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Terms of Reference
Travel agency tender 2026
Background and Context
The International Disability Alliance (IDA) was established in 1999 and is a network of eight global and, six regional organisations of persons with disabilities (OPDs). IDA advocates at the UN for a more inclusive global environment for persons with disabilities and their organisations. The Convention on the Rights of Persons with Disabilities (CRPD) is our touchstone. IDA is invested in ensuring that the 2030 Agenda and the Sustainable Development Goals are inclusive and in line with CRPD. IDA supports organisations of persons with disabilities worldwide to take part in UN and international human rights processes and use international accountability mechanisms. With member organisations globally, IDA represents the estimated one billion people worldwide with disabilities. This is the world’s largest and most frequently overlooked marginalised group. 

The purpose of this tender is to identify and establish framework agreements with several qualified travel agencies to provide travel management services on an ongoing basis. The selected agencies will support IDA with arranging business travel, including flight bookings, accommodation, ground transportation, and other related travel services, as requested. Through this tender, the organization seeks to engage reliable service providers that can deliver timely, cost-effective, and high-quality travel services while meeting the organization's operational requirements.

Objectives
The overall objective of this contract is as follows:

· Booking international and domestic flights worldwide in economy class and business class (when required), including the corresponding airport assistance for persons with disabilities (when required); 
· The organization of the ground transport including accessible transportation where required, such as to provide another necessary type of transportation to continue the journey in case it is not possible to reach the final destination by plane; 
· Individual hotel bookings (directly with hotels when requested and through Global Distribution System), including the provision of the accommodation accessible for persons with disabilities; 
· Booking of hotel accommodation and/or transport in connection with attendance at seminars, professional gatherings, training, conferences, workshops, etc., when IDA is not an organizer making sure that the rates of accommodation/transport cannot be higher than prices offered by the organizers, i.e. travel agencies with which the organizers cooperate;
· Destinations for which accommodation needs to be provided include all countries of the world.
· Making sure accessibility is taken into consideration both for accommodation booking and airport assistance, along with accessible transportation.
Service Requirements

· Provide high-quality travel management services in terms of hotel and flight bookings; 
· Provide the most competitive available market rates at the time of booking.
· Offer competitive service fees and flexible payment terms.
· Giving the most advantageous time period for receiving the request according to the different time zones where IDA operates.
· Keeping the customer service support available 24/7 year-round, especially available during cases of emergencies.
· Presenting the most advantageous proposal and travel documents delivery time;
· Procuring the most economically advantageous solutions for travel organization, including hotel and flight bookings as well as best/fastest flight connections in given circumstances.
· Providing full information on cancellation, flight, and hotel ticket change conditions (penalties and change fee) prescribed by the final service provider.
· Provide professional liability insurance, GDPR/data protection compliance, anti-fraud/conflict of interest declarations.

Indicative volume of travel needs

· Estimated number of flights and hotel/accommodation bookings per year: 500 to 1,000
Required Profile
Essential

· Minimum of 3 years of experience managing corporate and international travel.
· Experience serving NGOs, international organizations, UN agencies, or government institutions.
· To use at least one of the leading international airline ticket reservation systems (Amadeus, Galileo or similar)
· To use at least one recognized and reliable B2B hotel booking platform / accommodation provider
· To be a member of IATA, the International Airline Association, and provide a copy of a valid IATA licence or accreditation certificate.
· Demonstrated financial stability and not subject to bankruptcy, insolvency, liquidation, or similar legal proceedings.
· Strong relationships with international airlines.
· Capacity to coordinate complex multi-country itineraries involving multiple travelers and last-minute itinerary changes.
Desirable

· To have service capacity, dedicated account manager and 24/7 emergency travel support.
· Demonstrated experience arranging travel for persons with disabilities and accommodating accessibility requirements.
Ways of Working

· A service agreement governed by Swiss law will be signed between IDA and the selected travel agency(ies).
· Only applicants with valid commercial and/or registration and/or tax numbers will be considered.

Evaluation criteria and scoring methodology

IDA may consider, technical capacity, accessibility experience, pricing/service fees, response times, 24/7 support, financial stability, compliance documentation, and overall value for money.

Application Package and Process to Apply

Interested candidates should submit:

1. Technical capacity form (Annex 1)
2. Financial proposal (Annex 2)
3. Registration certificate
4. CVs of relevant staff 
5. Audited financial statements for at least last two years if available
6. The copy of the IATA License
7. The copies of contracts with Global Distribution Systems (GDS)

The contracting authority reserves the right to request additional supporting documentation or independently verify the information provided before making the decision.

Interested candidates are invited to submit all of the above to tenders@ida-secretariat.org indicating in the subject of the email “Travel agency tender 2026”. The deadline for applications is 16 September 2026.

Questions and Clarifications Process

Any questions or requests for clarification regarding this tender must be submitted in writing to tenders@ida-secretariat.org. 

Reservation of rights 

IDA reserves the right to cancel the tender, reject any or all proposals, negotiate, or split awards.
IDA is not bound to select the lowest-priced proposal.

Exclusion of bidders 

IDA may exclude bidders that provide false or misleading information, are subject to bankruptcy or insolvency proceedings, are involved in fraud, corruption, collusion, coercion, or obstructive practices, have an unmanaged conflict of interest, or fail to comply with applicable legal, tax, data protection, safeguarding, and ethical requirements. Bidders must disclose any actual, potential, or perceived conflict of interest in their proposal.


*Understanding and awareness of IDA safeguarding policies. IDA works in multi-cultural environments and with persons with disabilities, who experience higher rates of discrimination, violence, and abuse. Therefore, we expect any staff, consultant, or collaborator to understand and fully comply with IDA's Safeguarding policy and Code of Conduct (available here: https://www.internationaldisabilityalliance.org/reportingfraud-abuse). IDA will not tolerate any form of abuse, violence, fraud, corruption, or any breach of IDA policies.


Annex 1
Technical capacity form
	
	DESCRIPTION

	Please describe the organization set up of your travel agency.
E.g., the number of staff members from different departments dedicated to this contract and how they will be organized to collaborate with IDA
	

	Do you have experience with booking flights, accommodation, and land services for persons with disabilities? If yes, please describe.
	

	Which GDS and B2B hotel booking platform / accommodation provider
do you use for hotels and flight ticket bookings and B2B hotel booking platform / accommodation provider?
	

	Do you provide 24/7 year-round customer service support, and how it is organized?
	

	What would be the maximum proposal delivery time?
What would be the validity period of the proposal?
	

	What is your average response time for standard booking requests?
	

	How do you manage emergency travel changes outside business hours?
	

	What would be the maximum delivery time to provide the travel documents?
	

	What is your mileage collection program?
	

	What is the added value your travel agency could provide to IDA? Please describe.
	


*Please add anything not mentioned above, your travel agency considers important to be taken into account by IDA upon the contract's awarding process.

Annex 2
Financial proposal
	
	DESCRIPTION

	What is your service fee for flight tickets?
	

	What is your service fee for hotel bookings?
	

	What would be included in the service fee? 
	

	Are there any additional charges, apart from the service fees, that might be added to the final Invoice?
(e.g. Sales tax or any other compulsory tax)
	

	What would be the payment conditions?
	

	What is your refund policy for the cancelled tickets, airport taxes, hotel rooms, etc.?
Would you be able to refund us before receiving a refund from the airline company?
	


*Please add anything not mentioned above, your travel agency considers important to be taken into account by IDA upon the contract's awarding process.
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