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Education Development Center, Inc. (EDC) is an international nonprofit 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.

Overview:

This RFP is restricted to Small Disabled-Veteran Owned Businesses within the Eastern Standard Zone only.  The purpose of this RFP is to establish prequalified travel service providers to be used by two specific project groups within EDC.  The projected spend for travel, including air, lodging and car rental for these projects for 2012 is $300,000.
Utilizing prequalified service providers streamlines the procurement process for contracting with service providers while maintaining EDC’s compliance with Federal procurement regulations. All service providers who achieve prequalified vendor status will be listed on the internal EDC Procurement Website.  This approval will be valid until 12/31/2013 as long as the service provider remains in good standing with EDC.

Detail:


Section I.  Bid Information:

	Organization:
	Education Development Center

	Address:
	43 Foundry Avenue

Waltham, MA  02453

	Contact Name:
	Carol Woods

	Contact Email:
	cwoods@edc.org

	Contact Phone:
	617-618-2141

	Bid Title:
	RFP for Travel Services

	RFP Issue Date:
	March 13, 2012

	Response Due Date:
	April 10, 2012

	Deadline for Questions:
	March 27, 2012

	Responses to Questions:
	March 30, 2012 (expected)

	Approval Period:
	Upon Approval through December 31, 2013


Section II.  Agency Profile:

Agency Name:  Click here to enter text
Contact Name(s):  Click here to enter text
Address:  Click here to enter text
Telephone: Click here to enter text
  Fax:  Click here to enter text
Email:  Click here to enter text
Website Address:  Click here to enter text  
Number of Agents: Click here to enter text  
Number of Years in Business: Click here to enter text
Sales Volume:
· Gross air sales volume for 2011:  Click here to enter text
· Gross air sales volume for 2009 through 2011:  Click here to enter text
· Projected gross air sales for 2102 through 2014:  Click here to enter text
· Please complete the following table:

	
	International
	Domestic
	Leisure
	Corporate
	Group

	Ticketing %
	Click here to enter text
	Click here to enter text
	Click here to enter text
	Click here to enter text
	Click here to enter text

	Annual Revenue $
	Click here to enter text
	Click here to enter text
	Click here to enter text
	Click here to enter text
	Click here to enter text


Bank Reference (include contact information): Click here to enter text
Please provide a brief description of your affiliations with any consortium, mega agency, or international agency:  Click here to enter text
Section III.  Services and Staffing:

Emergency Services:  Click here to enter text
Visa Processing Capabilities:  Click here to enter text
After Hours Services:  Click here to enter text
Hotel Program(s): Click here to enter text
Auto Rental Program(s):  Click here to enter text
Ticket Delivery Service:  Click here to enter text
Internet Booking Availability:  Click here to enter text
Refund Procedures:  Click here to enter text

 FORMTEXT 
Click here to enter text
VIP Services:  Click here to enter text
Reservations by Email or Fax:  Click here to enter text
Please provide a description of the team which would handle the EDC account:  Click here to enter text

Number of dedicated staff:  Click here to enter text

Location of dedicated staff:  Click here to enter text

Are your agents salaried or commissioned?  Click here to enter text

What incentive programs do your agents operate under? Click here to enter text

Staff’s average years in travel field:  Click here to enter text

Staff’s average years at your agency:  Click here to enter text
Section IV.  Technology:

Please describe your capabilities in the following areas:

Reservation System: Click here to enter text

Installation Date: Click here to enter text

Fee Structure: Click here to enter text

Web Services: Click here to enter text

Email Services:  Click here to enter text
Section V.  Travel Management Reporting System:


Name of System:  Click here to enter text

Installation Date:  Click here to enter text

Fee Structure:  Click here to enter text

Type, number, frequency, and format of reports:  Click here to enter text

Reconciliation by project and by traveler:  Click here to enter text

Ability to store traveler preferences:  Click here to enter text

Ability to store corporate policy restrictions:  Click here to enter text

Client online access to reporting:  Click here to enter text

Please describe software export capability to Access, Excel or CSV format:  Click here to enter text

Please describe ability to track corporate policy compliance:  Click here to enter text

Frequent Flyer miles tracking:  Click here to enter text

Ability to track airline and hotel contract rate compliance: Click here to enter text
Please list any other software designed to enhance service, including function, and any associated fees:  Click here to enter text

Please describe your back-office accounting system:  Click here to enter text
 Section VI.  Telephone System(s):


Name of System:  Click here to enter text

Installation Date:  Click here to enter text

ACS:  Click here to enter text

Dedicated Phone Lines:  Click here to enter text

Toll Free Lines:  Click here to enter text
Section VII.  Cost Control:

What cost control strategies do you recommend and regularly implement with your clients?  Please address airline, automobile and hotel segments of the market:  Click here to enter text
How do you balance the demand for cost control with the individual traveler’s service requirements?  Click here to enter text
Section VIII.  Quality Assurance:

Please describe your agency’s benchmarks/standards in the following circumstances:


Telephone Inquiries:  Click here to enter text

Time Until Callback:  Click here to enter text

E-Mail:  Click here to enter text

Time until E-Mail Response:  Click here to enter text

Internet Booking:  Click here to enter text

Travel Documents Delivery:  Click here to enter text

Traveler Satisfaction:  Click here to enter text

Lowest Fares and Rates Obtained:  Click here to enter text

Accuracy of Tickets and Itinerary:  Click here to enter text

Accuracy of Management Reports:  Click here to enter text

Management of Report Delivery:  Click here to enter text
What methods do you use to measure your performance?  Click here to enter text
How often do you measure your performance against industry standards?  Click here to enter text
Which third-party auditors do you use to regularly monitor your performance?  Click here to enter text
What performance goals do you customarily include and guarantee in your service contracts?  Click here to enter text
Do you have a method for fulfilling guarantees when errors are made?  If so, please describe the process:  Click here to enter text
Section IX.  References:
Please provide the names, addresses and contact information for five corporate references. Include at least three of a similar size to EDC.
1. Click here to enter text
2. Click here to enter text
3. Click here to enter text
4. Click here to enter text
5. Click here to enter text
Please provide the names, addresses and contact information for two corporate clients who have left your agency in the past two years: 

1. Click here to enter text
2. Click here to enter text
Section X. Communication:

Verbal communication shall not be effective unless formally confirmed in writing by the EDC Contact Person referenced in Section I.  In no case shall verbal communication govern over written communication.
In responding to this RFP, the vendor fully understands the RFP in its entirety and in detail, including making any inquiries to EDC as necessary to gain such understanding. Vendor’ inquiries, questions, and requests for clarification related to this RFP are to be directed in writing in English no later than March 27, 2011 Eastern Standard Time (EST) to:

Education Development Center, Inc. 

Attention:
Carol Woods
E-mail:

cwoods@edc.org
Section XI.   RFP Provisions:

1. To become an EDC Pre-Qualified Service Provider, all requested information must be completed and returned in accordance with the requirement of this RFP. All responses received will be analyzed for completion as well as pricing and qualifications.  Incomplete responses will not be accepted. EDC may prequalify one or more vendors resulting from this RFP based the vendor(s) whose proposal(s) conforming to this RFP offer(s) the greatest value. EDC may also (a) reject any or all proposals, (b) pre-qualify other than the lowest cost proposal, (c) accept more than one proposal, (d) accept alternate proposals, and (e) waive informalities and minor irregularities in proposals received.
2. These services will be re-bid at the end of the period referred to in the “Detail” on Page 1, regardless of the date your organization personally achieved its approval. 

3. EDC does not guarantee that it will contract with service providers who become pre-qualified.  If EDC wishes to engage any pre-qualified service provider, a contract for those services must be signed by both the service provider and EDC prior to the commencement of any services.

4. This RFP does not under any circumstances commit EDC to pay any costs incurred by any service provider in the submission of a quotation. This is the Service provider’s responsibility. EDC reserves the right to reject any or all quotations at any time with no penalty. All materials submitted in response to this RFP shall become the property of EDC upon delivery to EDC.

5. Additional documentation may be required prior to actual vendor selection.

6. By submitting a response to the RFP the vendor / consultant acknowledges that the vendor’s authorized representative has read and understands the 3rd and 5th terms of the “Standard EDC Vendor/Consultant Agreement Terms and Conditions” starting on page 9 of this RFP.  

7. By submitting a response to this RFP, the vendor agrees to all the terms and conditions stated in this RFP including those stated in “Bid Documents” above.
8. All information provided by EDC in this RFP 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.
9. EDC shall retain the RFP, and all related terms and conditions, exhibits and other attachments, in original form in an archival copy. Any modification of these, in the vendor’s submission or subsequent contract, is grounds for immediate disqualification.
Section XII.   Response Content:

A. Completed RFP document, Vendor/Consultant Certification Form, W9; and

B. A copy of your standard company terms and conditions; and

C. Organizational capabilities - using a separate attachment, describe the services your organization can offer. 
D. Please provide a list of airlines you do not use.

Section XIII.  Complete the Following:

· Our organization has never been debarred or suspended by the US Federal Government   FORMCHECKBOX 
  yes   FORMCHECKBOX 
  no.

· Please check the appropriate box below: 

Our organization has regularly performed the services referenced under “Bid Categories” for other organizations or businesses:

 FORMCHECKBOX 
  yes    FORMCHECKBOX 
  no

· The applicant, by checking the applicable box, certifies that:

1. If the applicant is a U.S. entity, it operates as:

 FORMCHECKBOX 
  
a corporation incorporated under the laws of the State of Click here to enter text (state),  

 FORMCHECKBOX 
 
an individual,

 FORMCHECKBOX 

a partnership,

 FORMCHECKBOX 

a nongovernmental nonprofit organization,

 FORMCHECKBOX 

a state or local governmental organization,

 FORMCHECKBOX 

a private college or university,

 FORMCHECKBOX 

a public college or university, 

 FORMCHECKBOX 

an international organization, or 

 FORMCHECKBOX 

a joint venture; or

2. If the applicant is a non-U.S. entity, it operates as:

 FORMCHECKBOX 

 a corporation organized under the laws of Click here to enter text (country),

 FORMCHECKBOX 

an individual, 

 FORMCHECKBOX 

a partnership,

 FORMCHECKBOX 

a nongovernmental nonprofit organization,

 FORMCHECKBOX 

a nongovernmental educational institution,

 FORMCHECKBOX 

a governmental organization, 

 FORMCHECKBOX 

an international organization, or

 FORMCHECKBOX 

a joint venture.

Section IX.   Representation(s) 

Complete the following information for the person who will represent your company to EDC:

1. Name/Title:
Click here to enter text     
2. Company Name:
Click here to enter text     
3. Mailing Address:
Click here to enter text     
4. Email Address:
Click here to enter text     
5. Phone
Click here to enter text     
Authorized Representative Name/Title:  
 

Signature:  

Date:


Federal Acquisition Regulations (FAR) require that small business (SB), small disadvantaged business (SDB), women-owned small business (WOSB), HUBZone small business (HUBZone), veteran-owned small business (VOSB) and service-disabled veteran-owned small business (SDVOSB) concerns have the Maximum Practicable Opportunity (MPO) to participate as suppliers and subcontractors in the contracts awarded by any federal agency, consistent with efficient contract performance. 

EDC is committed to utilizing small businesses, minority-owned firms, HUBZone small businesses, veteran owned firms, and women's business enterprises to the fullest possible extent. 

Vendors may certify their status by completing the form below.  See Page 7 for standard definitions.

Please type or print clearly:   

Company Name:  Click here to enter text
Dun & Bradstreet No (optional) **:  Click here to enter text
Address:  Click here to enter text
City / State / Zip: Click here to enter text
Contact Person:  Click here to enter text
Phone and Fax Number: Click here to enter text
Email Address: Click here to enter text

Check ALL that apply:


 FORMCHECKBOX 

Small Business (SB) (self certification)


 FORMCHECKBOX 

Small Disadvantaged Business (SDB) (self certification)


 FORMCHECKBOX 

HUBZone Small Business (self-certification not available) *


 FORMCHECKBOX 

Woman Owned Small Business (WOSB) (self certification)


 FORMCHECKBOX 

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


 FORMCHECKBOX 

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


 FORMCHECKBOX 

Large Business (LB)

* This certification was issued by: Click here to enter text
Certain State and Local contracts may still require state or 3rd party certifications (e.g. SOMBWA, NMSDC, etc.), if you hold a certification not listed above, add your certification information on the line below: 

Click here to enter text
**If you are certified or a member of one of the qualifying groups, please register with Dun & Bradstreet offered as a no-charge service http://www.dnb.com/us/duns_update/
 FORMCHECKBOX 
  
I assert that my business complies with the Small Business Administration’s Table of Size Standards. (This is considered self-certification – see www.sba.gov for additional information)

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.
***  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:




Small Business (SB)

A small business that is independently owned and operated, not dominant* in its field of operation, and meets the SBA’s criteria for the NAICS (www.census.gov/eos/www/naics/) industry to which it belongs.  Currently, a small business certification process is not required for Federal contracts. When submitting a quotation, simply self-certify by checking the appropriate box.

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 HUBZone Small Business maintained by the US Small Business Administration. To determine if your business is located in a HUBZone, or to apply online, go to HUBZone (https://eweb1sp.sba.gov/hubzone/internet/indes.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 (OWBO) (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 (OVBD) (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. 

“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 U.S. Department of Veterans Affairs (http://vabenefits.vba.va.gov/vonapp/main.asp) .   

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 (www.census.gov/eos/www/naics/).

Standard EDC Vendor/Consultant Agreement Terms and Conditions:

1. Vendor or Consultant (“Provider”) agrees to perform Services as set forth in the Scope of Work, attached here and EDC agrees to pay Provider upon satisfactory completion of the work and in accordance with the terms of this agreement.

2. (a) If this is a time agreement, the Provider will maintain accurate records of actual time worked and all other expenses submitted for reimbursement. Provider will make such records available to EDC or its representatives on reasonable request.

Provider certifies that EDC will not be billed for Services paid by other entities or by EDC under any other agreement. Provider will submit invoices to the EDC Project Director within thirty days of completion of Services. EDC will not process an invoice that is not supported by a fully executed agreement. Invoices that do not include the agreement number, dates, and a brief, identifying description of services performed, will not be paid. It will take EDC at least 30 days to process invoices once they have been approved by the Project Director.  (b) If this is a fixed price agreement, the Provider will submit invoices within thirty days of acceptance of the Services by the EDC Project Director. Invoices that do not include the agreement number and a brief, identifying description of the service, will not be paid.  (c) Travel costs will be reimbursed in accordance with EDC policy, using the EDC Travel Expense Report.

3. Provider’s relationship to EDC is that of an independent contractor. Provider certifies that s/he will not present, allege or claim to third persons in any manner whatsoever that s/he is employed by EDC. Provider further certifies that Provider makes his or her services available to the public through an independently established trade, occupation, profession or business and is licensed as required by applicable law or is part of a separate legally incorporated business, and that EDC is not the Provider’s sole client for this type of service.

The parties agree that EDC does not have the right to instruct Provider about how to perform the Services that Provider will not use EDC facilities to perform the Services and Provider is free to make business decisions which affect Provider’s profit or loss.

Nothing in this Agreement is intended to create a partnership, agency, employer, employee or joint venture relationship. Provider will be responsible for all taxes arising from compensation and other amounts paid under this Agreement, and shall be responsible for all payroll taxes and fringe benefits of Provider’s employees. Neither federal, nor state, nor local income tax, nor payroll l tax of any kind, shall be withheld or paid by EDC on behalf of Provider or its employees. Provider and Provider’s employees will not be eligible for, and shall not participate in, any employee pension, health, welfare, or other fringe benefit plan of EDC. No workers' compensation insurance shall be obtained by EDC covering Provider or Provider’s employees.

4. Provider indemnifies, defends and holds EDC harmless from and against all liabilities (including reasonable expenses and attorney’s fees) incurred by or imposed on EDC in connection with any suits, or judgments related to Provider’s warranties, representations or performance of the Services under the agreement.

5. Provider is required to carry general comprehensive liability insurance in an amount consistent with industry standards.

6. All data, documentation, specifications, models, computer programs and code, and other technical and business information furnished or disclosed to Provider by EDC ("Confidential Information") are the property of EDC, and all copies will be returned to EDC at the end of the performance period. Unless such Confidential Information was previously known to Provider free of any obligation to keep it confidential, or is subsequently made public by EDC, it will be held in confidence by Provider and used only for the purposes of performing the Services.

7. All written material, software programs, code and documentation, and intangible or tangible inventions arising out of the performance of this Agreement, (“Deliverables”) belong to EDC. Provider agrees that the Deliverables are specially commissioned works made-for-hire, and that EDC is deemed the author for copyright purposes. If any Deliverable(s) is determined not to be a work made-for-hire, this agreement will be deemed an irrevocable assignment of copyright to the Deliverable(s) to EDC. To the extent permitted by law, Provider waives rights to the Deliverables afforded by the U.S. Visual

Artists Rights Act, and all so-called "moral rights" to the Deliverables afforded under the law of any other country. Provider will, as EDC requests, execute documents required to vest ownership in EDC. Provider will acquire all rights as necessary to provide

EDC the rights agreed to be conveyed and will appoint EDC as attorney-in-fact to execute required documents. Provider will treat Deliverables as EDC Confidential Information.

Provider will not incorporate any works in the preparation of Deliverables unless such works and their owners (including the owners of any intellectual property rights embodied therein) are identified in advance and in writing to EDC. If such works consist of or incorporate any materials owned by third parties, Provider warrants that s/he has the authority to grant to EDC unrestricted rights and licenses, free of any claim of rights by any other person or entity.

8. EDC may terminate the Agreement for any reason with fourteen (14) days prior written notice. EDC will not be liable for any payments accruing after notice of termination without EDC’s approval.

9. The failure of EDC to enforce any right under this agreement is not a waiver of that right.

10. Provider may not transfer or subcontract any part of this agreement to another party, without EDC prior written consent.

11. This is the entire agreement with respect to its subject matter and there are no other agreements, either written or oral. It may be modified only by written amendment, executed by authorized representatives of both parties.

12. The interpretation of this agreement and transactions or disputes under it shall be governed by the laws of the Commonwealth of Massachusetts, U.S.A.

13. Sections 3, 4, 6, 7 and 13 will survive termination of this agreement.

14. Provider agrees to comply with all applicable federal laws and regulations including affirmative action, equal employment opportunity, use of human participants in research, prohibitions against supporting terrorism, prohibitions on human trafficking and prohibitions against discrimination. Provider hereby certifies that s/he is not presently debarred, suspended, proposed for disbarment, declared ineligible, or voluntarily excluded from covered transactions by any Federal department or agency, and is not delinquent on any State or Federal tax. Provider will cooperate with EDC in its efforts to comply with all laws, regulations and any award terms and conditions imposed on EDC by the sponsor(s) of this project.
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