




 

   
 

10. The award shall be based on the criteria referenced in (section 8) and the proposals overall response while 
taking into consideration donor and internal requirements and regulations.  The award will be determined by 
a committee of The HALO Trust employees. 
 
 

11. The successful provider shall receive a contract for a period up to two years, with an option of extension upon 
agreement of both parties.   

 
 
12. The language for communications and required documents is English.  
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13. Table 1: Description of Services 

#
S/N Service Scope of Service 
B# Air Ticketing and Travel Management For both normal and charity fares to be provided by 

a company with a proven record in dealing with 
charity organisations. We require best value prices 

with designated commercial airlines, as well as 
transparency in all administrative and airlines fees 
(including, without limitation, fees for changes or 

cancellation). 
 

Air ticketing and travel management services (local 
and international): 

 
Reservation and ticket booking through approved 

channels. 
 

Provide advice on cost-friendly, optimal travel 
routes and provide other pertinent information that 

would enable clients enjoy a smooth travel 
experience. 

 
Send notifications on travel status, airline 

information and other related aviation news to 
clients. 

 
Provide manned helpdesk services 24 hours a day 
365 days a year as well as during weekends and 

public holidays via approved channels.  
 

Process claims, refunds, and repayments for 
cancelled flights within 14 working days of flight 
cancellation. Pending refunds will be netted off 

future payments after 14 days until refund process 
is completed. 

 
Ensure tickets cancelled by airlines are refunded 

without/with minimal penalties. 
 



 

   
 

Process/facilitate visas for The HALO Trust’s staff, 
consultants, and other stakeholders. 

 
Ability to provide monthly/yearly reports showing: 

(a) Total tickets booked 
(b) Total cost of tickets - local and international 

(c) Year to date total spend on tickets 
(d) Top travellers - local and international 
(e) Top airlines - local and international 
(f) Top routes - local and international 

(g) Refund report 
(h) Protocol service report 

(i) After-hours service report 
(j) Full travel report showing – passenger name, 

route, airline, Project budget Code (to be provided 
to the eventual awardee), fare, tax, etc. 

(k) Service Level report – turnaround time for 
completing requests, cancellations, refunds etc 

(l) Any other report as requested. 
 

Optional requirements: 
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#
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14. The HALO Trust will make consolidated monthly payments 30 days from date of invoice and after 

presentation of the following documents outlining any deductions late delivery: 
a. Commercial invoice(s) 
b. Associated invoice(s) / receipt(s) for direct charges to The HALO Trust. 
c. Proof of service delivery 

 
15. Bidders should state if the payment conditions listed in Clause 14 above are acceptable. Otherwise, bidders 

may state their payment terms considering that The HALO Trust’s preference is to receive a monthly invoice 
or payment after delivery of goods within 30 days on credit terms. 
 

16. All payments shall be made in GBP, EURO or USD by bank transfer within 30 days of receipt of valid 
documentation. 
 

17. The evaluation criteria as outlined in section E will be used to evaluate bids. 
#
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18. 



 

   
 

• Online booking solution that can support multiple quote options to facilitate value for 
money decisions (global reservation system). 

Company Experience 
• At least two relevant client references for similar contracts. 
• Relevant internal good practice policies (e.g., data protection, cyber security, 

safeguarding, environmental policy, quality management, complaints handling, etc.). 
• Relevant insurances (e.g., professional indemnity, public and products liability, 

employer’s liability, crisis containment, etc.). (See Supplier Questionnaire for details) 
• 


