancellations, and refunds
2.2 Hotel Reservations
· Booking hotels domestic and internationally
· Offering several accommodation options within approved budgets
2.3 Visa Support
· Assistance with visa requirements and documentation
· Coordination with embassies when required
2.4 Travel Insurance
· Arrangement of travel insurance when requested
2.5 Transportation
· Airport transfers and transportation arrangements where required
2.6 Travel Itinerary
· Preparation of complete travel itineraries for travelers
2.7 Emergency Support
· Availability of support for urgent travel changes or emergencies
2.8 Group Travel
· Support for conferences, workshops, and group travel arrangements (Translation, Photographer, Transportations …etc) for domestic and international services.

3. Service Level Requirements
The travel agency must demonstrate the ability to:
· Provide quick response times to travel requests (within 2–4 hours).
· Offer 24/7 emergency support.
· Assign a dedicated account manager.
· Provide competitive travel options from multiple airlines.
· Comply with the organization's travel policies and budget limitations.

4. Pricing Format
Bidders are requested to provide service fees according to the table below.
	Service
	                                 Fee/ EGP

	Flight ticket booking (Domestic)
	

	Flight ticket booking (International)
	

	Ticket change
	

	Ticket cancellation
	

	Hotel booking
	

	Visa processing support
	

	After-hours/emergency service
	


Prices should be inclusive of all service and taxes charges and remain valid for the duration of the agreement.

5. Vendor Qualifications
Interested agencies should provide the following information:
· Company profile and background
· Years of experience in travel management
· Experience with corporate or NGO clients
· Accreditation (e.g., IATA certification, travel licenses)
· List of at least three corporate clients or references

6. Evaluation Criteria
Quotations will be evaluated based on the following criteria:
· Price competitiveness
· Relevant experience
· References and reputation

7. Required Documents
Bidders must submit the following documents:
· Company profile
· Commercial registration certificate
· Tax registration certificate
· Relevant travel agency licenses
· Stamped quotation

8. Payment Terms
Payments will be made based on actual travel services provided and upon submission of valid invoices. Payment terms will be [within 20-25 working days after invoice submission].

9. Submission Instructions
Interested travel agencies should submit their quotations no later than:
Deadline				: 31st March,2026
Quotations should be sent to: Email	: Procurement@cef-eg.org
Subject Line				: RFQ – Travel Agency Services
For any clarification regarding this RFQ, please send clarification emails before 29th March,2026 to : Procurement@cef-eg.org / Ahmed.Akram@cef-eg.org

