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Travel Management Company 
Request for Proposals
	RFP issued
	August 15, 2022

	Q&A period ends* 
	12AM EST August 23, 2022

	Deadline for Proposals 
	5PM EST September 2, 2022

	Notification to Finalists 
	NLT September 16, 2022

	Live Presentations/Demos (TBD Virtual or In-Person)
	Sept 19-Sept 29, 2022

	BAFO
	NLT 5PM EST September 30, 2022

	Contract Effective Date
	NLT 12AM EST October 10, 2022


*All questions regarding this RFP must be submitted to POC below by the Q&A deadline. All Q&A will be emailed or posted publicly on Amideast’s website on August 24/25.

Amideast Point-of-Contact: 

Andrew Bhattacharya

abhattacharya@amideast.org
About Amideast

Established in 1951, America-Mideast Educational and Training Services, Inc. (Amideast) is an American 501(c)3 educational nonprofit dedicated to creating hope, opportunity, and mutual understanding among people in the Middle East, North Africa, and United States through life-changing opportunities for education and cultural exchanges. Working with local, regional, and international partners, we provide programs and services that improve educational opportunity and quality, expand access to U.S. study, empower youth and women, strengthen local institutions, and develop language and professional skills for success in the global economy. Headquartered in Washington D.C., Amideast operates offices in 11 countries in MENA. For more information, visit www.amideast.org.
Summary of Need for Travel Services
Pre-pandemic Amideast’s FY travel spend regularly averaged between USD $1-2M. In FY23, Amideast estimates a total annual travel expenditure of almost $900k. It is estimated 90% of Amideast’s air travel is international. Amideast requires an initial trial contract term of 1 year with annual option to renew contingent on TMC’s performance and compliance with SOW below. Amideast is therefore seeking proposals from experienced and reputable travel management companies (TMCs) to provide corporate travel services including, but not limited to:
· Fast and reliable 24/7 global travel reservation system (online and telephone) available to all Amideast staff, leadership, contractors, and program participants worldwide;
· Aggregate travel reports for Amideast management and audit purposes; 
· Enforcing and/or automating compliance with Amideast’s internal travel policies/procedures and Fly America, codeshares, and GSA rates as applicable;
· Training travelers on reservation process, Fly America/codeshares, and internal approval protocols;
· Corporate discounts, humanitarian airfares, airline rewards, and negotiated vendor contracts to reduce costs for Amideast;
· Tracking traveler movements (including unaccompanied minors) in real-time and offering emergency support (including by phone) for last minute cancellations or re-bookings.
Request for Proposal (RFP)
The information contained in this RFP and other materials provided by Amideast is proprietary and confidential and to be used only for the purpose of preparing a proposal in response to Amideast’s solicitation. The RFP and its contents are not to be shared with anyone other than the recipient TMC without the expressed, prior written permission of Amideast. Any RFP recipients who do not wish to respond are asked to provide an email response to that effect to the above-mentioned contact as soon as possible. A proposal may be withdrawn by the recipient of this RFP at any time.  

Amideast: 
· retains the right to amend, postpone, or cancel this RFP at any time for any or no reason.
· makes no representations, warranties, or agreements with respect to this RFP.
· will treat all proposals as confidential.
· is committed to fair and equal treatment of all interested respondents during the selection process.
· will not pay any costs incurred in the preparation or submission of this proposal (including translation, shipping / handling costs, and any additional materials required).

· makes no commitment to purchase any products or services or take any other action, including but not limited to, awarding a contract to the service provider submitting the lowest cost proposal.
Scope of Work (SoW)
The TMC is generally expected to: 
(1) centralize corporate travel services for Amideast’s US-based travel, and, if possible, in MENA region; 
(2) Minimize travel costs, maximize duty-of-care, and issue travel reports to inform Amideast leadership;

(3) comply with (and advise on) Amideast’s corporate travel policy and USG travel regulations;
(4) provide outstanding and responsive 24/7 customer service for a positive traveler experience. 
The TMC is specifically expected to:
· Conduct a detailed audit and review of Amideast’s current travel procedures, identify any areas of improvement, and provide recommendations to streamline the travel booking process;

· Develop and implement cost control strategies to 

· Manage and minimize global travel costs;

· Improve employee compliance with AMIDEAST’s travel policy, including (as necessary) compliance with U.S. Department of State requirements (i.e. Fly America Act, per diems), and documenting any travel policy exceptions;

· Capture project codes and task numbers to improve reporting accuracy and cost allocation

· Track and manage unused airline tickets;

· Report with technology compatible with Deltek and CostPoint software

· Annually review current AMIDEAST’s global travel spend to negotiate volume discounts with air and lodging partners, including managing travel points and unused tickets;

· Provide a quarterly Executive Dashboard to capture key metrics, such as (but not limited to), top ten (10) domestic and global travel destinations, class of service, and average ticket cost;

· Assist with travel security via collaboration with industry-recognized security services (e.g., Crisis24, International SOS) to ensure duty of care;

· Provide online reservation options and 24/7 comprehensive and multilingual services.
Proposal Format and Instructions
Please describe how your company meets or exceeds each of the evaluation criteria (see separate Excel attachment) in Word, readable PDF format, Excel, or PowerPoint. Please supply illustrative examples.
If your company does not consider a selection criterion as applicable, please write “N/A” and explanation why. You may also refer to reader to a prior answer as some criteria may overlap or be repetitive. 
Attach any relevant documentation necessary to complement the proposal (brochures, references, annual report, financial statements, Excel reports, etc).  
Provide name, address, and telephone number of the primary contact at your company for the proposal.  

Please do not hesitate to submit a proposal if you cannot meet all criteria. Specific sourcing strategies may be adjusted based on proposals received.
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