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REQUEST FOR PROPOSALS (RFP) – INVITATION NOTICE 
RFP No.: RFP/2026/TA/001 

HIRING OF TRAVEL MANAGEMENT SERVICES FOR INTERNATIONAL 
EVENTS AND OFFICIAL MISSIONS (2026) 

 

RFP INFORMATION TABLE 

Date: 26th December 2025 

RFP Closing Date: 31st December 2025 

RFP Closing Time: 12:00 pm, Dubai Time. 

Proposal and Question Submission: muhammed.thabit@worldgreeneconomy.org  

 

TERMS OF REFERENCE (ToR) 

Hiring of Comprehensive Travel Management Services. 

 

1. INTRODUCTION 

The World Green Economy Organization (WGEO), together with the UNFCCC Regional 

Collaboration Centre (UNFCCC-RCC) and the United Global Compact Local Network (UGCLN), 

invites qualified and experienced Travel Management Companies / Travel Agencies to submit 

proposals for providing comprehensive travel management services for international events, 

official missions, meetings, delegations, and ad-hoc travel requirements during the year 

2026. 

 

The selected Travel Agency may be required to provide travel management services on behalf 

of WGEO, UNFCCC-RCC, and UGCLN, either individually or jointly, depending on the nature 

and ownership of each event or mission. 
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2. SCOPE OF ENGAGEMENT 

The appointed Travel Agency will provide travel services for: 

 
2.0 Participating Organizations 

This RFP covers travel management requirements for activities organized, hosted, co-

hosted, or supported by the following organizations: 

 “World Green Economy Organization (WGEO)” 
 “UNFCCC Regional Collaboration Centre (UNFCCC-RCC)” 
 “United Global Compact Local Network (UGCLN)” 

 
Travel services may be requested for activities led by any of the above organizations in 

collaboration with World Green Economy Organization (WGEO). 

 
2.1 Confirmed Major International Events (2026) 

 
a. Regional Green Economy Forum (RGEF 2026) 

 
 Event Location: Maldives 
 Participants: Ministers, diplomats, international delegates, speakers, and staff. 

 
b. World Green Economy Submit (WGES 2026) 

 
 Event Location: Dubai 
 Participants: Ministers, diplomats, and international delegations. 

 
c. UN Climate Change Conference (UNFCCC COP 31) 

 
 Event Location: Turkey 
 Participants: Ministers, diplomats, international delegates, speakers, and staff. 
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2.2 Other Official Missions and Travel Requirements 

In addition to the above events, the Travel Agency shall also support: 

 Official bilateral and multilateral missions. 

 International meetings, conferences, and forums. 

 High-level diplomatic visits. 

 Government and institutional delegations. 

 Unplanned, short notice, or urgent official travel. 

 Missions, meetings, and activities undertaken on behalf of WGEO, UNFCCC-RCC, 

and UGCLN, including those not yet planned or formally scheduled. 

 
These missions may occur inside or outside the UAE, and details will be communicated as and 

when required. 

 
3. OBJECTIVES 

The primary objectives of this RFP are to: 

 Appoint a reliable, experienced, and internationally capable Travel Agency. 

 Ensure timely, cost-effective, and protocol-compliant travel arrangements. 

 Provide VIP-level service for ministers and senior officials. 

 Ensure 24/7 availability for planned and unplanned travel. 

 Maintain flexibility to accommodate last-minute changes and emergencies. 

 

4. SCOPE OF WORK 

The selected Travel Agency shall be responsible for, but not limited to, the following: 

 
4.0  Air Travel Management 

 
 International and regional flight bookings. 



 

 World Green Economy Organization  
Head Quarters, Dubai, UAE 

PO Box 115577, Dubai, UAE 
Tel: 04-3887878 
www.worldgreeneconomy.org 

 

 
 Economy, Business, and First-Class ticketing. 

 Negotiation of preferential and flexible fares. 

 Group and delegation bookings. 

 Ticket issuance, re-issuance, cancellations, and refunds. 

 Handling urgent and last-minute travel requests. 

 
4.1   Visa & Entry Support (Where Applicable) 

 
 Visa advisory services based on nationality and destination. 

 Support with documentation and timelines. 

 Coordination for transit visas if required. 

 
4.2  Accommodation Management 

 
 Hotel bookings for VIPs, delegates, and staff. 

 Coordination with 3-star, 4-star and 5-star hotels. 

 Negotiated corporate and event rates. 

 Special arrangements for ministers and senior officials. 

 
4.3  Ground Transportation 

 
 Airport transfers and meet-and-assist services. 

 Chauffeur-driven vehicles for VIPs. 

 Group transportation for staff and delegations. 

 Coordination aligned with protocol and security requirements. 

 
4.4  Dedicated Support & Account Management 

 
 Assignment of a dedicated account manager. 

 24/7 emergency support and escalation mechanism. 
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 On-ground support during events or missions (if required). 

 

5. DELIVERABLES 

The Travel Agency shall provide: 

 Travel management approach and service methodology. 

 Dedicated support structure and contact points. 

 Consolidated itineraries and booking confirmations. 

 Transparent pricing and cost breakdowns. 

 Periodic travel summaries and reports (upon request). 

 

6. QUALIFICATIONS AND EXPERIENCE 

Interested Travel Agencies must demonstrate: 

 Minimum 5 years’ experience in corporate, government, or institutional travel 

management. 

 Proven experience in handling VIPs, ministers, and international delegations. 

 Strong airline, hotel, and ground-transport partnerships. 

 Capability to handle large-scale events and ad-hoc missions. 

 24/7 Customer support availability. 

 

7. DURATION OF SERVICES 

 The contract shall cover events and official missions in 2026. 

 Services may commence upon contract award. 

 The contract may be extended subject to performance and organizational 

requirements. 

 The contract shall cover international events, official missions, and ad-hoc travel 

requirements in 2026 for WGEO, UNFCCC-RCC, and UGCLN. 
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8. PAYMENT TERMS 

 Payment terms will be finalized during contract negotiation. 

 Invoices must clearly indicate service fees and actual costs. 

 WGEO reserves the right to negotiate rates and charges. 

 Payments shall be processed within a thirty (30) days grace period from the date 

of receipt of a valid and complete invoice, subject to verification and approval as 

per internal procedures. 

 No advance or upfront payments shall be made under this contract. All payments 

shall be processed only after the completion of the requested services and upon 

receipt of a valid, itemized invoice, subject to verification and approval in 

accordance with applicable internal procedures. 

 Any costs incurred by the Travel Agency prior to written confirmation or approval 

shall be at the sole risk of the Travel Agency. 

 

9. PROPOSAL SUBMISSION REQUIREMENTS 

Interested applicants must submit: 

 Company Profile. 

 Valid Trade License. 

 Relevant experience and client references. 

 Proposed service and support model. 

 Financial proposal (fees, mark-ups, service charges). 

 Details of the dedicated account manager. 
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10.  SUBMISSION DEADLINE 

 Deadline: 31st December 2025 

 Time: 12:00 Noon (Dubai Time) 

 Submission Email: muhammed.thabit@worldgreeneconomy.org  

 Late submissions will not be considered. 

 

11. ADDITIONAL NOTES 

 WGEO reserves the right to accept or reject any proposal 

 WGEO may request clarification or additional information 

 The selected agency must remain flexible to changes in schedules and 

requirements. 

 Travel requests may be issued by WGEO directly or by UNFCCC-RCC or UGCLN 

through WGEO, in accordance with applicable agreements and internal 

procedures. 

 This RFP does not constitute a commitment to award a contract 

 

 

 

 

 

World Green Economy Organization (WGEO) 

Headquarters: Dubai, UAE 


