Request for Quotations – Taxi Service Provider

The International Planned Parenthood Federation – South Asia Regional Office (IPPF-SARO) is seeking expert assistance in taxi travel services. 

Quotes should be prepared in accordance with the annexes and submitted to IPPF-SARO until 8th February 2025, in writing by e-mail to procurement@ippf.org, stating in the subject: “Request for Quotation, IPPF-SARO-RfQ-2025-02”.
Quotes which do not fulfil these specifications may be disqualified from review.  

IPPF-South Asia Regional Office  
Annexes:
Annex 1 – Information about the Procurement Process  
Annex 2 – Terms of Reference (ToR)



Annex 1
to Request for Quotation, IPPF-SARO-RfQ-2025-02

IPPF-SARO Procurement Activities  
GENERAL INFORMATION FOR POTENTIAL SUPPLIERS

1. About the International Planned Parenthood Federation (IPPF) 
The International Planned Parenthood Federation (IPPF) is a locally-owned, globally connected civil society movement. We work to ensure people are free to make choices about their sexuality and well-being in a world free from discrimination. 
IPPF is committed to a world where everyone realizes their sexual and reproductive health and rights and has control over their own bodies, lives, and futures. IPPF South Asia Regional Office (SARO) is one of the six regional networks of the International Planned Parenthood Federation. The staff at SARO is based in New Delhi, India. In the region, we work in South Asian countries through the Member Associations (MA) -- IPPF accredited organizations-- and collaborative partners.
2. Procurement Principles 
The following are the principles applied to procurement at IPPF: 
· Value for Money - optimizing quality, economy, and efficiency.
· Fair and open competition, as per predetermined threshold levels.
· Ethical conduct and anti-corruption measures, fostering a culture of integrity.
· Ensure adequate internal controls whilst undertaking any procurement.
· Proportionality of process in line with the risk and value of spend. 
· Promote and prefer to procure services and goods from suppliers working and committed to comply with environmentally responsible practices, such as minimizing waste, reducing carbon footprint, and adhering to sustainable sourcing and production methods. 

3. Requesting Offers
3.1 IPPF-SARO uses various channels to notify potential suppliers about its procurement activities including reaching out directly, the IPPF website (www.sar.ippf.org), and LinkedIn.
3.2 Notifications made by IPPF-SARO shall strive to provide sufficient information to enable potential suppliers to submit their offers and shall explain which information offers shall include. 
3.3 As per the procurement manual of IPPF a preferred supplier is a supplier who is prequalified as our “go to” supplier for a particular spend category. They are selected through a competitive or waiver process to become a preferred supplier and are classified as such for a specified period after which a review is must.
3.4 Any subsequent updates following the original notification will be provided by IPPF-SARO using the same channel(s) in which the original notification was made.

4. Deadlines for Receiving Offers  
IPPF-SARO specifies the deadline for submission when requesting offers. IPPF-SARO reserves the right to extend any deadlines whereby all potential suppliers must be notified of any extensions using the same channel(s) in which the original notification was made.



5. Conflict of Interest
Potential suppliers must declare any conflict of interest to IPPF-SARO prior to submitting any offers.

6. Submission of Offers
Offers must be submitted to IPPF-SARO in writing through e-mail to the dedicated e-mail address.

7. Communication with IPPF-SARO
Aside from submitting their offers and any potential requests for clarifications related, potential suppliers shall generally not engage with IPPF-SARO in respect of the procurement case during the procurement process. Potential suppliers may address their requests for clarifications using the contact details provided by IPPF-SARO for the submission of offers. It is noted that questions/clarifications may amount to an amendment or supplement of the request for offers (see section 3).

8. Language of Offers
Offers should ideally be received in English. IPPF-SARO is unable to accept offers provided in any other languages.

9. Currency of Offers and Goods and Service Tax (GST)
9.1 Offers should ideally be received by IPPF-SARO in INR, which is the primary currency of the regional office. 
9.2 Prices must be stated inclusive of direct and indirect taxes, such as GST, also stating the rates of these taxes, if any.

10. Cost of Offers
All offers must be submitted free of any charge to IPPF-SARO.

11. Supplier Selection
The selection of a supplier by IPPF-SARO is final and cannot be appealed

12. Data Protection/confidentiality
Confidentiality must be maintained regarding travel plans and organizational data.





Annex 2
to Request for Quotation, IPPF-SARO-RfQ-2025-02

Terms of Reference (ToR)

1. Background
The International Planned Parenthood Federation (IPPF-SARO) is an international non-profit organization having South Asia Regional office in Hauz Khas, New Delhi. We are seeking expert assistant for comprehensive  taxi travel services as specified in the scope of work.

2. Objectives
The purpose of the contract is to engage a qualified taxi service provider to manage and facilitate official travel for IPPF staff, visitors and event attendees. The selected agency will be responsible for delivering local and out-of-city travel services ensuring efficient, reliable and secure transportation.. The selected vendor is expected to fulfill travel requests as per the specifications provided by IPPF.
3. Scope of Work
The selected taxi service provider will be responsible for the following:
- Ensure same day response to IPPF requests
- 24/7 support (via email or phone)
	Type of Cab/Taxi
	General specification
	Other Remarks  

	a. Commercial – Petrol/Diesel
b. Purchased after January 2019
c. E-vehicle
	1. Offer a fleet of well-maintained vehicles, white coloured preferably, that comply safety and environmental regulations.
 2. All necessary permits to travel within NCR region. 
3. Driver should be in a position to understand and speak in English. He/She should be soft spoken. Female driver will be preferred. 
4. Driver will always be in uniform provided from taxi company. 
5. He should not be smoking or chewing any form of tobacco during or after business hours. 
6. First Aid Box/drinking water bottle/fire extinguisher/daily newspaper (English)/hand sanitizer, tissue paper box will be required in vehicle every time.
	a. Car requests can be made on any day, depending on IPPF’s schedule and preference.
b.  The same car and driver should be assigned for the entire booking period.
c. Refueling or tire air is not permitted during official duty hours.
d. Outstation travel may be required on an as needed basis.
e. All penalties/traffic violation challans will be borne by taxi service provider company.




4. Deliverables
The agency is expected to:
· Assign a single-point-of-contact (i.e., a person with emergency back-up or small team) to service all IPPF’s needs
· The driver will provide the log book and it will be responsibility of the driver to log in details of every trip/travel.
· No advance will be provided in any case to the driver.
· Invoice will be raised on monthly basis.
· Payment will be released within 10/15 days of raising invoice
5. Duration	
The initial service contract is envisaged to be for 24 months from the date on which it enters force (expected to be beginning of 2025). After this period has expired the contract may be extended (with or without amendments) or terminated.

8. Quote Submission Format
Interested travel agencies are required to submit their quotations, which must include the following (but are not limited to):
	S. No
	Details
	Amount as per vehicle Type

	1
	Charges for booking Taxi Local 4 hrs/40 Km 
	

	2
	Charges for booking Taxi Local 8 hrs/80 Km 
	

	3
	Charges for booking Taxi Outstation
	

	4
	Extra Km 
	

	5
	Extra Hour
	

	6
	Out station Night Charges
	

	7
	Other Terms, If any
	


9. Submission Deadline
Interested travel agencies must submit their proposals by 8th February 2025 via email to the procurement team at procurement@ippf.org 

10. Evaluation Criteria
The selection of the taxi service provider will be based on a comprehensive evaluation process, ensuring that the most qualified, reliable, and cost-effective provider is engaged. Proposals will be assessed against the following criteria:
	Technical evaluation
	Financial evaluation

	Experience & Track Record
	Cost Competitiveness

	Fleet Quality & Compliance
	Billing & Payment Terms

	Driver Qualifications & Training
	Additional Costs & Discounts

	Service Availability & Responsiveness
	

	Technology & Tracking System
	

	Value-Added Services & Sustainability Measures
	



11. Contact Information
For any queries or additional information, please contact:
Name of contact person: Jitendra Kumar
Mobile number: +91 95826 25067
Email address: procurement@ippf.org 

IPPF is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all employees, volunteers, contractors and partners to share this commitment. Anyone employed with IPPF agrees to sign and adhere to IPPF’s Code of Conduct and Safeguarding (Children and Vulnerable Adults) Policy.
