
   
   
   

   
 

INVITATION TO TENDER 
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5. Enquiries, if any, should be sent by email to tenders@halotrust.org up to 20th August 2024 with the following 
email reference in the subject: ‘6789#:.10$#:.;<)+#:),=).#:A’ 



   
   
   

   
 

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. 



   
   
   

   
 

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: 
 

Airport protocol services at local and international 
airports. 

2 Passport and visa services Provide fast and competitive visa services for The 
HALO Trust when necessary, including for all The 

HALO Trust countries, regardless of where the 
closest embassy/consulate is to bidder’s business. 

Ensure that all relevant documents are accurate and 
presented/collected on time at the relevant 

consulates or embassy on The HALO Trust’s behalf. 
3 Hotel bookings Book hotels for The HALO Trust worldwide. Hotel 

bookings can be on prepaid basis or payment on 
departure by the travel agent. 

4 Rail travel services Book train tickets with Eurostar and on some occasions, UK 
domestic rail tickets, based on advance purchase or best 

available rates. 
5 Online booking facilities 

 
We require a tool to facilitate online booking of air, 
rail and hotels, across our offices. Within this, we 
require an ability to build traveller profiles for staff 
members, allowing them to find flights and organise 
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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. For the proposal to be considered technically compliant, the proposer must achieve a minimum score of 70%. 

Proposals which do not meet the minimum score will be given no further consideration. In addition, clarity 
and completeness of presentation will be considered during the evaluation. 

                               

Pre-selection criteria (nonadherence disqualifies a bid from further consideration)  

• Signature to confirm compliance with The HALO Trusts Policies (on the BRD) Y/N 

• Copy of business registration documents (proof of legal operation in country of 
incorporation) (see Supplier Questionnaire) Y/N 

• Evidence of approval from relevant authority to provide the required services e.g., 
International Air Transport Association (IATA). Y/N 




