
  

 

 

Terms of Reference: AVB's Travel Management Partner 
 
Scope of Services: Travel Management Partner (Air travel, accommodation and transportation)   
Period of Consultancy: 24 months  
Location: Aruba 
 
1. Background   
The Arubaanse Voetbal Bond (hereafter AVB) is the Aruban Football Federation and was founded on January 29, 
1932. The AVB is affiliated to the Federation of International Football Associations (FIFA), the Confederation of 
North, Central and Caribbean Association Football (CONCACAF), and the Caribbean Football Union (CFU).   
 
The AVB aims to promote the efficient management, administration and development of football while at the 
same time promoting a dynamic and relevant football culture for our youth, adults, fans, and a diverse set of 
stakeholders. 
 
The AVB's national men, women, and youth football teams will be travelling to various countries in the years 2025 
through 2027 to compete in international matches. In this regard, the AVB is seeking a Travel Management Partner 
to support our annual itinerary by providing the following services:  
 
The Travel Management Partner is expected to: 
 

1. Provide the best flight options for respective Team travel (time, costs, flexibility) 
2. Liaise with Team Managers and Airlines 
3. Reserve flights 
4. Provide additional travel related arrangements as needed (transport, accommodation, etc.) and if 

needed. 
 
2. Scope of work 
The AVB's soccer teams travel to several countries to train, compete, and build capacity on an annual basis. This 
includes the senior men’s team, senior women’s team, youth men’s team, youth women’s team, coaches, 
delegation members, and other staff members. In this regard, the AVB was seeking to collaborate with a Travel 
Management Company in a partnership approach where the annual itinerary will be shared with the selected 
company to plan and execute travel activities. 
 

1. Execute all requests from the AVB for travel activities including air flights and accommodations (as 
needed). 

2. Follow-up with the AVB about upcoming travel and provide cut-off dates where necessary. 
3. Provide efficient and cost-effective travel arrangement options. 
4. Professional, reliable, and responsive service to meet our travel needs. 
5. Flexibility in managing changes, cancellations, and emergencies related to travel. 
6. Make or coordinate (if possible) all payments for travel activities. 

 
 
 



  

 

 

3. Qualifications 
a) Diverse team with experience of over 5 years as a travel agent or travel management company.  
b) Must be a legally registered business or incorporation.  
c) International partnerships with airlines and hotels will be an asset. 
d) Proven ability to make travel arrangements for large groups.   

 
4. Deliverables (to: projects@avbaruba.com) 

No. Service Details Due date 
1. Flight  

 
(Travel Management 
Partner's Scope of 
Services, Terms, and 
Price) 

Collaborate with the AVB to meet the needs of their 
annual itinerary by reserving and/or paying for air-
tickets for the AVB national teams and staff 
members. The Travel Management Partner must 
provide options to aid the AVB's decision on the 
most efficient and cost-effective price and routes.   

By request 

2. Accommodations 
 
(Travel Management 
Partner's Scope of 
Services, Terms, and 
Price) 

Collaborate with the AVB to meet the needs of their 
annual itinerary by reserving and/or paying for 
accommodations for the AVB's national teams and 
staff members. The Travel Management partner 
must provide at least three options to aid AVB's 
decision on the most cost-effective option. 

By request and 
if needed 

3. Ground Transportation 
 
(Travel Management 
Partner's Scope of 
Services, Terms, and 
Price) 
 

Collaborate with the AVB to meet the needs of their 
annual itinerary by reserving and/or paying for 
Ground Transportation for the AVB's national 
teams and staff members. 

By request and 
if needed 

 
6. Evaluation (Scoring) Criteria 

The proposals received will be evaluated using the criteria below.  
No. Criteria Score 
1. Qualifications and Experience of Organization that will be 

assigned to the AVB 
30 

2. Proven ability to provide Travel Management services for group 
and individual travel (evidence of past services in related field 
and examples of similar groups/organizations). Merit will be 
given to service providers who are able to provide evidence of 
providing travel management services for groups of 12 and 
above.  

30 
 

3. Credit Facility (terms, amounts, and period)  25 
4.  Price / Pricing / Price per Individual 15 
 Total Score 100 



  

 

 

 
 

7. Instructions to Interested Service Providers 
There is no restriction to the number of services you can provide to the AVB as per the TOR. A Travel 
Management Company can respond to this ToR with a proposal to provide air flight and accommodation 
management services or a single management service for air flight or accommodations.  
 
The AVB's only request is to submit your proposal and price estimates for each service separately and with 
consideration of Section 6 (Evaluation Criteria). The AVB is not obligated to select one service provider for all 
services and will be selecting service providers based on the Evaluation Criteria in Section 6 above.  
 
Timeline:  

• RFP Process and TOR Publishing on - May 14 
• Request additional information & inquiries within ten (10) business days - by May 27 
• Submit your proposals within fifteen (15) business days - by June 3 
• Evaluation of proposals received by the AVB Procurement Committee during five (5) business days 

- by June 9 
• Selection & Communication of results to participating suppliers - by June 12 

 
Please submit your proposals to: projects@avbaruba.com 
 
 
Further Information & Contact 
For any additional information, feel free to contact the Arubaanse Voetbal Bond (AVB) at 
projects@avbaruba.com. 

 
 
Disclaimer: 
The Travel Management Partner would be the first point of contact. However, the AVB reserves the right to engage 
alternative airlines or travel agents under specific circumstances. This may include, but is not limited to, 
instances where more favorable pricing, routes, or service offerings are available, or when the Travel Agent or 
Travel Management Partner is unable to fulfill urgent travel requests within the required time frame. 
 

http://projects@avbaruba.com
http://projects@avbaruba.com

