Empanelment of Travel Agents for providing 

air/railway tickets for High Commission of India, Abuja

Scope of work 

To provide services for booking of air tickets from Nigeria, Chad, Benin and Cameroon to India, air and train/bus tickets within India, air tickets within Nigeria and between Nigeria, Chad, Cameroon and Benin.

Procedure for empanelment and calling of quotations
· The empanelment of agencies will be done by the High Commission on the basis of pre-qualification criteria given below.

· The panel will be valid for 3 years. The agencies empanelled by the High Commission will be advised regarding empanelment and thereafter competitive quotations will be invited from only empanelled agencies on the basis of detailed scope of work, which will provide information regarding the requirement.

· High Commission also reserves rights to utilize services of 2 or more travel agencies simultaneously.

Prequalification Criteria 

1) The agency should be having an office in Abuja. 

2) The agency should have been providing domestic / international ticket booking services to reputed institutional customers like Embassies/ Financial Institutions, banks/ Public Sector Undertakings/ Multi National Companies (MNCs)/ Private Sector Corporates etc.
3) The Travel Agent should be approved by IATA 

4) The Travel Agent should be registered with approved body of Government of Nigeria.

5) The Travel Agent should be equipped with the requisite infrastructure in the form of Airline Computerised Reservation Systems, electronic mail and other modern communication systems.

6) The Travel Agent should be in a position to make available dedicated staff for servicing the needs of the High Commission.

7) The agency should have adequate professionally trained manpower. 

8) The Travel Agent should be prepared to deliver the services on Sundays / Holidays also, if so required by the High Commission.

9) The agency should have been in existence for at least three years. Turnover for the last three years may be indicated.

10)The agency will be required to offer a minimum of 30 days 

     credit.

How to apply

Only application of agencies who fulfill the pre-qualification criteria would be considered by the High Commission.

The High Commission reserves the right to add / delete / modify any terms and conditions besides reserving the right to accept or reject the applications. Accepting the application for empanelment by the High Commission would not guarantee the award of job. 

The application, in attached format, alongwith the copies of the certificates, if any, and other specified documents may please be forwarded  to : 

Head of Chancery

High Commission of India

15, Rio Negro Close

(Off Yedseram Street)

Maitama 

Abuja.

 Last date for receipt of application is upto 03.00 PM on December 9, 2011

Application Format for Empanelment

[Booking of railway / air tickets Arrangements (Domestic and International)]

From,


…………………………..


…………………………..


…………………………..

To,

Head of Chancery

High Commission of India

15, Rio Negro Close

(Off Yedseram Street)

Maitama 

Abuja.

	Sl.

No.
	Particulars
	Details to be filled in by the Agency

	1
	Name of the Firm / Agency


	

	2
	Registered office/business address of the agency with telephone, cell, Website, Email and fax number


	

	3
	Name of Contact Person(s)


	

	4
	Address with telephone, Fax numbers, Email and name(s) of the contact person (s) 
	

	5
	Year of Incorporation/Constitution


	

	6.
	Whether approved by IATA (Attach proof)
	

	7.
	Whether registered with approved body of Government of Nigeria  (Attach proof)
	

	8
	Whether the agency is providing domestic / international ticket booking services to reputed institutional customers like services to reputed institutional customers like Embassies/ Financial Institutions, banks/ Public Sector Undertakings/ Multi National Companies (MNCs)/ Private Sector Corporates etc.
	

	9
	References – (Names, address & telephone numbers of three clients may be provided for obtaining necessary confirmation regarding the standard of service and other relevant details)
	

	10
	Turnover for last three years 
	2008

2009

2010

	11
	Whether the travel agent is equipped with the requisite infrastructure in the form of Airline Computerised Reservation System (CRS), electronic mail and other modern communication systems.
	

	12
	Whether the agency is in a position to make available dedicated staff for servicing the need of the Bank. 
	

	13
	Whether the agency is prepared to provide the services on Sundays/Holidays besides normal working days also, if so required by the Bank
	

	14
	Please indicate period of credit agency is prepared to offer
	

	15
	Any other relevant information


	

	16
	Verification - The application for empanelment should be signed by the authorised signatory verifying that all the details furnished in the application are true and correct to the best of his/her knowledge and that in case of  furnishing any  false information or suppression of any material information, the application shall be liable for rejection 
	


SIGNATURE

Date : ………………..

            Name and Seal of Firm/Co.
