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The purpose of this Request for Bids (RFB) is to solicit proposals from travel agencies to provide the services and support to Conservation International as specified in this RFB.	Request            for Bid




Travel Support Services 

I. Purpose 
The purpose of this Request for Bid (RFB) is to solicit proposals from travel agencies to provide the services and support to Conservation International (CI) as specified in this RFB. CI anticipates award of a single commercial service contract to the firm offering the best value to CI considering technical and cost factors. The contract will be for an initial base period of 2 year with an option to extend for another 1 year. CI will conduct the selection in stages: after the initial evaluation of written bids, those offerors that are determined to be in the competitive range will be invited to make an oral presentation to CI, and may be asked to provide a pilot program as part of the final selection process. 

CI invites interested and eligible parties to prepare proposals. Eligible parties must have extensive experience in providing domestic and international travel services. The contractor shall be selected in accordance with competitive bidding procedures and best overall value procurement results provided by CI.

Offerors must submit an electronic copy of their proposal before close of business on Friday, March 16th, 2012 to Alberto Lora (a.lora@conservation.org) and Lisa Mangkonkarn (l.mangkonkarn@conservation.org). All questions must be submitted by email. No phone calls, please. Late submissions will not be considered. Bid proposals are confidential and will not be transferred or disclosed to third parties.   
  

II. Profile of Conservation International

CI is an international conservation organization incorporated in California in 1987 with an IRS 501(c)3 designation.  CI imagines a healthy prosperous world in which societies are forever committed to caring for and valuing nature for the long-term benefit of people and all life on Earth.  By building upon a strong foundation of science, partnership and field demonstration, CI empowers societies to responsibly and sustainably care for nature for the well-being of humanity.  We believe that the Earth's natural heritage must be maintained if future generations are to thrive spiritually, culturally, and economically.  More detailed information may be found on our website www.conservation.org.

CI’s headquarters (HQ) is located in Arlington, Virginia, and operates field offices in 28 countries.  Headquarters employs approximately 400 employees, with the field employing approximately 500 employees.  CI’s field offices provide on-the-ground conservation efforts, scientific research, and policy work towards CI’s mission.









The following lists all current CI offices:
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Calendar Year 2011 – Travel Profile
I. Air Travel Volume (estimate)
· Total Air Volume = $2.1 million
· Domestic = $0.4 million
· International = $1.7 million
· Total Domestic Transactions = 1,080
· Total International Transactions = 1,615
· Top 7 Domestic City Pairs:  
	1. Washington, DC – San Francisco
	5.   Los Angeles – Santa Barbara

	2. Washington, DC – Los Angeles
	6.   Washington, DC – NYC

	3. Washington, DC – Seattle
	7.   Washington, DC – Honolulu/Kona

	4. Washington, DC – Chicago
	


· Top 7 International City Pairs: 
	1. Washington, DC – Jakarta
	5.   Washington, DC – Kigali

	2. Washington, DC – London
	6.   Washington, DC - Manila

	3. Washington, DC – Singapore
	7.   Washington, DC – Dar Es Salaam

	4. Washington, DC – Sao Paulo
	


· Top 7 Airlines:
	1. United Airlines
	5.   American Airlines

	2. Delta
	6.   GUOJILVXINGSHEDABEIYAO (China)

	3. South African Airways
	7.   Deutche Luftansa

	4. Air France
	


	
II. Hotel Volume (estimate)
· Total Hotel Volume = $2.2 million

III. Rental Car Volume (estimate)
· Total Car Rental Volume = $40,000


III. 	Bidding Process 
A. Written Bid – Should include the following:
· Company background – Please provide a brief background on your agency and a brief description of your corporate structure.  Describe your corporate culture.  Explain how you differentiate yourself from your competition.  Describe your preferred supplier relationships.  Include any additional industry related partners that would be meaningful to CI.
· Technical section - The technical section is the critical item of consideration in selection for award of this contract. It should be specific, complete, and presented concisely. It should address how the offerer meets the requirements and considerations listed in Section IV below. The section must set forth in detail, the organizational capability and past performance of the offeror.
· Cost proposal – Offerors must complete and submit the pricing matrix attached under Appendix A and sample travel route pricing under Appendix B.  Unit prices need to be projected for the three‐ year period (Base Year with 2 one‐year options) of the proposed contract. Bids should be valid for 3 months (90 calendar days). The offerors initial offer should contain the offerors’ best terms.  There may be some usage variables to determine pricing.  Please provide different scenarios based on the travel profile provided in Section II above.
· References – Please provide a list of 3 current or past clients similar to CI, preferably in a similar industry and are at least $2 million in annual air volume with your agency.  Please include length of time each client has been with your agency.

B. Oral Presentation (if selected)
· Understanding of CI’s requirements
a. Effective application of cost containment measures. 
b. Clear understanding of CI as an organization, its mission, and requirements as described in this RFB. 
c. Extensive experience in international air travel ticketing, including those to lesser known regions. 
d. Breadth of experience in providing comprehensive travel services to clients similar to CI (in terms of size, frequency and complexity of travel, international scope, challenging destinations, experience of dedicated agents, etc.)
· Customer service principles and practice – including proposed personnel
· Demonstration of how to book airfare and hotel reservations, along with reporting system

C. Pilot (if necessary)
· Allow access for a small select group of users to book travel arrangements during a 3-4 week timeframe

IV. Technical Requirements and Considerations

Technical Requirements
A. Cost Effectiveness
Being a non-profit organization, one of our top priorities is to incur the lowest fares possible with consideration of the number of layovers, flight time, safety, etc.  We have to be very budget conscious and ensure efficiency in how funds and staff time are utilized.
Will you guarantee lowest fare, hotel and car expense within our company guidelines?  There are instances when our travels require last minute changes or cancellations.  When flexibility is needed, will you be able to provide us with the best pricing with the most flexibility?  Will you refund any differences that are identified as being the Agency’s responsibility?  Describe your Agency’s ability to provide competitive faring of domestic and international itineraries, including those not participating in GDS.  Include a description of rate desk services; location of rate desk; response standards of rate desk (acknowledgment, response and turnaround times).  Who performs this function?

B. On-line booking and travel agent options
Travelers have various booking preferences between on-line reservations and travel agent bookings.  Describe your different reservation methods (phone call, e-mail, on-line database) for airfare, hotel and rental cars.  With offices in various parts of the country, office hours are also an important consideration to ensure employees have access to agents as needed.  State the company’s normal hours of operations.

Indicate the standard response time for confirmation of the reservations for corporate specific rates; Agency specific rates; and best market/corporate rates

C. Customer service
The contractor shall, at a minimum, assign an account manager and a primary team of customer service representatives to CI’s account. These representatives should be experienced in providing travel to lesser known, international destinations typical of an NGO.  Describe the type of experience the assigned team would have with organizations similar in travel destinations and size to that of CI.

Demonstrate the ability to retain and mobilize highly qualified and service‐ oriented staff.  What is the average experience and tenure of your travel counselors?  Describe your new hire training and orientation programs.  How do you monitor and evaluate the quality of employee’s service delivery?  What is the process for reporting on the ongoing progress/issues with our account?  Who will perform that role?  How often will this happen?

Explain your process for voids and refunds.  What is your processing turnaround time?  

What are your performance standards with respect to resolving service issues?  Who owns this process?  Who is responsible for responding to the customer?
D. International and Domestic Ticketing 
The contractor shall issue tickets for domestic and international travel on commercial carriers in compliance with the Fly America Act and CI’s internal travel policy. The contractor should be able to provide options for (a) fully refundable and (b) restricted (nonrefundable or with penalty) airfares. Restrictions and penalties must be clearly disclosed to the traveler.
Due to international destinations being less common and sometimes difficult to get to, contractor should have the knowledge, resources, and network to book travel arrangement to these less frequented areas.
E. Clear documentation
The contractor shall provide clear and concise documentation for quotes, confirmed itineraries and tickets.  E-tickets and other electronic documentation should be utilized at all possible opportunities.

F. Reporting and invoicing
The contractor shall maintain records of ticket issuances, and produce comprehensive traditional and online travel management reporting capabilities. CI requires monthly and annual reports of airline tickets purchased, number of travelers (international and domestic) and other travel‐related expenses. The report shall include the name of the traveler, budget coding, itinerary, and cost. 

Contractor must incorporate CI’s internal accounting management (billing process) which shall include internal coding applied to each transaction.

Describe the current MIS system utilized and the different types of MIS reports available.  Do you provide customized reporting?  Are there any limits to the types of reports you can provide?  Are there any additional costs associated with customized reports?  Does your system currently consolidate data for all your company owned, franchised, and affiliated operations?  How many months of data are maintained on-line on your system for reporting purposes?  Do reports reflect monthly and fiscal year-to-date figures?  Please provide sample standard monthly MIS reports that would be generated for a client.

G. Quality control procedures
The contractor should have quality control procedures n place.  Describe all quality control functions you perform, including lowest logical airfare and preferred hotel offering.  What internal controls (accounting, financial management, personnel) will ensure satisfactory delivery of the services required under the contract?  Has a third party audit firm ever audited your automated system?  If so, how often?  Please provide the most recent reports regarding overall performance.


Additional Value-Add Considerations

A. Security
Due to the countries we are working in, it is important that CI know where our traveling employees are at all times. We would like a real time program where we can locate and track our travelers throughout the world, for those who booked travel through the contractor or separately (if possible). The system should have options for CI to log in and monitor all CI’s travelers. The program should provide us with worldwide travel advice reports, security alerts and travel warnings that are specific to the traveler, and the system should be able to notify travelers of changing dangerous situations.

B. 24/7 Support
Access should be available to provide worldwide toll-free emergency travel assistance and crisis management services after working hours, on weekends, and holidays. If this service is available, is it contracted out to another company, or do your own people provide assistance?  Is it available to overseas travelers?  Does the after-hours reservation system have access to traveler profiles and company policy information?  What other means, besides via phone, can the traveler access the after-hours reservation system?

C. Traveler profiles
Staff access to a database to store and manage personal information, such as airline membership numbers, seat preference, emergency contact information, and historical trip data.  For several destinations, CI also has recommendations for air travel routes, places to stay, etc.  How would you maintain a profile on CI and its individual travelers?  Please attach a profile sample with your response.

D. Hotels and Car Rental (domestic and international) 
When requested, international and domestic hotel bookings and car rentals should also be provided when requested by the traveler and should be within negotiated USG rates for that area.
E. Visa Support 
The contractor shall remain fully informed of visa requirements to CI countries of destination and advise CI staff of such requirements. The contractor should have the capacity to assist CI staff in obtaining visas should such assistance be required. What is your capability to assist with Visa/Passport processing?  Is it handled in-house or contracted out?  What is the response time?

F. Travel Planning 
The contractor shall assist CI employees to plan travel itineraries to all CI destination countries including remote locations. The contractor must be able to verify and demonstrate that a trip itinerary is a) in accordance with Federal Travel Regulations and b) is planned in the most economical way available. The following should be considered: U.S. Government travel rules and regulations, published fares, special (excursion/budget) fares, restricted fares, stop‐over requirements/accommodations and other benefits offered by airlines (e.g. upgrading, etc.), alternative routes, transfer and connection points, departure and arrival times, class of travel, quality of airline to be used, seat availability, season of travel and the traveler's special requests. The contractor shall continually stay abreast of all changes to the Fly American regulation, U.S. Government contract air fares, security considerations, and other relevant regulations. 
Describe your ability to equip CI’s travelers with planning and informative material before traveling internationally?
G. Travel Support Services - Intermittent Support 
When necessary, the contractor shall provide travel‐related assistance in connection with CI‐hosted conferences, special delegations/official visitor or other groups. These include, but are not limited to: reconfirming airline reservations, making new reservations, changing reservations, assisting in obtaining visas, baggage clearance, arranging transport, arranging tours at special rates, re‐issuing tickets and obtaining endorsements from airlines, and arrange air charters where necessary. 
H. Travel Analysis
The contractor should be able to provide an analysis of the travel usage and assist in identifying areas that are result in higher fares and other travel accommodation costs (e.g. large number of changes and cancellations, last minute bookings).  When requested, the contractor shall discuss opportunities for cost efficiencies.

I. Other
Describe executive services/VIP programs you are able to provide.  Who is responsible?  Where are these services managed?  Describe leisure travel programs that are available to CI travelers.  Indicate other special services or amenities that will be made available to CI travelers.


V. Conditions for Submission of Bids 
1. Issuance of this RFB does not constitute a commitment on the part of CI to award a contract, nor does it commit CI to pay for costs incurred in the preparation and submission of a proposal. 
2. CI reserves the right to modify the requirements of this RFB after its release. 
3. The offeror that can provide the best value to CI will be invited to contract negotiations but such invitation shall not commit CI to enter into a contract with the invited offeror.
4. All information about CI’s travel volume and related data is proprietary.  Bidders are required to respect the confidentiality of this information.  Likewise, the responses to this RFB will be treated in a confidential manner.  Contents of this RFB confidential, whether you intend to participate or not.  

End of RFB
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Appendix A- Price Matrix: Travel Support Services
	Item 
	Unit Charge (US$)
(Enter N/C for 
“No Charge”)
	Base Year 
	Option Year 1
	Option Year 2 

	Service (Flat) Fee Charged by Travel Agency – inclusive of all discounts
	Domestic
(US)
	International
	
	
	

	1
	Airline ticket issuance fee (inclusive of all discounts)
	
	
	
	
	

	2
	Online booking fee
	
	
	
	
	

	3
	Agent booking fee
	
	
	
	
	

	4
	Ticket change fee
	
	
	
	
	

	5
	Hotel reservation fee
	
	
	
	
	

	6
	Car rental reservation fee
	
	
	
	
	

	7
	Intermittent support 
	
	
	
	
	

	8
	24-hour emergency
travelers’ helpline
	
	
	
	
	

	9
	Reporting (standard)
	
	
	
	
	

	10
	Customized reporting
	
	
	
	
	

	11
	Implementation fees (general)
	
	
	
	
	

	12
	Implementation of online services
	
	
	
	
	

	13
	Account management
	
	
	
	
	

	14
	Risk management and traveler tracking
	
	
	
	
	

	15
	Other
	
	
	
	
	





Appendix B- Sample Travel Route Pricing 

Based on the routes listed below please provide a small sampling of your current airfares and travel details (e.g. airlines, number of layovers, travel time, other additional information that would be provided to traveler) to demonstrate competitive pricing and service.  Please use the following dates on all rates – departing on April 1st and returning on April 13th.
1) Washington, DC – Seattle, Washington
2) Washington, DC – Jakarta, Japan
3) Washington, DC – Dar Es Salaam, Tanzania
4) Washington, DC – Kigali, Rwanda
5) Cape Town, South Africa – Goma, DRC
6) Auckland, New Zealand - Sao Paulo, Brazil
7) Peking, China – Beijing, China
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