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- REQUEST FOR PROPOSAL -
TRAVEL AGENCY 2026-27 (WEST AND CENTRAL AFRICA)

AfricaNenda is an African-led team of experts committed to unlocking the potential of digital financial
services for the financially excluded across the continent by accelerating the scale-up of instant and
inclusive payment systems. AfricaNenda’s approach is to provide public and private sector
stakeholders with technical expertise and the capacity to reduce barriers to digital payments.
AfricaNenda's mission is to enable everyone in Africa to carry out seamless digital transactions and at
a low cost wherever they are on the continent by 2030.

AfricaNenda wishes to build a roster of travel agencies to provide travel management services globally
on an as needed basis between 2026 - 2027. Thus, it does not guarantee exclusive procurement from
the travel agent or any minimum order quantity of services. The Travel Agent is expected to win over
market share through quality and competitive service accordingly and AfricaNenda will engage from a
minimum of three travel agencies at any given time, choosing the best offering on need basis with
possibility of extension.

The proposed contract with a travel agent will cover airline ticketing and incidental services such as
air ticket issuance, re-routing, reissuance, reconfirmation and cancellations, and preparation of
suitable itineraries (including alternative routes, departures and arrivals) at most direct and lowest
cost for AfricaNenda personnel (for purpose of official travels) and consultants, stakeholders and
participants attending meetings or on official business AfricaNenda. The agent will also provide
accommodation services at hotels and facilities offering the best value for money services in the
interests of AfricaNenda.

The successful travel agent (“Applicant”) will be required to sign a contract with the AfricaNenda to
perform travel management services specified under this Terms of Reference and agreeing to clearly
identified service levels. The contract will be an initial one-year contract, with the option to extend the
contract.

Travel Services

e Air Travel: The agency should describe its airfare services, including the types of flights it offers,
its booking process, and any special offers or promotions.

o Booking and Itinerary Management: The agency will prioritize securing the most
economical fares on the most direct routes for AfricaNenda. It will provide
comprehensive itinerary information, including airfare, ticketing deadlines, airline status,
fare restrictions, visa requirements, and relevant health information.

o Travel Disruption Notification: The agency will maintain real-time awareness of travel
disruptions such as flight cancellations, delays, strikes, and local political or safety
concerns. Travelers will be promptly informed of such disruptions, including outside of
regular business hours.

o Ticketing and Documentation: All ticketing and documentation will strictly comply with
AfricaNenda’s travel policies.
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o Traveler Support: The agency will provide travelers with guidance on baggage
allowances, lost luggage procedures, and ticket conditions. Additionally, they will offer
supportin recovering and claiming compensation for lost, delayed, or damaged baggage.

o Cost Management and Compliance: The agency will only bill AfricaNenda for the official
cost of trips as outlined in the travel policy. Any additional costs incurred due to personal
travel will be the sole responsibility of the traveler.

o Dedicated Expertise: The agency will assign at least two consultants with extensive
global travel experience to serve AfricaNenda.

o Recordkeeping and Reporting: The agency will maintain accurate and detailed records
of all issued tickets and services provided throughout the contract period.

o Refund Processing: The agency will ensure prompt processing of airline refunds for all
cancelled trips.

Hotel bookings: The agency should describe its hotel booking services, including the types of
accommodation it offers. It should also add its booking process and any special offers or
promotions.

Car rentals/hire: The agency should describe its car rental or hire services in case of domestic
travelrequired in a specific country, within Africa. This should include the types of vehicles it offers
and its rental process.

Customized travel packages: The agency should describe its services, including the types of
packages it offers. It should add its planning process and any special offers or promotions.

The agency shall be accredited with IATA.

Have all the necessary equipment and facilities and shall employ enough experienced and
professionally trained travel

Based in West or Central Africa with global coverage of travel.

The agency must have at least 5 years of proven experience in providing corporate travel
management services with references of client profiles preferably major NGOs, or international
bodies and Government entities.

The agency must be able to operate 24/7, with available resources outside working hours or
holidays.

The agency should be dedicated to handle travels must have at least 5 years of work experience
in ticketing and fare computations in a global setting and proven proficiency in English

Having agents with proficiency in French is an added advantage, but not mandatory.

Applicants should submit a technical and a financial proposal that address the services listed
above.
Technical Offer
o Short profile of the agency, including testimonials, references.
o Team, offices/offices and ideal process of booking
o Portfolio of services that are provided
Financial Proposal
o Thefinancial proposal must indicate costing, service charges and any other costs.
o Currency: all rates must be given in US Dollars
While there is no minimum page limit for the proposal, the maximum page limitis 15 pages.
Language of the proposal: English
Proposal validity period: 90 days.
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Submissions
o Proposals should be submitted electronically by 30*" June 2026 to info@africanenda.org

with the following subject line: “RFP - TRAVEL AGENCY - WEST AND CENTRAL
AFRICA”.
o Proposalsreceived after the deadline will not be considered.

Queries
o Queries relating to the preparation of the proposal should be submitted to AfricaNenda,

by email, to the above-provided email by 19*" June 2026.

Notification and Contracting
o Allbidders will be notified of the outcome of their proposals by 315 July 2026.

o AfricaNenda will issue the agreement documents once the selection process has been

completed.
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