UNIVERSITY OF CHICAGO TRUST
11, First Floor, Global Tech Park, O’ Shaughnessy Road, Langford Town, Bengaluru, Karnataka – 560025, India

Request for Proposal for Comprehensive Online Travel Management Services


RFP Date: February 13, 2026

University of Chicago Trust (UCT)  is a charitable trust in India, established by friends of the University of Chicago. The objectives of the Trust are to provide opportunities for grants to support educational programs, research programs and activities for the betterment of India.
UCT undertakes frequent domestic and international travel for its staff, consultants, fellows and guests. To support these requirements, the organisation seeks to empanel one or more professional Online travel agencies  (OTAs) to deliver end-to-end, cost-effective, and policy-compliant travel services.
The purpose of this RFP is to identify an agency that can provide high-quality travel services, reliable traveller support, and multiple billing codes for five or more cost centers under UCT, while supporting the organisation’s objective to optimise overall travel costs and operational efficiency.
Scope of Services
The selected agency will be expected to provide, the following services:
· Domestic and international air ticketing (search, booking, rescheduling, cancellations, refunds).
· Visa documentation support, appointment assistance, and relevant travel advisories
· Rail ticket booking and cancellations in line with applicable railway regulations.
· Domestic and international hotel reservations, including access to negotiated or corporate rates.
· Domestic and international ground transport
· Integration of Project and Expense Codes as per the client budgets
· Compliance with or customization to support compliance with  the Organisation’s travel policy, approval workflows, and budget norms.
· Monthly MIS and analytics (project-wise).
· 24×7 support for travellers, including assistance during disruptions.
· Bill Submission and Payment
· 5 different Statements  or more as required to be raised against the programs under UCT
· Invoices  should be raised on monthly basis 
· No payment in advance will be made for any purpose.
· Payment will be made within 30 days from the date of receipt of final invoices along with all required documents.

The Agency may also propose any value-added services such as online booking tools, mobile apps, duty-of-care features. and a organizational approval matrix to use the self booking tool for the employees.
Approximate expenditure annually (Flight and Hotel) : Rs 1.90 crore

1. General Terms and Condition:

· The Clarification and Amendment of RFP Documents- Agencies may request a clarification within 4 working days of RFP published.
· Prices quoted must remain valid for 45 days from the proposal submission deadline.
· The Organisation reserves the right to accept or reject any or all proposals without assigning reasons.
· Any attempt to influence the evaluation process will result in disqualification.
· Any proposal submitted after the stipulated deadline shall be rejected. Only the Procurement Committee may, at its sole discretion, consider a delayed submission in exceptional cases.
· Incomplete application forms are liable to be rejected. No further correspondence will be entertained from rejected applicants.
· Quotations received without password will be rejected. 
· The selected agency shall sign a formal contract/work order incorporating the RFP, their proposal, and mutually agreed terms.
· UCT reserves the right to accept or reject any or all proposals received as result of this request, to negotiate with all qualified applicant(s) or to cancel this RFP, if it is in the best interests of UCT to do so. 
· The decision of UCT shall be final.

2. Eligibility Criteria
The agency must confirm that they meet all the following minimum requirements:
· Legally registered entity in India with at least 5 Years of experience in corporate or institutional travel management.
· Valid registrations/affiliations (e.g., IATA, IRCTC partnership/authorised channel partner, as relevant).
· Demonstrated experience handling travel for corporates, NGOs, academic institutions, or similar organisations 
· Capability to provide a dedicated key account manager and round-the-clock emergency support.

Confirmation of meeting the eligibility requirements should be noted/disclosed in the proposal.



3. Submission of Proposals
RFP Date: February 13, 2026
Email for any queries within four days of RFP date: uctops@uchicagotrust.org
Bid submission deadline : February 29,2026
Password submission timeline: March 01,202


Bid submission guidelines:
· Bids are to be submitted in the Bid submission format-Excel workbook that has separate worksheets for Technical and Financial bids
· Please fill in the bid submission formats (Technical and Financial proposals) and send the password protected file to the following email address: uctops@uchicagotrust.org
· Please share password on the same email id: uctops@uchicagotrust.org post the bid submission date and time on March 01, 2026

Note: Feel free to add rows to bid submission format if yiou want to input any additional information including any additional value added services. Do not delete any rows or alter the format

Documents to be submitted:
· Technical and finance proposal (Password protected Bid submission format as per guidelines note above)-Please find the attachment appended to this RFP
· Vendor registration format (Please find the format appended to the RFP) and related documents and certifications (Certificate of incorporation, MSME registration, PAN, TAN, GST, IATA accreditation)
· Reference letter from Client
· Audited financials of last three years
· Technical proposal narrative aside from the Technical bid submission format in excel that showcases or describes the services in details (Refer point 3.1 below)

3.1 Technical Proposal – Required Contents
· Company profile (including the Vendor Registration form along with the required documents)
Description of the proposed service model (online booking tool, mobile app, etc.)
· Approach to:
· Travel policy compliance and approval capture
· Fare optimisation and securing the lowest logical fares
· Traveller safety, duty-of-care, and data privacy
· Description of 24×7 support arrangements and escalation matrix
· Proposed implementation plan (onboarding, system configuration, training)
· Sample MIS/report formats
· Details of technology platforms, integration capabilities, and data security controls
· List of key clients with sector, scale, and tenure
· The application of the agency should be signed by the authorised signatory confirming that all the details furnished in the application are true and correct to the best of his/her knowledge and that in case any false information or suppression of any material information is furnished, the application shall be liable for rejection by UCT.
· The technical proposal should include the standard terms and conditions of the contract that the client is expected to sign.
· Ensure secure and confidential handling of all data, including personal and passport information, in compliance with applicable data protection laws. Such data shall be used solely for the purposes of this engagement and not disclosed or retained beyond the contract term, except as required by law. Any data breach shall be promptly reported to the Authority and UCT.
· Include the outline their proposed Service Level Agreements (SLAs), including booking turnaround times, emergency response, refund and cancellation timelines, and escalation support, which will form an integral part of the evaluation.


3.2 Financial Proposal – Required Contents
Please refer the recommended Bid submission format (To be password protected prior to submission)
At minimum, the agency should quote:
· Service fee per domestic air ticket (per passenger sector)
· Service fee per international air ticket (per passenger sector)
· Service fee per rail booking (per PNR)
· Service fee per hotel booking (per room night) – or confirm if nil
· Any one-time implementation fee for online tool/system setup (if applicable)
· Any other charges or commercial terms

All prices must be quoted in INR, exclusive of taxes (taxes to be shown separately).

4. Evaluation Process
· The technical proposal will be evaluated based on the criteria defined by UCT.The technical evaluation shall carry a weightage of 50%. Shortlisted vendors will be invited to give presentations/demos, of their services. 

· The Financial bid which depicts the rates of various services on offer, will be accordingly evaluated by UCT and shall carry a weightage of 50%.

Award of Contract- After completing the evaluation process, UCT shall issue a Purchase Order / Service Agreement to the selected agency for a period of one year and may be renewed based on satisfactory performance. Either party may terminate the contract by providing thirty (30) days’ prior written notice
Confidentiality- Information relating to evaluation of Proposals and recommendations concerning awards shall not be disclosed to the agencies who submitted the Proposals or to other persons not officially concerned with the process.
