CALL TO TENDER FROM

ESTABLISHED TRAVEL AGENTS 
TO PROVIDE TRAVEL AND CONFERENCE SERVICES TO REMPEC 

TENDER TO PROVIDE TRAVEL AND CONFERENCE SERVICES TO REMPEC
NOT TO BE OPENED NOR CIRCULATED INTERNALLY

                         Closing Date & Time: 10 May 2020 at midnight hrs (Malta time)

This Tender Document runs through 10 pages excluding this cover and Tenderers are advised to read it thoroughly and present it, in its entirety.

CALL TO TENDER FROM ESTABLISHED TRAVEL AGENCIES TO PROVIDE TRAVEL AND CONFERENCE SERVICES TO REMPEC
1.0
Context

The Regional Marine Pollution Emergency Response Centre for the Mediterranean Sea (REMPEC) is a Regional Activity Centre established in Malta in 1976 within the framework of the Mediterranean Action Plan (MAP) of the United Nations Environment Programme (UNEP), with a view to co-ordinating the activities of the Mediterranean coastal States related to the implementation of the Prevention and Emergency Protocol to the Barcelona Convention for the Protection of the Marine Environment and the Coastal Regions of the Mediterranean Sea. The Centre is operated by the International Maritime Organization (IMO) and is hosted in Malta at offices situated at ‘Maritime House’, Lascaris Wharf, Valletta, made available by the Government of Malta, in terms of a Host country Agreement between IMO and the Government of Malta signed in 1990.
The Centre is considered to be an international institution following the rules of the United Nations and, as such, is entitled to the benefits of the Convention on the Privileges and Immunities of the Specialized Agencies of the United Nations.

The Centre operates in the whole Mediterranean basin.    As part of their duties, REMPEC staff travel regularly on mission mostly to Mediterranean and European countries, and thus require travel and accommodation services.  The Centre also organises meetings and conferences in Malta and abroad and thus requires logistical assistance with the organisation of such events, including travel arrangements for the participants of the event, generally from Mediterranean Coastal States, transfers from the airport to the hotel, group accommodation booking, and conference services (venue, coffee breaks, lunches, interpretation services, etc.).  The Centre’s average expenditure on flight tickets between 2018 and 2019 amounted to approximately Euro 130,000, however, this amount might vary according to the Centre’s activities and is not guaranteed. 
2.0
Scope 

REMPEC is calling travel agents wishing to be considered as its Approved Travel Agent to submit their proposal as detailed below.

The Approved Travel Agent will then be asked on regular basis to quote for the travel and accommodation requirements of REMPEC as the need arises over a period of two (2) years starting from the date of signature of the contract. If and when necessary, the Approved Travel Agent will also be requested to provide meetings, incentives, conferences and events (MICE) services to the Centre.
3.0
Criteria for Assessment
REMPEC will evaluate and assess the submissions of the interested applicants upon a set of criteria.  These include:

1.
Affiliation to International Bodies and recognised quality assurance schemes certification.

2.
Track record and experience in the provision of such travel and accommodation services particularly to corporate clients.
3.
Size of Company and number of employees directly employed with the Company.

4.
Type and skill-mix of employees, including number of full-time support personnel on their books as well as their qualifications and experience.

5.
Calibre of references and reputation of the Company.  

6.
Financial strength and viability of the Company.

7.
The ability of the Company to provide 24/7/365 service to REMPEC.
8.
The ability of the Company to assist REMPEC with the organisation of meetings, conferences and events in Malta and with its incoming travel requirements, and, if requested, with the organisation of meetings, conferences and events abroad.  In this regard, the Company should clearly state whether it is licensed to provide such services by the Malta Tourism Authority (MTA) under the same trade name.

9.
The Company’s pricing policy for providing the various services.
10. 
The ability of the company to advise REMPEC staff on mission of any flight changes or cancellations and to re-route the said official, especially on weekends and public holidays.
4.0
Selection

REMPEC will then proceed to select a Travel Agency which in its opinion, has the employee skills, the company experience and the financial strength to be able to provide the most appropriate travel and accommodation services as well as meetings, incentives, conferences and events (MICE) services against its requirements and subsequently continue rendering a durable high level service to REMPEC, during the tenure of the contracted period.

The REMPEC Procurement Selection Committee will open the bids and proceed with the selection of the most appropriate offer between 11 and 15 May 2020 and will communicate the results in due time.
5.0
Conditions

5.1
Suppliers are to confirm:
· their readiness to provide REMPEC with several convenient travel itineraries (most direct and economic flights) and quotes within an hour after being contacted by the Centre;  

· their readiness to issue relevant travel and accommodation arrangements only against an official communication (including e-mail) from REMPEC;
· their readiness to provide REMPEC, with an individual invoice per person travelling, with each invoice having the following specific details amongst others:

-
REMPEC’s communication requesting the travel arrangements

-
name and person travelling

-
dates of travel

-
relevant Flight(s) Numbers

-
relevant Airline Ticket Number
· their readiness to provide REMPEC with detailed invoices in respect of meetings, incentives, conference and events (MICE) services.
5.2
Questions regarding this call for tender should be addressed to procurement.questions@rempec.org by not later than 30 April 2020, 5pm (Malta time). REMPEC will reply to any request for additional information in strict compliance with the equal treatment principle. Provided that they have reached REMPEC before the abovementioned deadline, requests will be answered by email and be published on http://www.rempec.org/en/about-us/work-with-us, in which the tender documents will also be available. Tenderers are invited to consult the website frequently. The name of the requesting party will not appear on the website. 
6.0
Instructions for Submission

Interested applicants are requested to address all points raised in this document when submitting their tender. Moreover, interested applicants should also complete ALL the questionnaire set out below. The tender as well as the completed questionnaire should be duly signed by an authorized signatory of the company.

Tenders should be sent to procurement@rempec.org, by not later than 10 May 2020, midnight (Malta time). Late or incomplete submissions will not be considered.

Submissions are to be made in accordance with this document and the replies to this questionnaire are to follow the sequence, as the way the questions are put. Additional material and/or brochures/promotional material, may be appended at the end of the submission.  All questions must be answered, for the submission to be considered.  

Late or incomplete submissions will not be considered.

Submissions are to be made in accordance with this document and the replies to this questionnaire are to follow the sequence, as the way the questions are put.  Additional material and/or brochures/promotional material, may be appended at the end of the submission.  All questions must be answered, for the submission to be considered.  The questionnaire must be duly signed by an authorised signatory for the company submitting the questionnaire.
ANNEX 

QUESTIONNAIRE
CALL TO TENDER FROM

ESTABLISHED TRAVEL AGENTS 

TO PROVIDE TRAVEL AND CONFERENCE SERVICES TO REMPEC 
1.0
Name of Company







2.0
Address


3.0
Registered Company Number

4.0
Telephone Number

5.0
Fax Number

6.0
E-mail address




7.0
Business details


(List products/services provided)
8.0
Company status (Privately Owned Ltd., 

Plc, etc.)  Attach copy of List of Directors from the Registrar of Companies – MFSA
9.0
Year when the Company was founded

10.0 Is the Company part of a Group?  If so, what Group: (please send details of Group 
structure).

11.0
Company’s turnover for the past three years in relation to the sale of Travel and Accommodation Services, from global turnover.


2017
12.0
Moreover, please include a copy of the Audited Accounts for the years 2018 and 2019.
13.0
Indicate the number and classification of employees directly employed in the Travel and Accommodation Sector and in the meetings, incentives, conferences and events (MICE) sector of the Company.  For each employee, please specify job, title, qualifications and whether on full-time or part-time employment.
14.0

Three (3) references for the Tendering Company


            Client name and Contact details:
1. –
2. –

3. –

In filling up the above references, it is hereby understood that REMPEC is free to contact any of the references detailed above for further information required.  In this respect the Prospective Supplier should ensure the Contacts’ agreement to such an approach by REMPEC.

	YES
	NO


15.0
Would be ready to abide the tender conditions detailed in article 5.0 (Points 5.1 and 5.2) of the present tender? (Cross out whenever does not apply)
16.0
Describe your approach to ensuring that REMPEC is always forwarded the most competitive offers coupled with all applicable discounts, for any requirements it may have for travel and accommodation services. Indication of any fix note to be applied for the emission of low cost flight tickets will be an asset.
17.0
Detail any affiliation to International Bodies and recognised quality assurance schemes certification.
18.0 Detail the Company’s experience in the meetings, incentives, conferences and events 
(MICE) sector and describe your approach to ensuring that REMPEC is always provided 
with the most competitive offers.  
19.0 Indicate how the Company will charge REMPEC for the following services: flight tickets, 
accommodation, MICE services in Malta and abroad.

20.0
The Regional Marine Pollution Emergency Response Centre for the Mediterranean Sea (REMPEC) is Regional Activity centre and operated by the International Maritime Organization (IMO) in London. The Centre abides by the IMO Procurement rules and therefore it is understood that the bidder will be in agreement with the terms and conditions of REMPEC and IMO. The said terms and conditions can be found through the following link: 
http://www.imo.org/en/About/Procurement/Documents/Tenders/IMO%20General%20Terms%20and%20Conditions%20standard%20Annex%20B.pdf 
21.0
Signature, name and title

22.0
Date

CALL TO TENDER FROM

ESTABLISHED TRAVEL AGENTS

TO PROVIDE TRAVEL AND CONFERENCE SERVICES TO REMPEC 
NON COLLUSIVE TENDERING CERTIFICATE

I/we (*) the undersigned hereby certify that this is a bona fide Tender and I/we (*) have not fixed or
adjusted the Tender Sum by or under or in accordance with any agreement with any other person submitting the Tender.
I/we (*) also certify that I/we (*) have not done and will not do at any time before the hour and date specified for the closing of submission of tenders, any of the following acts:
a.
Communicating to a person, other that the person calling for Tenders, the amount or approximate amount of the proposed Tender, except where the disclosure, in confidence, of the approximate amount of Tender was necessary, to obtain insurance premium quotations required for the preparation of the Tender.
b.
Agreeing or making arrangements with any person, binding him to refrain from tendering or fixing the amount of any tender submitted.


c.
Offering to pay or give or agreeing to pay or give, any sum of money or other consideration directly or indirectly, to any person for doing or having done in relation to any other Tenderer or potential Tenderer, any of the acts described above.
d.
In this certificate the term “agreement or arrangement” includes formal or informal understandings, whether legally binding or not, and the word “person” included any person whether physical or legal.

(*) Delete as applicable

Signature/s:
____________________________

________________________________
Name/s:
____________________________

________________________________
For and on behalf of: _____________________________________________________________

Date:
____________________________
CALL TO TENDER FROM

ESTABLISHED TRAVEL AGENTS
TO PROVIDE TRAVEL AND CONFERENCE SERVICES TO REMPEC
DETAILS OF BIDDER
Name of Tenderer




______________________________________

(in Block Letters)
Address





______________________________________

______________________________________

______________________________________

Trading Licence No:
______________________


Valid up to:
_______________

E-mail Address:




______________________________________

Telephone Numbers/s:



______________________________________

Fax Numbers/s:




______________________________________

Cell Phone Number:




______________________________________

VAT Registration No:




______________________________________

Furthermore I declare that I have read the Tender Document in its entirety.
Signature
_______________________ 
Date: ________________________________

ID Card Number:
__________________________







2019





2018
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