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EDC is an international non-profit organization that develops, delivers, and evaluates innovative programs to address some of the world’s most urgent challenges.  Our work includes research, training, educational materials and strategy, with activities ranging from seed projects to large-scale initiatives. EDC enjoys a worldwide reputation for its excellence in program and fiscal management and for the impact of its work. Please reference our website at www.edc.org for additional company information.
1.
Overview and Purpose 

The purpose of this RFIQ is to establish a working relationship with a travel management company (TMC) that can provide comprehensive travel services and support to our international division. EDC may select one or more 

TMCs for these services.  

The total projected annual spend for international travel including air, rail, lodging and car rental is approximately $520,000 total per year.
2. General Information

2.1 Original RFIQ Document

EDC shall retain the RFIQ, and all related terms and conditions, exhibits and other attachments, in original form in an archival copy. Any modification of these, in the offeror’s submission or subsequent contract, is grounds for immediate disqualification.

Preference will be given to small businesses (as defined in Annex C), however large businesses are also encouraged to respond. The NAICS Code for this RFIQ is 561510.
2.2 RFIQ Provisions

1. All information provided by EDC in this RFIQ is offered in good faith. EDC makes no certification that any item is without error. EDC is not responsible or liable for any use of the information or for any claims asserted there from.

2. This RFIQ does not under any circumstances commit EDC to pay any costs incurred by the offeror in the submission of a quotation. This is the offeror’s responsibility. 

3. All materials submitted in response to this RFIQ shall become the property of EDC upon delivery to EDC.

4. Additional documentation may be required prior to selection.

5. By responding to this RFIQ, Offeror’s agree that pricing will remain valid for a minimum of 180 days.

2.3 Schedule of Events

The following schedule applies to this RFIQ but may change in accordance with EDC’s needs or unforeseen circumstances. Changes in this timeline will be announced as formal modifications to the RFIQ.  

	TIME
	DATE
	Timetable

	5:00 p.m., EST
	February 15, 2020
	Deadline for request for any clarifications from the EDC. Questions must be submitted in writing via email to rrappaport@edc.org. Subject line of email should read “Questions Regarding RFIQ for Travel Services”.

	5:00 p.m., EST 
	February 19, 2020
	Estimated date for issuance of any clarifications by EDC.  All questions will be answered in a modification to the RFIQ. Companies that received a copy of the RFIQ directly from EDC will automatically receive a copy of the amendment; other companies should please contact Ruth Rappaport at rrappaport@edc.org to request a copy.

	5:00 PM EST 
	February 28, 2020
	Deadline for submission of quotations/responses. Subject line of email should read “Response to RFIQ for Travel Services”.


3. Quotation Submission and Selection
3.1 Offeror’s Understanding of the RFIQ
In responding to this RFIQ, the Offeror fully understands the RFIQ in its entirety and in details, including making any inquiries to EDC as necessary to gain such understanding. Clarification questions must be submitted by potential offerors—in writing—by February 15, 2020, 5:00 p.m., EST. Responses will be published in a modification to the RFIQ which will be posted at www.rfpdb.com ; offerors may also contact Ruth Rappaport at rrappaport@edc.org to obtain a copy of the modification. EDC reserves the right to disqualify at its sole discretion any offeror who submits a quotation that is not responsive or that demonstrates less than such understanding. That right extends to cancellation of the contract if a contract has been made. Such disqualification and/or cancellation shall be at no fault, cost, or liability whatsoever to EDC.
3.2 Communication:  Verbal communication shall not be effective unless formally confirmed in writing by the EDC Contact Person in charge of managing this RFIQ process. In no case shall verbal communication govern over written communications.

Offerors’ inquiries, questions, and requests for clarification related to this RFIQ are to be directed in writing before February 15, 2020 5:00 p.m., EST to:

Education Development Center, Inc. 

Attention:
Ruth Rappaport
E-mail:

rrappaport@edc.org
Subject line of email should read “Questions Regarding RFIQ for Travel Services”.

3.3 Quotation Submission:  All responses to this RFIQ must be delivered via email to:

Education Development Center, Inc. 

Attention:
Ruth Rappaport
E-mail:

rrappaport@edc.org
Subject line of email should read “Response to RFIQ for Travel Services”. All quotations must be received by EDC, before the deadline date and time, February 28, 2020 5:00PM EST.
3.4 Eligibility of Quotations 

3.4.1 Complete Quotations 

Offerors must submit all components required by this RFIQ, including its annexes, for their quotation to be complete. Before evaluating quotations, EDC will determine which quotations include the components required by the RFIQ. Please note that although EDC will determine certain quotations to be complete, this determination does not signify that an award will be made to one or any of the offerors with complete quotations. Only complete quotations will be evaluated and considered.

3.4.2 Past Performance 

Offerors may be disqualified if a check of past performance demonstrates that the offeror has not been able to deliver similar services on time and in a satisfactory manner. 

3.5 Evaluation Criteria

EDC shall evaluate all eligible responses based on price, past performance and responses to questions in Annexes A through H.  An eligible quotation is one that complies with all the terms and conditions of this RFIQ, including required submissions.
3.4.1 Selection 

EDC may (a) reject any or all quotations, (b) accept other than the lowest cost quotation, (c) accept more than one quotation, (d) accept alternate quotations, and (e) waive informalities and minor irregularities in quotations received.
EDC may select an Offeror (or Offerors) without discussions with Offerors.  As such, Offerors are strongly encouraged to submit their best responses and quotations with their submissions. EDC reserves the right to conduct site visits and/or to conduct discussions, which may result in revisions to quotations with one, or more than one Offeror if EDC determines, at its sole discretion, discussions to be necessary. Discussions may include oral presentations provided by the Offeror.  

4. Technical Specifications & Requirements

4.1 Statement of Work
The selected offeror(s) shall provide corporate travel management services for official international travel. The corporate travel services that the selected offeror(s) shall provide include (but may not be limited to):
· Travel reservations, issuance and delivery of tickets (including e-tickets) for air or rail travel in accordance with EDC or sponsor travel policies, and advance seat assignments when possible;
· Ensure traveler is fully aware of most economic fare, within travel policy;

· Provide airfares that either match or beat publicly available fares;
· Hours of operation that accommodate an international organization with an extensive global footprint;

· Management of multiple accounts, with individual rules and regulations, and invoice accordingly;

· Efficient and rapid communication in handling all of EDCs’ travel related matters;

· Online booking engine for self-booking and traveler profile;

· Payment to airlines or railways on behalf of EDC;

· Refunds and/or reissuance of air or rail tickets;

· Hotel and meeting/conference bookings 

· Assistance in obtaining passports, visa, and advice regarding health requirements;

· Detailed travelers’ itineraries;

· Management information and billing reports as required by EDC;

· Reconciliation of travel charges;

· Integration with EDC’s travel risk management partner, ISOS, for traveler tracking, pre-trip and advisory notifications for all international travelers;
Offerors should also please provide a description of any other notable/proprietary travel services offered.

The selected Offeror(s) must comply with mandatory U.S. Government programs for air travel.  The selected Offeror(s) shall provide EDC with the reservation and ticketing services which industry practice normally accords corporate or private travelers, to include new and improved reservation and ticketing technologies.  These shall include a 24-hour phone number available to travelers to perform emergency itinerary changes and emergency services outside regular business hours. The chosen offeror shall be responsible for ensuring that any subcontractor providing such emergency service complies with all conditions of the contract.

Related Services: 

Health Requirements:  The selected Offeror(s) shall provide travelers with advice on necessary health requirements, including types of inoculations and vaccinations whether required or suggested for foreign travel.

Visas:  The selected Offeror(s) shall assist travelers in obtaining visas for foreign travel and provide (at no cost to EDC) visa deliveries/pickups. 

Ticket Delivery

The selected Offeror(s) shall provide delivery of tickets, itineraries, and boarding passes (if applicable), and other travel documents, as determined necessary.  Tickets shall routinely be provided no earlier than five days in advance of travel unless EDC requests otherwise.  Travelers shall be provided an itinerary and confirmation number in advance of travel.  

Communications System and Emergency Services

The selected Offeror(s) shall provide service, Monday to Friday, compatible with the EDCs’ standard workday schedule.   In the event of emergencies (e.g., Presidential-declared disasters, evacuations, natural disasters, etc.), the chosen offeror shall maintain operations necessary to support the EDC under the contract.  This includes responding to EDC requests for emergency/evacuation and providing necessary delivery of tickets.  

Payment of Services

Payment of services provided shall be within 15 days after submission of invoices and supporting documentation, providing invoices received are accurate and do not require modifications. The selected Offeror(s) shall prepay all airline tickets on behalf of EDC.  

Minimum Personnel Requirements
All personnel providing services under this contract shall be fluent in English and meet the following requirements:   

· Account Manager – The selected Offeror(s) shall provide an Account Manager who shall be responsible for the administration, supervision, and coordination of EDC travel services.  The Account Manager shall have experience in the management of travel services and shall have adequate authority to make decisions for the timely resolution of problems.  The Account Manager shall coordinate closely with EDC travelers.

· Travel Counselors/Reservationists - The selected Offeror(s) shall provide full-time travel counselors/ reservationists.  The Travel Counselors/Reservationists shall have been trained in operating the proposed automated reservation and ticketing equipment. Qualified substitute personnel for absence of permanent employees shall be provided. 

· Other Personnel - The selected Offeror(s) shall provide whatever other personnel are necessary to comply with the requirements of this contract.

General
The selected Offeror(s) shall maintain procedures to continually monitor the quality of travel services, with the goal of providing and maintaining the highest level of customer service/satisfaction.  This includes but is not limited to an internal method for monitoring, identifying, communicating and correcting deficiencies in the quality of service furnished to EDC. 

Hours of Service

The selected Offeror(s) shall provide service days and hours that accommodate an international organization with an extensive global footprint and shall provide emergency services outside regular working hours through a 24-hour, phone number, available to all EDC travelers.  

5. RFIQ Requirements
For a quotation to be considered, offerors must complete and submit the forms provided in Annexes below with their quotation. 

· Annex A – Organizational Information and Certification
· Annex B – Business Size Self-Certification Form
· Annex D – Offeror’s checklist 

· Annex E – Services and Staffing Questionnaire

· Annex F – Fees Structure/Pricing Template – all offerors must provide a price guarantee that the quotation pricing will remain valid for 180 days
· Annex G – Travel Management Reporting Questionnaire

· Annex H – Quality Assurance Questionnaire

6. Additional Annexes 

· Annex C – Definitions

· Annex I – EDC Travel Policy

Annex A—Organizational Information and Certification Form

Organizational Information:

Full legal name of the Offeror’s company:      
Year the Offeror’s company was established:      
Number of full-time travel agents:      
Agency affiliations/partners:      
Contact information regarding the quotation:

(a) Individual’s full name and title:      
(b) Full office address:      
(c) Telephone number:      
(d) Fax number:      
(e) Email address:       

Offeror’s Dun & Bradstreet Number
:      
Provide names, email addresses, phone numbers, and contact people at three organizations to which the offeror has provided similar services during the last 24 months, whom EDC can call on as references, and a description of the services provided to each organization.

Reference #1:

Organization Name:      
Contact Person:      
Email Address:      
Telephone Number:      
Type of Services Provided:      


Month and Year During Which Services were Provided:      
Reference #2:

Organization Name:      
Contact Person:      
Email Address:      
Telephone Number:      
Type of Services Provided:      


Month and Year During Which Services were Provided:       

Reference #3:

Organization Name:      
Contact Person:      
Email Address:      
Telephone Number:      
Type of Services Provided:      


Month and Year During Which Services were Provided:      
The following documents must be included with your quotation.

A list of the offerors’ key individuals including: (a) the principal officers of the organization’s governing body (e.g., chairman, vice chairman, treasurer and secretary of the board of directors or board of trustees); (b) the principal officer and deputy principal officer of the organization (e.g., executive director, deputy director, president, vice president); (c) the program manager(s) for the proposed contract; and (d) any other person who will have significant responsibilities for administration of the contract-financed activities or resources under the proposed delivery of the services.


    Attached

Information regarding any current litigation in which the offeror, or any of the entities in the collaboration, are involved, regardless of jurisdiction where the litigation resides.


    Offeror certifies that it is not currently involved in any litigation
    Attached

Organizational Certifications
This certification attests to the Offeror’s awareness and agreement to the content of this RFIQ and all accompanying calendar schedules and terms and provisions contained herein, including but not limited to the payment terms in Section 6.

The Offeror must ensure that this certification is duly completed and correctly executed by an authorized officer of the Offeror’s company. 

1. This quotation is submitted in response to an RFIQ issued by EDC. The undersigned is a duly authorized officer, hereby certifies that:

     

Offeror’s Name

Agrees to be bound by the content of this Quotation and agrees to comply with the terms, conditions and provisions of the referenced RFIQ. Quotation shall remain in effect for a period of 180 calendar days as of the Due Date of the RFIQ.

2. The undersigned further certify that their firm (check one):

 IS

 IS NOT

Currently debarred, suspended, or proposed for debarment by any United States federal entity. The undersigned agree to notify EDC of any change in this status, should one occur, until such time as an award has been made under this procurement action.

3. The offeror, by checking the applicable box, certifies that –

(a)  If the offeror is a U.S. entity,

(1). it operates as       a corporation incorporated under the laws of the State of 
 (state),  a joint venture; 
 an international organization, or  a public college or university,  a private college or university,  a state or local governmental organization,  a nongovernmental nonprofit organization,  a partnership,  an individual, 
(b) If the offeror is a U.S. entity, it operates as:

a.       a corporation organized under the laws of  (country), 
b.  an individual,
c.  a partnership,
d.  a nongovernmental nonprofit organization, 
e.  a nongovernmental educational institution, 
f.  a governmental organization,
g.  an international organization, or 
h.  a joint venture.

4. The offeror, by checking the applicable box, certifies that –

(a) If the offeror is a Non-U.S. entity, it operates as:

a.  a corporation incorporated under the laws of the State of      (state), 

b.  an individual, 

c.  a partnership, 

d.  a nongovernmental nonprofit organization, 

e.  a state or local governmental organization, 

f.  a private college or university, 

g.  a public college or university, 

h.  an international organization, or 

i.  a joint venture. 
5. Offeror agrees to comply with all applicable U.S. federal laws and regulations including those governing affirmative action, E-Verify, equal employment opportunity, use of human participants in research, disabilities, prohibitions against supporting terrorism, prohibitions on human trafficking and prohibitions against discrimination, and, if the value of the contract resulting from this RFIQ is $10,000 or more, Executive Order 13496, Notification of Employee Rights Under Federal Labor Laws, see 29 CFR Party 471, Appendix A to Subpart A. Offeror hereby certifies that it is not delinquent on any State or Federal tax. Offeror will cooperate with EDC in its efforts to comply with all laws, regulations and any award terms and conditions imposed by EDC by the sponsor(s) of this project. 

6. Person authorized to negotiate on behalf of this firm for purposes of this RFIQ is:


Name:            Title:       

Signature:  



   Date:       
Signature of Authorized Officer:

Name:            Title:       
Signature:  



   Date:       
Annex B – Business Size Self-Certification Form
If you need assistance, or have any questions regarding this form, please contact the EDC 

Procurement Manager and Small Business Liaison Officer, Carol Woods at cwoods@edc.org 

	Section 1.  Organization Information   


Company Name:        

Dun & Bradstreet No (optional)*:       
Address:      
City / State / Zip:       
Contact Person:       
Phone and Fax Number:
       
                   Email Address:        
NAICS Code(s) to be utilized for business size checked in Section 3 (see page 3 for a listing):      
	Section 2.  Certification as a Non-Profit Organization



Are you a non-profit organization?    No  
  Yes   

If you have checked “yes” above, do not complete Sections 3 or 4, please skip directly to Section 5.

	Section 3.  Business Size Representation:




Small Business (SB), includes sole proprietorships – see definitions on page 2, and complete Section 4


Large Business (LB) – do not complete Section 4
	Section 4.  Small Business Sub-Classification Representation – please check all that apply




Small Disadvantaged Business (SDB) (self-certification)


https://www.sba.gov/contracting/government-contracting-programs/hubzone-program/applying-hubzone-program
HUBZone Small Business (requires formal certification, for additional information please go to the Small Business Administration website  ) 


Woman Owned Small Business (WOSB) (self certification)



Veteran Owned Small Business (VOSB) (self-certification)



Service-Disabled Veteran Owned Small Business Concern (SDVOSP) (self-certification) 


Alaska Native Corporation (ANC)



None of the above

If you hold a certification not listed above (e.g. a state issued Minority Business Certification) please add your certification information on the line below: 

     
Notification:  Under 15 U.S.C. 645(d), any person who misrepresents its firm’s size status shall (1) be punished by a fine, imprisonment, or both; (2) be subject to administrative remedies; and (3) be ineligible for participation in programs conducted under the authority of the Small Business Act.

https://www.sba.gov/contracting/getting-started-contractor/make-sure-you-meet-sba-size-standards/table-small-business-size-standards  
I assert that my business complies with the Small Business Administration’s Table of Size Standards. Reference  for additional information. (This is considered self-certification – see www.sba.gov for additional information)

	Section 5.   Vendor Execution Required


By signing this document, the vendor acknowledges all the details provided on the form are accurate, true and that the vendor has read and understands the information.


Authorized Representative Name/Title:        


Signature:  

Date:
     
Annex C - Definitions
Small Business (SB)
The Small Business Administration (SBA), for most industries, defines a "small business" either in terms of the average number of employees over the past 12 months, or average annual receipts over the past three years. In addition, SBA defines a U.S. small business as a concern that: is organized for profit; has a place of business in the US; operates primarily within the U.S. or makes a significant contribution to the U.S. economy through payment of taxes or use of American products, materials or labor; is independently owned and operated; and is not dominant in its field on a national basis. The business may be a sole proprietorship, partnership, corporation, or any other legal form. In determining what constitutes a small business, the definition will vary to reflect industry differences, such as size standards (reference NAICS (www.census.gov/eos/www/naics/).

Small Disadvantaged Business (SDB)

A Small Disadvantaged Business (SDB) is a small business that is at least 51 percent owned by one or more individuals who are both socially and economically disadvantaged.  

The SBA defines socially disadvantaged groups as those who have been, historically, subjected to "racial or ethnic prejudice or cultural bias" within the larger American culture. Identified groups include: African Americans, Asian Pacific Americans, Hispanic Americans, Native Americans and Subcontinent Asian Americans. Members of other groups may qualify if they can satisfactorily demonstrate that they meet established criteria. 

Economically disadvantaged individuals are defined as those for whom impaired access to financial opportunities has hampered the ability to compete in the free enterprise system, in contrast to people in similar businesses who are not identified as socially disadvantaged. 

HUBZone Small Business - Historically Underutilized Business Zone
A small business concern that appears on the list of Qualified HUBZones Small Businesses maintained by the US Small Business Administration. To determine if your business is located in a HUBZone, or to apply online, go to The Small Business Administration’s HUBZone website https://eweb1sp.sba.gov/hubzone/internet/index.cfm.

Woman-owned Small Business (WOSB)
A small business that is at least 51 percent owned and actively managed by one or more women with either U.S. citizenship or U.S. resident alien status. Learn more at SBA’s Office of Women’s Business Ownership at http://www.sba.gov/aboutsba/sbaprograms/onlinewbc/index.html.

Veteran-Owned Small Business (VOSB)
A small business concern that is: 

i. At least 51% unconditionally owned by one or more veterans as defined at 38 U.S.C. 101(2) or, in the case of any publicly owned business, at least 51% of the stock of which is unconditionally owned by one or more veterans; and 

ii. The management and daily business operations of which are controlled by one or more veterans.

Learn more at SBA’s Office of Veterans Business Development http://www.sba.gov/aboutsba/sbaprograms/ovbd/index.html. 

Service-Disabled Veteran-Owned Small Business Concern (SDVOSB)
A small business concern that is:

i. At least 51% unconditionally owned by one or more service-disabled veterans or, in the case of any publicly owned business, at least 51% of the stock of which is unconditionally owned by one or more service-disabled veterans, and; 

ii. The management and daily business operations of which are controlled by one or more service-disabled veterans, or in the case of a service-disabled veteran with permanent and severe disability, the spouse or permanent caregiver of such veteran. 

iii. “Service-Disabled Veteran” means a veteran, as defined in 38 U.S.C. 101(2), with a disability that is service connected as defined in 38 U.S.C. 101(16). Learn more at the US Dept. of Veteran Affairs http://vabenefits.vba.va.gov/vonapp/main.asp.

Alaska Native Corporation: 

Any Regional Corporation, Village Corporation, Urban Corporation, or Group Corporation organized under the laws of the State of Alaska in accordance with the Alaska Native Claims Settlement Act, as amended (43 U.S.C. 1601, et seq.) and which is considered a  minority and economically disadvantaged concern under the criteria at 43 U.S.C. 1626(e)(1). This definition also includes ANC direct and indirect subsidiary corporations, joint ventures, and partnerships that meet the requirements of 43 U.S.C. 1626(e)(2). Please see http://www.ncai.org/tribal-directory/alaska-native-corporations for additional information.

NAICS
The North American Industry Classification System (NAICS) is the standard used by Federal statistical agencies in classifying business establishments for the purpose of collecting, analyzing, and publishing statistical data related to the U.S. business economy.  For more information go to NAICS at http://www.census.gov/eos/www/naics/.
Annex D—Offeror RFIQ Checklist

A completed copy of this checklist must be included with the Quotation.

Name of Offeror:      
	Items to be included with quotation
	Submitted

	1. Annex A – Organizational Information and Certification (completed and signed)
	     

	2. Annex B – Business Size Self-Certification Form
	     

	3. Annex D – Offeror RFIQ Checklist 
	     

	5. Annex E – Services and Staffing Questionnaire
	     

	6. Annex F – Fees Structure/Pricing Template
	     

	7. Annex G – Travel Management Reporting Questionnaire
	     

	8. Annex H – Quality Assurance Questionnaire
	     

	9. Annex I – Additional Information
	     


ANNEX E – Services and Staffing Questionnaire
Name of Offeror:       
a. Describe your emergency services:      
b. Visa processing capabilities:      
c. After hours services:      
d. Will EDC guidelines be communicated to and followed by “after hours/emergency” services?      
e. Internet booking availability:      
f. Do you currently have any clients (companies) for which you prepay tickets and invoice them?  
 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

g. If your answer to question “f” above was “yes”, please provide an additional reference for which you provide this service:       
h. Refund procedures:      
i. Ability to obtain government per diem rates:      
j. Experience with government contractors as clients:      
k. Familiarity with “Fly America Act”, “Open Skies” and other government requirements:      
l. Describe services offered for international travelers:      
m. Provide a description of the team that would handle the EDC account:      
n. Number of staff that would be dedicated to EDC (if any):      
o. Location of dedicated staff (if any):      
p. Average number of years agents have worked at your travel agency:      
q. What controls are in place to assure that EDC travel management will not be affected in the case of illnesses or holidays?      
r. Are your agents salaried or commissioned?      
s. What incentive programs do your agents operate under?      
t. What, if any, technology services will be offered to EDC?      
 ANNEX F – Fees Structure/Pricing Template
Please complete the following pricing template*:

Name of Offeror:       
	Service
	Fee

	Domestic Airline Tickets
	     

	International Airline Tickets
	     

	Hotel Reservations
	     

	Car Reservations
	     

	Rail Tickets
	     

	Combination Domestic Airline Ticket and Hotel Reservation
	     

	Combination Domestic Airline Ticket, Hotel and Car Reservation
	     

	Combination International Airline Ticket and Hotel Reservation
	     

	Combination International Airline Ticket, Hotel and Car Reservation
	     

	Mileage Upgrade Requests
	     

	Emergency Call/After Hours Service – Information Only
	     

	Emergency Call/After Hours Service – Amend/Cancel a Reservation
	     

	Emergency Call/After Hours Service – New Reservation
	     

	Standard Travel Management Reports
	     

	Custom Travel Management Reports
	     

	Prepayment of airline tickets 
	     

	Amending ticket reservation (re-issue)
	     

	Amending ticket reservation (no re-issue)
	     

	Online booking engine (OBE) online maintenance
	     

	Online booking engine (OBE) online support/help desk
	     

	Implementation fee
	     

	OBE training
	     

	Other OBE associated fees not mentioned above
	     

	Credit card merchant fee (%)
	     

	Meeting and group services
	     

	Other Fees (please complete):
	     

	     
	     

	     
	     


*Pricing must remain valid for 180 days.  

ANNEX G – Travel Management Reporting Questionnaire
Name of Offeror:       
a. Type, number and frequency of standard reports:      
b. Are custom reports available?  If yes, is there a fee for this?      
c. Reconciliation by project and by traveler?      
d. Ability to store individual traveler preferences?      
e. Ability to store multiple organizational unit policy restrictions?      
f. Client online access to reporting?  If yes, is there a limit to number of admins?       
g. Report export capabilities (Excel, CSV format, etc.)?      
h. Ability to track corporate policy compliance?  Please describe.      
i. Frequent flier tracking?      
j. Ability to connect with International SOS travel tracker system?      
k. Ability to track airline and hotel contract rate compliance?      
l. Ability to track and reissue unused tickets?      
m. Ability to monitor fares after purchase and apply credit or reissue tickets for lower fare?      
ANNEX H – Quality Assurance Questionnaire

Name of Offeror:       
a. Please describe your agency’s benchmarks/standards and how often performance is measured against industry standards:      
b. What performance goals will be guaranteed to EDC?      
c. How are guarantees fulfilled?      
d. Do you use a third-party auditor to monitor your performance?  If yes, who?      
ANNEX I – Additional Information
Name of Offeror:       
a. Please provide a copy of your standard agency terms and conditions.   FORMCHECKBOX 
 Attached   FORMCHECKBOX 
 Not Attached
b. Please describe additional services your organization can offer including upgrades, points, loyalty clubs, etc.:      
c. Do you currently have any clients for which you prepay and bill for airline tickets?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

d. Please provide a listing of airlines you do not use and any rationale for why those airlines are not included in your available options:       
*Registration with Dun & Bradstreet is offered as a no-charge service. To register, please go to � HYPERLINK "http://www.dnb.com/us/duns_update/" �http://www.dnb.com/us/duns_update/�  .  








� Offerors that currently have a Dun & Bradstreet Number are requested to provide this information. Offerors who are not registered with Dun & Bradstreet may do so at http://fedgov.dnb.com/webform. There is no charge for this registration. A Dun & Bradstreet Number is not required for submission of a quotation but may be required before a contract is issued. Whether or not an offeror currently has a Dun & Bradstreet number will not affect the evaluation of the offeror’s quotation. 
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