




Request for Proposals


Education Development Center, Inc.
(Hereafter referred to as “EDC”)
Request for Proposals for Procurement of
Travel Services


Date of Issuance:
July 23, 2013
 


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.

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 as preferred vendors.  This approval will be valid through December 31, 2018 as long as the service provider remains in good standing with EDC.

1. Purpose and Eligibility

1.1 Purpose

The purpose of this RFP is to establish prequalified travel service providers to be used by EDC. The projected spend for travel, including air, lodging and car rental is $2,000,000 total per year.

1.2 Coverage & Participation

The services included in this RFP include: air and rail travel, lodging, and car rentals. 

2. General Information

2.1 Original RFP Document
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 offeror’s submission or subsequent contract, is grounds for immediate disqualification.

2.2 RFP Provisions

1. 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.
2. All responses received will be analyzed for completion as well as pricing and qualifications.  
3. EDC does not guarantee that it will contract with travel service providers who become prequalified.  
4. This RFP does not under any circumstances commit EDC to pay any costs incurred by any service provider in the submission of a proposal. This is the offeror’s responsibility. 
5. Quotation.  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.
6. Additional documentation may be required prior to actual vendor/consultant selection.
7. By submitting a response to this RFQ, the vendor / contractor is agreeing to all the terms and conditions stated in this RFQ.



2.3 Schedule of Events

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

	TIME
	DATE
	Time Table

	5:00PM EST
	July 25, 2013
	Deadline for request for any clarifications from EDC

	5:00PM EST
	July 26, 2013
	Estimated date for issuance of any clarifications by EDC

	5:00PM EST
	August 2, 2013
	Deadline for submission of proposals

	5:00PM EST
	August 12, 2013
	Estimated Date for Notification to Offerors on proposal status

	Week of:
	August  15 – 23, 2013
	Top 5 scoring offerors to present proposal to EDC. Reference section 3.5 for additional information.

	5:00PM EST
	September 9th
	Estimated Date for Prequalified Vendor Award Notification

	
	October 1, 2013
	Chosen Vendors - Start



3. Proposal Submission and Selection

3.1 Offeror’s Understanding of the RFP

In responding to this RFP, the Offeror fully understands the RFP in its entirety and in detail, including making any inquiries to EDC as necessary to gain such understanding. Clarification questions must be submitted by potential offerors—via e-mail— by July 25, 2013, 5:00PM EST. Questions and responses will be collected in a single document that will be shared via email with all offerors. 

EDC reserves the right to disqualify, at its sole discretion, any offeror who submits a proposal 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.

EDC reserves the right to: 
· Reject any or all offers and discontinue this RFP process without obligation or liability to any potential offeror, 
· Accept other than the lowest priced offer, 
· Award more than one contract,
· Extend the deadline for proposal submission.

3.2 Communication

Verbal communication shall not be effective unless formally confirmed in writing by the EDC Contact Person in charge of managing this RFP process. In no case shall verbal communication govern over written communications.

Offerors’ inquiries, questions, and requests for clarification related to this RFP are to be directed in writing in English before July 25, 2013, 5:00PM EST to:

Education Development Center, Inc. 
Attention:	Ruth Rappaport
E-mail:		ruthr@edc.org

3.3 Proposal Submission

Proposal must be delivered via 6 (six) hard copies and 6 (six) USB memory sticks as well as email to:

Five (5) to: 							
Education Development Center, Inc. 
43 Foundry Avenue
Waltham, MA 02453
Attention:	Ruth Rappaport
E-mail:		ruthr@edc.org

One (1) to:
Education Development Center, Inc. 
1025 Thomas Jefferson Street NW Suite 700 West
Washington, DC 20007
Attention:	Jessica Miranda
E-mail:		jmiranda@edc.org

All proposals must be received by EDC, before the deadline date and time, August 2, 2013, 5:00PM EST.

3.4 Evaluation Criteria and Method of Award

The evaluation of each response to this RFP will be based on its demonstrated competence, compliance, format, and organization. The purpose of this RFP is to identify those organizations that have the interest, capability, financial strength and experience to supply the services identified in Section 1.

Evaluation Criteria:

	Item
	Evaluation Criteria
	Score Weight

	1.
	Financial, Staffing and Service Capabilities
	25

	2.
	Technology
	15

	3.
	Travel Management Reporting System
	5

	4.
	Communication System
	15

	5.
	Quality of Experiences and References
	25

	6.
	Pricing and Cost Control
	15

	
	
	100



EDC reserves the right to contact offerors for additional and/or clarifying information before making a decision.

3.5 Selection 

EDC may award one or more contracts resulting from this RFP to the offeror(s) whose proposal(s) conforming to this RFP offer(s) the greatest value based on the evaluation criteria as described in Section 3.4. EDC may also (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.

The top three offerors with the highest total scores will be invited to EDC to present their proposals (not to exceed 2 hours) in more detail and answer questions from the award committee; at the bidders request, presentations may be done virtually. The selection of the organizations for participation in the full bidding process will be at the sole discretion of EDC. The right is reserved to reject any proposals.

Offerors will be notified in writing by EDC of the status of their proposals not later than October 1, 2013.

4. Agency Information

All agencies must submit an agency profile sheet with the following information:

4.1 Agency Profile
a. [bookmark: Text1][bookmark: _GoBack]Agency Name:  Click Wehere to enter text
b. Contact Name(s):  Click here to enter text
c. Contact Email:  Click here to enter text
d. Address:  Click here to enter text
e. Telephone: Click here to enter text	  
f. Fax:  Click here to enter text
g. Website Address:  Click here to enter text  
h. Number of Agents: Click here to enter text  
i. Number of Years in Business: Click here to enter text
j. Bank Reference (include contact information): Click here to enter text
k. Please provide a brief description of your affiliations with any consortium, mega agency, or international agency
l. Sales Volume:
· Gross air sales volume for 2012:  Click here to enter text
· Gross air sales volume for 2010 through 2012:  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



4.2 Services and Staffing
a. Emergency Services:  Click here to enter text
b. Visa Processing Capabilities:  Click here to enter text
c. After Hours Services:  Click here to enter text
d. Will EDC guidelines be communicated to, and followed by After Hours Services/Emergency Services? Click here to enter text
e. What is your approval process?  Click here to enter text
f. Hotel Program(s): Click here to enter text
g. Auto Rental Program(s):  Click here to enter text
h. Ticket Delivery Service:  Click here to enter text
i. Internet Booking Availability:  Click here to enter text
j. Refund Procedures:  Click here to enter textClick here to enter text
k. VIP Services:  Click here to enter text
l.  Ability to achieve government per diem rates with hotels : Click here to enter text
m. Experience with Not-for-profits and government clients: Click here to enter text
n. Familiarity with “Fly America Act” “open Skies” and other government requirements? Click here to enter text
o. Describe your experience with international travel arrangements (especially with non-EU travel arrangements) and what services you offer specifically for international travelers: Click here to enter text
p. Reservations by Email or Fax:  Click here to enter text
q. 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

4.3 Technology
a. Please describe your capabilities in the following areas:
b. Security Tracking: Click here to enter text
c. Reservation System: Click here to enter text
d. Installation Date: Click here to enter text
e. Fee Structure: Click here to enter text
f. Web Services: Click here to enter text
g. Email Services:  Click here to enter text

4.4 Travel Management Reporting System:
a. Name of System:  Click here to enter text
b. Installation Date:  Click here to enter text
c. Fee Structure:  Click here to enter text
d. Type, number, frequency, and format of reports:  Click here to enter text
e. Reconciliation by project and by traveler:  Click here to enter text
f. Ability to store traveler preferences:  Click here to enter text
g. Ability to store multiple  organizational unit policy restrictions:  Click here to enter text
h. Client online access to reporting:  Click here to enter text
i. Please describe software export capability to Access, Excel or CSV format:  Click here to enter text
j. Please describe ability to track corporate policy compliance:  Click here to enter text
k. Frequent Flyer miles tracking:  Click here to enter text
h.  Ability to connect with International  SOS travel tracker system: Click here to enter text


l. Ability to track airline and hotel contract rate compliance: Click here to enter text
m. Please list any other software designed to enhance service, including function, and any associated fees:  Click here to enter text
n. Please describe your back-office accounting system:  Click here to enter text

 4.5   Telephone System(s):
a. Name of System:  Click here to enter text
b. Installation Date:  Click here to enter text
c. ACS:  Click here to enter text
d. Dedicated Phone Lines:  Click here to enter text
e. Toll Free Lines:  Click here to enter text

4.6  Quality Assurance:
a. Please describe your agency’s benchmarks/standards in the following circumstances:
b. Telephone Inquiries:  Click here to enter text
c. Time Until Callback:  Click here to enter text
d. E-Mail:  Click here to enter text
e. Time until E-Mail Response:  Click here to enter text
f. Internet Booking:  Click here to enter text
g. Travel Documents Delivery:  Click here to enter text
h. Traveler Satisfaction – are travelers surveyed? If yes, how often?:  Click here to enter text
i. Lowest Fares and Rates Obtained:  Click here to enter text
j. Accuracy of Tickets and Itinerary:  Click here to enter text
k. Accuracy of Management Reports:  Click here to enter text
l. Management of Report Delivery:  Click here to enter text
m. What methods do you use to measure your performance?  Click here to enter text
n. How often do you measure your performance against industry standards?  Click here to enter text
o. Which third-party auditors do you use to regularly monitor your performance?  Click here to enter text
p. What performance goals do you customarily include and guarantee in your service contracts?  Click here to enter text
q. Do you have a method for fulfilling guarantees when errors are made?  If so, please describe the process:  Click here to enter text

4.7  Additional Information:

a. Please provide a copy of your standard agency terms and conditions.
b. Using a separate attachment, please describe additional  services your organization can offer, include upgrades, points, loyalty clubs, managing corporate rewards programs,  incentive programs,  etc.
c. Please provide a list of airlines that you do not use. Click here to enter text
d. Please provide a list of additional services that you will provide to EDC if selected as a prequalified travel agency. Click here to enter text

5.  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

[bookmark: _Toc214693934]6.  Pricing and Cost Control:
a. All agencies must submit a cost breakdown for completing services described in this RFP. The selected agencies must agree to abide by the price submitted for the duration of the contract.
b. [bookmark: OLE_LINK1][bookmark: OLE_LINK2]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
c. How do you balance the demand for cost control with the individual traveler’s service requirements?  Click here to enter text

7.  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.  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. EDC does not guarantee that it will contract with service providers who become pre-qualified.  
3. 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.
4. Additional documentation may be required prior to actual vendor selection.
5. 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.
6. 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.

8. Agency Overview and Certification

8.1 Agency Overview

· [bookmark: Check4][bookmark: Check5]Your organization has never been debarred or suspended by the US Federal Government  |_|  yes  |_|  no.
· Please check the appropriate box below: 
Our organization has regularly performed the services referenced for other organizations or businesses:
[bookmark: Check2][bookmark: Check3]|_|  yes   |_|  no

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

1. If the applicant is a U.S. entity, it operates as:
[bookmark: Check23]|_|  a corporation incorporated under the laws of the State of Click here to enter text ,  
[bookmark: Check24]|_| 	an individual,
[bookmark: Check25]|_|	a partnership,
[bookmark: Check26]|_|	a nongovernmental nonprofit organization,
[bookmark: Check27]|_|	a state or local governmental organization,
[bookmark: Check28]|_|	a private college or university,
[bookmark: Check29]|_|	a public college or university, 
[bookmark: Check30]|_|	an international organization, or 
[bookmark: Check31]|_|	a joint venture; or

2. If the applicant is a non-U.S. entity, it operates as:
[bookmark: Check32]|_|	 a corporation organized under the laws of Click here to enter text (country),
[bookmark: Check33]|_|	an individual, 
[bookmark: Check34]|_|	a partnership,
[bookmark: Check35]|_|	a nongovernmental nonprofit organization,
[bookmark: Check36]|_|	a nongovernmental educational institution,
[bookmark: Check37]|_|	a governmental organization, 
[bookmark: Check38]|_|	an international organization, or
[bookmark: Check39]|_|	a joint venture.

8.1 Business Size Certification

Vendors may certify their status by completing the form below.  See Page 10 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:

	|_|	Small Business (SB) (self certification)
[bookmark: Check14]	|_|	Small Disadvantaged Business (SDB) (self certification)
[bookmark: Check15]	|_|	HUBZone Small Business (self-certification not available) *
[bookmark: Check16]	|_|	Woman Owned Small Business (WOSB) (self certification)
[bookmark: Check17]	|_|	Veteran Owned Small Business (VOSB) (self-certification)
[bookmark: Check18]	|_|	Service Disabled Veteran Owned Small Business Concern (self-certification) * (SDVOSP)
[bookmark: Check19]	|_|	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: 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/

|_|  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: Click here to enter text 

Signature:  		Date:	Click here to enter text		


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/).

9.   Representation(s) 

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

1. [bookmark: Text8]Name/Title:	Click here to enter text     
2. [bookmark: Text10]Company Name:	Click here to enter text     
3. [bookmark: Text11]Mailing Address:	Click here to enter text     
4. [bookmark: Text12]Email Address:	Click here to enter text     
5. [bookmark: Text13]Phone	Click here to enter text     
  

Authorized Representative Name/Title:  Click here to enter text 

Signature:  		Date: Click here to enter text
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