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                                       City Purchasing          General Information 206-684-0444

Current Contract Information


ALERTS

This contract is not intended for anything that is more properly classified as Public Works.  

This contract is limited to only those items expressly provided for in this contract.

Do not use for federally funded purchases without a specific review for your grant funding requirements. 

	Contract Title  TRAVEL AGENTS – Travel Assisted Travel Services
	Contract #  3288

	Buyer
	Name: 

Laura Park
	Phone: 

206-684-0445
	E-Mail:

Laura.park@seattle.gov

	Vendor 

	Name:  ADVANCE TRAVEL INC.
	ID# 0000016499

	Vendor Address

	Street:  12345 Lake City Way NE #121
Seattle WA 
	Zip  98125

	Vendor Contact
	Name:            May Leung

	
	Phone:    206-467-6742
	Fax:  206-622-3736
	E-Mail: 

advancetravel@ix.netcom.com 

	WMBE Status
	WMBE

	Description


	This contract  is awarded through State of WA Contract #01913, SEE CITY’S TRAVEL POLICY:  http://inweb/accountingservices/citytravel.htm 

	Contract Term
	Original 05/02/2014 through 09/30/2019


	Future Extension Option
	N/A

	Freight Terms
	N/A

	Prompt Pay Discount
	Net 10

	Delivery ARO
	varies

	Order Instructions
	All City Departments
	Order Limit:  N/A

	Contracting Options
	Pool Contract:
· 3291 with Carlson Wagonlit

· 3290 with Scan East West Travel (WBE)

· 3288 with Advance Travel Inc.     (WBE)                           



	Contract Change History
	Original Contract Award: 05/02/2014
Change Order #1: Issued to change Advance Travel mailing address and City Contact information

	Comprehensive Contract


[image: image1.emf]0000003288va1.pdf


	Current Pricing

	Original Piggyback Contract

[image: image2.emf]0000003288RFQ.pdf




	Vendor Emergency Contact Information

	Emergency Contact Name
	same

	Emergency Phone Number
	

	Back-Up Emergency Phone Number 
	

	Contact information for company locations areas outside Seattle that can be called upon in an emergency

Alternative Address
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4@» VENDOR CONTRACT

CITY PURCHASING & Vendor Contract # Date Change Order #
CONTRACTING 0000003288 07/15/2015 1

SERVICES
700 5™ Ave Suite 4112
PO BOX 94687 Net 10 days N/A

Payment Terms Freight Terms

Seattle, WA 98124-4687 Buyer: FAX: Phone:
Laura Park 206/233-5155 206/684-0445

Vendor #: 0000016499 Ship To:
ADVANCE TRAVEL INC.
12345 Lake City Way NE #121 City Departments
Seattle, WA 98125

Contact: May Leung Bill To:
Title: Owner/Agent
Phone #: 206/467-6742 City Departments
advancetravel@ix.netcom.com

ADVANCE TRAVEL INC. is awarded a contract for providing the City of Seattle with TRAVEL
MANAGEMENT SERVICES as specified in Attachment #A in receipt of Washington State Contract RFQ &
Contract # 01913 For Travel Services — Agent Assisted and Internet Based Services. During the term
either party may propose changes provided thirty (30) days advanced written notice is furnished.

Original Contract Term: 05/02/2014 through 09/30/2019
Change Order #1: Issued to update Advance Travel Inc. mailing address, and the City contact information.

Orders shall be placed by Department Representatives. Invoices shall be mailed in duplicate to the
Department placing the order. Attn: Accounts Payable, per attached list (or A/P address). Each invoice
shall indicate Contract #0000003288

Any services provided will be subject to the Terms and Conditions of State of Washington Contract
#01913.

The City does not guarantee utilization of this contract. The City may award contracts to other vendors for
similar products or services. This contract is subject to cancellation by either part upon thirty (30) days
advanced written notice.

Authorized Signature/Date
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‘@’ VENDOR CONTRACT

CITY PURCHASING & Vendor Contract # Date Change Order #
CONTRACTING 0000003288 05/02/2014
SERVICES Pa = E——
700 5™ Ave Suite 4112 yment ferms reight Terms
PO BOX 94687 Net 10 days N/A
Seattle, WA 98124-4687 Buyer: FAX: Phone:
Rick Davison 206/233-5155 206/684-8310

Vendor # 0000016499

ADVANCE TRAVEL INC.
9594 1% Avenue NE #288 City Departments
Seattle WA 98115

Ship To:

Contact: May Leung

Title: Owner/Agent
Phone # 206/467-6742 City Departments
advancetravel@ix.netcom.com

Bill To:

ADVANCE TRAVEL INC. is awarded a contract for providing the City of Seattle with TRAVEL
MANAGEMENT SERVICES as specified in Attachment #A in receipt of Washington State Contract RFQ &
Contract # 01913 For Travel Services — Agent Assisted and Internet Based Services. During the term
either party may propose changes provided thirty (30) days advanced written notice is furnished.

Original Contract Term: 05/02/2014 through 09-30-2019

Orders shall be placed by Department Representatives. Invoices shall be mailed in duplicate to the
Department placing the order. Attn: Accounts Payable, per attached list (or A/P address). Each invoice
shall indicate Contract #0000003288

Any services provided will be subject to the Terms and Conditions of State of Washington Contract
#01913.

The City does not guarantee utilization of this contract. The City may award contracts to other vendors for
similar products or services. This contract is subject to cancellation by either part upon thirty (30) days
advanced written notice.

Authorized Signature/Date






Attachment #A
Vendor Contract #0000003288
05/02/2014 through 09/30/2019

ADVANCE TRAVEL INC.
9594 1% Ave. N.E. # 288
Seattle WA 98115

TRAVEL MANAGEMENT SERVICES

Per Proposal #01913 dated 10/01/2013.

GENERAL INFORMATION:

Book reservations as follows:

e Call May Leung, Jennifer Lee, 206/467-6742
e Email Address advancetravel@ix.netcom.com

AUTHORIZATION PROCESS:

e City of Seattle employee to give travel agent their Trip Number.
If employee does not have a Trip Number, employee will email the Travel
Authorization Form to advancetravel@ix.netcom.com

e City will provide vendor a list of departments that will not be using Trip Numbers.

AIRLINES:

e Employee may file an employee profile with vendor.

e Frequent flyer miles belong to the employee.

e Vendor will invoice for airline tickets if City employee does not have a credit card.
The City will pay within ten (10) days.

TICKET DELIVERY OPTIONS:

e Tickets can be promised within twenty to thirty minutes.

e Emergency orders will be delivered by messenger service.
e Electronic tickets eliminate ticket delivery.






LODGING

e All hotel listings within SABRE include negotiated and association rates.
e Reservations at a Westin use their corporate membership program.
 Hotel reservations will be guaranteed to a credit card that the City employee specifies.

RENTAL CARS

e Vendor to book vehicles through the City of Seattle’s Contract # 0000001300 with
Enterprise Rent A Car whenever possible. Insurance is included in the City’s
contract with Enterprise.

* Vendor may book with another car rental agency only when Enterprise cannot fulfill
the requirement. In this case, vendor to verbally inform the City employee to
purchase the liability and physical damage insurance.

MANAGEMENT REPORTS
Vendor will coordinate with each departmental contact person to access their
department’s reporting needs.

FEES:

Airline Tickets

E- Ticket Processing Fee $40/Ticket per Person

Paper Ticket Fee $50.00

Fee on Refundable Tickets $50/Ticket per Person or 5% of
ticket cost due to complexity and
research involved in itinerary.

Lost Ticket Application $55

Change Fees $40 in addition to any

Supplier cancellation fees
Hotel Reservations

Hotel Reservations ONLY
Hotel Reservations-No Commission

Car Reservations
Domestic
International

Special Services
Exchange Tickets
(Reissue or unused tickets)

$0 Booked in computer
$25

$0 Book in computer
$0 Book in computer

$40





Late Payment Fee
Overdue accounts 1% per month interest
FROM date of invoice

PAYMENT TERMS:

e Net 10 days after receipt of invoice, for airline tickets not charged to a credit card.

e City of Seattle employees will use a C-Card, or a personal credit card to hold a hotel,
or a rental car reservation. '





® City of Seattle

Department of Finance and Administrative Services

City Purchasing & Contracting Services Division

CITY OF SEATTLE INVOICE ADDRESS GUIDE

Revised: 1/17/2014

NOTE: Please send INVOICES to Mailing Address of Accounts Payable Section of the Ordering Department.

DEPARTMENT ACCOUNTS ACCOUNTS PAYABLE PHYSICAL LOCATION PHONE/FAX
PAYABLE MAILING ADDRESS
CONTACT
Arts & Cultural Affairs, Office of Sheila Moss PO Box 94748 700 5" Avenue, Suite 1766 206-233-7016 Phone
Seattle WA 98124-4748 Seattle WA 98104 206-684-7172 Fax
City Auditor, Office of Melissa Alderson PO Box 94729 700 5™ Avenue, Suite 2410 206-386-4168 Phone
Seattle, WA 98124-4729 Seattle WA 98104
City Light Scott Hayes PO Box 34023 700 5" Avenue, Suite 3200 206-684-3563 Phone

Seattle, WA 98124-4023

Seattle WA 98104

206-684-3855 Fax

Civil Rights, Seatle Office for

Latrice Ybarra

810 3™ Avenue, Suite 750
Seattle, WA 98104-1627

810 3" Avenue, Suite 750
Seattle, WA 98104-1627

206-684-4539 Phone
206-684-0332 Fax

Economic Development, Office of | Suching Luu PO Box 94708 700 5™ Avenue, Suite 5752 206-684-7391 Phone
Seattle, WA 98124-4708 Seattle WA 98104 206-684-0379 Fax

Ethics & Elections Commission Anthony Adams PO Box 94729 700 5" Avenue, Suite 4010 206-684-8576 Phone
Seattle, WA 98124-4729 Seattle WA 98104 206-684-8590 Fax

Finance & Administrative Mary Leslie PO Box 94669 700 5™ Avenue, Suite 5200 206-684-0333 Phone
Services, Dept of Seattle, WA 98124-4669 Seattle WA 98104 206-684-0506 Fax

Fire Department Sheila Kelly 3012 2™ Avenue South 301 2™ Avenue South 206-386-1461 Phone
Seattle, WA 98104-2618 Seattle, WA 98104-2618 206-233-2755 Fax

Fleets & Facilities Mary Leslie PO Box 94689 700 5" Avenue, Suite 5200 206-684-0333 Phone
Seattle, WA 98124-4689 Seattle WA 98104 206-684-0506 Fax

Hearing Examiner, Office of Pat (Patricia) Cole PO Box 94729 700 5" Avenue, Suite 4000 206-615-1570 Phone
Seatile, WA 98124-4729 Seattle VWA 98104 206-684-0536 Fax

Housing, Office of Blanche Carvello PO Box 94725 700 5" Avenue, Suite 5700 206-684-5524 Phone
Seattle, WA 98124-4725 Seattle VWA 98104 206-233-7117 Fax

Human Services Josie Limos PO Box 34215 700 5" Avenue, Suite 5800 206-684-0307Phone
Seattle, WA 98124-4215 Seattle WA 98104 206-621-5021 Fax

Information Technology, Dept of | Nitaya PO Box 94709 700 5" Avenue, Suite 2700 206-684-0482 Phone
Kambhiranond Seattle, WA 98124-4709 Seattle WA 98104 206-684-0911 Fax

Law Rithy Lim PO Box 94769 600 4" Avenue, 4" Floor 206-233-0095 Phone
Seattle, WA 98124-4769 Seattle WA 98104-1858 206-684-8284 Fax

Legislative Eric Ishino PO Box 94728 600 4™ Avenue, 3" Floor 206-684-8141 Phone
Seattle, WA 98124-4769 Seattle, WA 98104 206-684-8587 Fax

Library, Seattle Public Dean Nishimura 1000 4™ Avenue 1000 4" Avenue 206-386-4109 Phone
Seattle, WA 98104-4728 Seattle, WA 98104-1109 206-386-4108 Fax

Municipal Court of Seattle Terri (Theresa) PO Box 34987 600 5" Avenue 206-684-5659 Phone
Flores Seattle, WA 98124-4987 Seattle, WA 98104 206-733-9357Fax

Neighborhoods, Dept of Nga Nguyen PO Box 94649 700 5" Avenue, Suite 1700 206-615-0580 Phone

Seattle, WA 98124-4649

Seattle WA 98104

206-233-5142 Fax

Parks & Recreation

Martin Yamamoto

800 Maynard Ave S, 3" Floor
Seattle, WA 98134

800 Maynard Ave S, 3" Floor
Seattle, WA 98134

206-684-7364 Phone
206-684-7285 Fax

Personnel Jackie Yang PO Box 34028 700 5" Avenue, Suite 5500 206-684-7894 Phone
Seattle, WA 98124-4028 Seattle, WA 98104 206-684-7751 Fax
Planning & Development, Dept of | Cathy Stoltey PO Box 34019 700 5" Avenue, Suite 1800 206-233-7918 Cathy's #
Perry Wong Seattle, WA 98124-4019 Seattle WA 98104 206-615-1701 Perry's #
Police Christi Thompson PO Box 34986 610 5™ Avenue, 5" Floor 206-684-8779 Phone
Seattle, WA 98124-4986 Seattle, WA 98104 206-233-7207 Fax
Police Pension Stephanie Coleman | PO Box 94729 700 5" Avenue, Suite 1670 206-386-1287 Phone
Seattle, WA 98124-4729 Seattle, WA 98104 206-386-9075 Fax
Public Safety Civil Service Jenniffer Greenlee PO Box 94729 700 5" Avenue, Suite 1670 206-233-7118 Phone
Commission Seattle, WA 98124-4729 Seattle, WA 98104 206-684-0755 Fax
Retirement System Dolly Newton 720 3™ Ave, Suite 1000 720 3™ Avenue Suite 1000 206-386-1293 Phone

Seattle, WA 98104-1829

Seattle, VWA 98104-1829

206-386-1506 Fax

Seattle Center

Vincent DiGianni

305 Harrison
Seattle, WA 98109

305 Harrison
Seattle, WA 98109

206-684-7145 Phone
206-615-0327 Fax

Seattle Public Utilities Sharon Gill PO Box 34018 700 5™ Avenue, Suite 4900 206-233-7169 Phone
Seattle, WA 98124-4018 Seattle, WA 98104 206-386-4033 Fax
Transportation, Seattle Dept of Don Padgett PO Box 34996 800 5" Avenue, Suite 3000 206-684-8126 Phone

Seattle, WA 98124-4996

Seattle, WA 98104

206-684-3635 Fax
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Washington State Department of

Enterprise Services

Request for Qualifications - #01913

TRAVEL SERVICES ; AGENT ASSISTED AND INTERNET BASED

The Washington State Depariment of Enterprise Services, Master Contracts and Consulting Unit (MCC), issues this
Request for Qualifications (RFQ) under the authority of the Revised Code of Washington (RCW) 39.26. DES reserves
the right to modify dates and times. Any changes will be sent electronically as amendments to all users of
Washington’s Electronic Business Solution (WEBS) who downloaded this RFQ.

Pastingdate .oy July 12, 2013
Question-and-answer period ...... July 12 = July 31, 2013
Pre-bid conference ..................... July 23, 2013 — 10:00 am to 12:00 pm

................................................... Legislative Building, Columbia Room, First Floor, Olympia

.................................................... (Domed building on the Capital Campus)

Vendor Forums........................were conducted June 13, 14 and 19, 2013
Responses are due..................... July 31, 2013, 2 p.m.

Anticipated award date ............... August 21, 2013

Procurement coordinator............ Connie Stacy, Contracts Specialist

(360) 407-9403
connie.stacy@des.wa.gov

Deliver responses to................... Washington State Department of Enterprise Services
Master contracts and Consulting (MCC)
1500 Jefferson St. SE
Olympia, WA 98501

Attention: Bid Clerk, Master Contracts and Consulting Unit

IMPORTANT: Responses must be delivered in a sealed package and
should have the following information on the outside:

RFQ number

RFQ due date and time

Procurement coordinator’'s name

Name and address of bidder's company

®
Ll
*
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Request for Qualifications #01913
Travel Services
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Request for Qualifications #01913
Travel Services

1

SUMMARY OF OPPORTUNITY

11

Purpose of the RFQ

The purpose of this RFQ is to establish a statewide master contract with a multiple award, by
region, of contractors to provide government travelers with travel services, both agent assisted and
internet based, or a combination thereof. This RFQ will replace Contracts #00309, Agent Assisted
Travel Services, and #07408, Online Travel Services, both of which are scheduled to expire
September 30, 2013.

State of Washington agencies are required to utilize a contracted travel service provider if and
when travel services are necessary. They may also book services direct with the contract
providers, such as Alaska Airlines via their online booking tool, EasyBiz.

Travel by all state agencies is subject to the rules and regulations published by the Office of
Financial Management (OFM) in the State Administrative and Accounting Manual (SAAM), Chapter

Ten, Travel, which are available at website http://www.ofm.wa.gov/policy/default.asp

Based upon their own selection criteria, customers will choose from the pool of qualified
contractors when services are required. Many select more than one. They may change contractors
at any time during the contract term.

Department of Enterprise Services is not able to sponsor or directly market specific contractors to
customers.

Contractors shall be familiar with any state master contracts that provide travel services, such as:
e Contract 01713 - Airfares, Refundable with Alaska Air
e Contract 02013 — WSCA-NASPO Discount Airfare Agreement with Southwest Airlines
» Contract 03710 - Vehicle Rental with Enterprise Services

WSCA-NASPO Lodging Agreement

Agent Assisted Travel Services is defined as: An agent-assisted service is generally used by
customers who are uncertain about their plans, unaware of the options available, and require some
level of guidance or assistance with their travel needs — typically by telephone. Contractors will
provide recommendations and price quotes in response to specific customer needs, and upon
request, secure, modify or cancel travel reservations.

Internet Based Travel Services is defined as: An internet based service is utilized primarily by
customers who are certain of their plans, familiar with their options, and require no assistance
when making reservations. The system shall provide access to the state master contracts indicated
above.

Minimum service and qualification requirements for each service are provided in Appendix B,
Special Terms and Conditions.
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Request for Qualifications #01913
Travel Services

1.2

13

14

2

Purchasers

This contract will be available for use by all Washington state agencies and members of the Master
Contract Usage Agreement (MCUA), including institutions of higher education, cities and counties,
political subdivisions or special districts, and nonprofit corporations.

While use of the contract by political subdivisions and nonprofit corporations that are members of
the MCUA is optional, DES encourages them to use its master contracts. Their use of the contracts
may significantly increase the purchase volume. Their orders are subject to the same contract
terms, conditions and pricing as state agencies. DES accepts no responsibility for orders or
payment by MCA members.

—  MCUA members: https://fortress.wa.gov/gal/apps/coop/Default.aspx

Contract term

The initial term of the contract is two years from October 1, 2013 (or official award date) through
September 30, 2015, with the option to extend for additional term(s) or portions thereof. Extensions
will be exercised at the sole discretion of DES upon written mutual agreement. The total contract
term, including the initial term and all extensions, will not exceed six years unless circumstances
require a special extension. DES reserves the right to extend with all or some of the contractors.

Estimated usage

Booking fees over the initial two-year term of the contract could approximate $3,000,000.00 for
Agent Assisted, and $100,000.00 for Internet Based services (these amounts do not include actual
cost of airfare, vehicle rental, lodging costs, etc). DES does not represent or guarantee any
minimum purchase.

The number of bookings shown below are those reported by the current contractors for Contracts
#00309 (Agent Assisted) and #07406 (Online Services) for the time period indicated:

Agent Assisted Online

1* quarter — 2012 Year 2012
Domestic Flights booked 9639 3012
International Flights booked 953 109

Rental Vehicle Reservations 3857 534
Lodging Reservations 797 66

To view the current contracts, which include contractor and pricing information, please visit
website http://www.des.wa.gov/services/Travel/Travel/Pages/default.aspx

RFQ OVERVIEW

2.1

Announcement and special information

The RFQ, its appendices, attachments, amendments and any incorporated documents will
comprise the entire RFQ which will become the resulting contract between DES and the awarded
contractor when it is countersigned by DES.
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Request for Qualifications #01913
Travel Services

2.2

2.3

By responding to this RFQ, a bidder acknowledges having read and understood the entire RFQ
and accepts all information contained within the RFQ without modification.

NOTE: The Competitive Procurement Standards, which is an appendix to this RFQ, contains
general provisions and terms for Solicitations issued by DES. Should a term within the Competitive
Procurement Standards conflict with a term elsewhere in the RFQ, the latter will prevail.

Complaint, debrief, protest (general information)

NOTE: See also Appendix E — complaint, debrief, and protest Procedures, located in the
Appendices section below.

Complaint: This solicitation offers a complaint period for bidders wishing to voice objections to this
solicitation. The complaint period ends five business days before the bid due date. The complaint
period is an opportunity for the bidder to voice objections, raise concerns or suggest changes.
Failure by the bidder to raise a complaint at this stage may waive its right for later consideration.
DES will consider all complaints but is not required to adopt complaint, in part or full. If bidder
complaints result in changes to the RFQ, written amendments will be issued and posted on WEBS.

Complaints must be sent to the Procurement Coordinator located on the cover page of this
document.

Debrief: Debrief meetings are an opportunity for the bidder and the Procurement Coordinator to
meet and discuss the bidder's bid. A debrief is a required prerequisite for a bidder wishing to lodge
a protest. Following the evaluation of the bids, DES will issue an Announcement of the Apparent
Successful bidders (ASB). That announcement may be made by any means but DES will likely use
email to the bidder’'s email address provided in the bidder’'s response. Bidders will have three
business days to request a debrief meeting. Once a debrief meeting is requested, DES will offer
the requesting bidder one meeting opportunity and notify the bidder of the debrief meeting place,
date and time. Please note, because the debrief process must occur before making an award, DES
will likely schedule the debrief meeting shortly following the Announcement of the ASB and the
bidder's request for a debrief meeting. DES will not allow the debrief process to delay the award or
be used as a delaying tactic. Therefore, bidders should plan for contingencies and alternate
representatives and bidders unwilling or unable to attend the debrief meeting will lose the
opportunity to protest.

Protest: Bidders wishing to protest must do so in conformity with Appendix E — Complaint, Debrief,
and Protest Procedures located in the Appendices section below.

Washington’s Electronic Business Solution (WEBS)

Bidders are solely responsible for:

e Properly registering with Washington's Electronic Business Solution (WEBS) at
https://fortress.wa.gov/ga/webs/, and maintaining an accurate Vendor profile in WEBS.

e Downloading the RFQ packet consisting of the RFQ, all appendices, and incorporated
documents related to the RFQ for which you are interested in bidding.

e Downloading all current and subsequent amendments to the RFQ to ensure receipt of all
RFQ documents.
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Request for Qualifications #01913
Travel Services

2.4

2.5

2.6

2.7

Notification of amendments to the RFQ will only be provided to those vendors who have
registered with WEBS and have downloaded the RFQ from WEBS. Failure to do so may result in a
bidder having incomplete, inaccurate, or otherwise inadequate information.

Amendments

Prior to the RFQ due date and time, DES reserves the right to change portions of this RFQ. All
changes will be issued in writing by DES as an amendment and incorporated into the RFQ. If there
is any conflict between amendments, or between an amendment and the RFQ, the document
issued last in time will be controlling. Only bidders who have properly registered and downloaded
the original RFQ directly via WEBS will receive notification of amendments and other
correspondence pertinent to the procurement.

Bidder communication responsibilities

During the RFQ process, all bidder communications concerning this RFQ must be directed to the
Procurement Coordinator. Unauthorized contact regarding this RFQ with other state employees
involved with the RFQ may result in disqualification. All oral and written communications will be
considered unofficial and non-binding on DES. Bidders should rely only on written amendments
issued by the Procurement Coordinator.

Bidders are encouraged to make any inquiry as early in the process as possible to allow DES to
consider and respond; however, no response is required from the Procurement Coordinator.

Additionally, if a bidder does not notify DES of an issue, exception, addition, or omission, DES may
consider the matter waived by the bidder for protest purposes.

If bidder inquiries result in changes to the RFQ, written amendments will be issued and posted on
WERBS.

Bidder responsiveness

Bidders are to respond to each question/requirement contained in this RFQ. Failure to comply
with any applicable item may result in a bid being deemed non-responsive and disqualified.

DES reserves the right to determine the actual level of bidders’ compliance with the requirements
specified in this RFQ and to waive informalities in a bid. An informality is an immaterial variation
from the exact requirements of the competitive RFQ, having no effect or merely a minor or
negligible effect on quality, quantity, or delivery of the supplies or performance of the services
being procured, and the correction or waiver of which would not affect the relative standing of, or
be otherwise prejudicial to bidders.

Pricing
Bid prices must include all cost components needed for the delivery of the goods and/or services

as described in this RFQ. Failure to identify all costs in a manner consistent with the instructions in
this RFQ is sufficient grounds for disqualification.

The proposed pricing levels should reflect the market provided by the contract resulting from this
RFQ.
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2.8

2.9

2.10

2.11

3

Vendor management fee

All master contracts executed as a result of this RFQ will be subject to a .74 percent vendor
management fee. Collection and remittance of the vendor management fee shall be conducted in
accordance with Subsection 4.9, Reporting, and the provisions set forth in the attached Appendix A
— Master Contract.

The vendor management fee will be 0.74 percent of the purchase price for work orders. The
purchase price is defined as total invoice price less sales tax. No taxes will be assessed against
the vendor management fee.

For this specific contract, the fee is based upon booking fees ONLY (cost of actual travel is
not included).

Non-endorsement and publicity

In selecting a bidder to supply goods and purchased services specified herein to contract
purchasers, neither DES nor the purchasers are endorsing the bidder’s goods and purchased
services, nor suggesting they are the best or only solution to their needs.

No costs or charges

Costs or charges incurred before a contract is fully executed will be the sole responsibility of the
bidder.

Economic and environmental goals

In support of the state’s economic and environmental goals, although not an award factor (unless
otherwise specified herein), bidders are encouraged to consider the following in responding to
this RFQ;

e Support for a diverse supplier pool, including small, veteran, minority and women-owned
business enterprises. MCC has established voluntary numerical goals of 5 percent WBE, 3
percent MBE, and/or 5% small or veteran-owned businesses for this RFQ. Achievement of
these goals is encouraged whether directly or through subcontractors. Bidders may contact
the Office of Minority and Women’s Business Enterprise to obtain information on certified
firms or to become certified.

e Use of environmentally preferable goods and services to include post-consumer waste and
recycled content.

e Products made or grown in Washington.

PREPARATION OF RFQS

3.1

Pre-bid meeting

An optional pre-bid meeting to address RFQ requirements will be held at the time and location
indicated on the cover page. While attendance is not mandatory, bidders are encouraged to attend
and participate. The purpose of the pre-bid meeting is to clarify the RFQ as needed and raise any
issues or concerns, especially those of the vendor community. If interpretations, specifications, or
other changes to the RFQ are required as a result of the meeting, the Procurement Coordinator will
post an amendment to WEBS.
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3.2

3.3

3.4

Assistance for disabled, blind or hearing-impaired persons who wish to attend is available with prior
arrangement by contacting the Procurement Coordinator identified on the cover page.

RFQ submittals (checklist)

The following checklist identifies the hard copy submittals which will comprise a response. Any
response received without a hard copy of the items identified in this checklist and designated as
REQUIRED will be rejected as being non-responsive. Please identify each page of the submittals,
as well as any supplemental materials with your company name or other identifiable company
mark.

[l Signature (REQUIRED): Complete as instructed and return a signed original of the
Authorized Offer and Contract Signature Page. DES prefers blue ink.

[l Price sheet (REQUIRED): Complete as instructed and return a copy of the Price sheet -
Appendix D. Failure to complete this submittal as instructed may result in a bid being
rejected for lack of responsiveness.

[l Bidder Profile (REQUIRED) Complete as instructed and return a copy of the Bidder
Profile - Appendix C

[l Copy of Registered Seller of Travel License (REQUIRED) issued by the Washington State
Department of Licensing

Copy of Airlines Reporting Corporation (ARC) certification/accreditation (REQUIRED)

Copy of International Air Transport Association (IATA) certification/accreditation
(REQUIRED)

Ll RFQ amendments (AS INSTRUCTED): If instructed to do so in any amendment to this
RFQ, sign and return a copy. Failure to sign and return any required amendments to this
RFQ, may result in a bid being rejected for lack of responsiveness. When in doubt, sign
and return a copy of all RFQ amendments.

Format

Bidders should provide one hard-copy sealed response. Bids must be legible and completed in ink
or with an electronic printer or other similar office equipment, and properly signed by an authorized
representative of the bidder. All changes and/or erasures must be initialed in ink. Unsigned bids will
be rejected on opening unless satisfactory evidence was submitted clearly establishing the bidder's
desire and intent to be bound by the bid, such as a signed cover letter. Incomplete or illegible bids
may be rejected.

Note: In a joint effort to save costs, reduce waste and save energy, bidders are encouraged to use
double-sided printing and recyclable materials. Bidders are highly encouraged to refrain from
submitting bids in three-ring binders, spiral bindings or other non-recyclable presentation folders.

Electronic copies

Please include electronic copies of all hard copy submittals on CD or USB flash drive. DES prefers
the same file format(s) as the format(s) used to create the submittals (i.e. MS Word, Excel) unless
written information is included as a part of the submittal, such as a signature. For submittals with
written information or copies of other documents such as licenses, please submit as a pdf. Should
a hard copy and an electronic copy conflict, the hard copy will prevail.
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3.5 Due date and time

RFQ packages must be received on or before the due date and time at the location specified on
the cover page. Time of receipt will be determined by the official time stamp located at DES.

If a response is late or received at a location other than that specified it will be rejected. In the
event the official time clock is unavailable, the bid Clerk will establish the official time and take
reasonable steps to ensure the integrity of the bid receipt is preserved.

3.6 RFQ opening

After the RFQ due date and time, the bid Clerk will open and process sealed responses protecting
the confidentiality of the contents. The names of the bidders will be recorded and made available
upon request. Bid contents will not be available for public view until after the contract has been
awarded (RCW 39.26.030).

4 EVALUATION AND AWARD

4.1 General provisions

Bidder responsiveness, responsibility and price factors will be evaluated based on the
evaluation process described in this section.

Contract award will be based on the evaluation and award criteria established herein and will
be subject to consideration of all factors identified in RCW 39.26 and other criteria identified
in the RFQ.

Bidders whose bids are determined to be non-responsive will be rejected and will be notified
of the reasons for rejection.

After bids have been submitted, DES may require individual bidders to appear at a time and
place determined by DES to discuss contract requirements. Any such meeting should not be
construed as negotiations or an indication of DES’s intention to award.

DES reserves the right to: (1) Waive any informality; (2) Reject any or all bids, or portions
thereof;(3) Accept any portion of the items bid unless the bidder stipulates all or nothing in
their bid; (4) Cancel an RFQ and re-solicit bids; (5) Negotiate with the lowest responsive and
responsible bidder to determine if that bid can be improved for the purchaser.

Preferences and penalties: Preferences and penalties that are required by law, rule, or RFQ
will be applied to bid pricing. Some preferences and penalties may be added by contract
language and could be applied to bid pricing. A preference reduces the bidder’s stated price
by the amount of the preference and is an advantage to the bidder. A penalty increases the
bidder's stated price by the amount of the penalty and is a disadvantage to the bidder.
Preferences and penalties are applied to the pricing for evaiuation purposes only but are not
applied for purchasing purposes.

References: DES reserves the right to use references to confirm satisfactory customer
service, performance, satisfaction with service/product, knowledge of
products/service/industry and timeliness. Any negative or unsatisfactory reference can be
reason for rejecting a bidder as non-responsible. DES reserves the right to waive the
reference check.

Page 9 of 16





Request for Qualifications #01913
Travel Services

4.2

4.3

4.4

Determination of responsiveness

Bids will be reviewed initially on a pass/fail basis to determine compliance with administrative
requirements as specified herein, including submittal of the required materials identified in Section
3.2,

DES reserves the right to determine at its sole discretion whether a bidder’s response to a
minimum RFQ requirement is sufficient to pass. However, if all bidders fail to meet any single RFQ
requirement, DES may reject all bids and cancel the RFQ or waive the requirement from the RFQ'’s
criteria for responsiveness.

Responsive bids will be further evaluated based on the requirements in this RFQ.
Determination of responsibility

During evaluation, DES reserves the right to make reasonable inquiry to determine the
responsibility of any bidder. Requests may include, but are not limited to, verification of required
Section 3.2 submittal documents as needed, financial statements, credit ratings, references, record
of past performance, clarification of bidder’s offer, and on-site inspection of bidder's or
subcontractor's facilities. Failure to respond to these request(s) may result in a bid being rejected
as non-responsive.

DES reserves the right to request additional information or perform tests and measurements as
part of the evaluation process before award. Failure to provide requested information within 10
days may result in disqualification.

Before award, DES may negotiate with an Apparent Successful Bidder to determine if a bid can be
improved.

Designation as an Apparent Successful Bidder does not imply that DES will issue an award to your
firm. It merely suggests that at this moment in time, DES believes your bid to be responsive. This
designation allows DES to perform a responsibility analysis and ask for additional documentation.
DES may also re-examine the bid to determine whether the bid is truly as responsive as initially
believed. The bidder must not construe this as an award, impending award, attempt to negotiate,
etc. If a bidder acts or fails to act as a result of this notification, it does so at its own risk and
expense.

Evaluation process

DES and the Travel Stakeholder Team will conduct the following for each response deemed
‘responsive” in accordance with Clauses 4.2 and 4.3 described above:

1. Determine the geographical location of the business submitting the response

2. Review the price sheets to determine if there appears to be any anomalies in comparison to
other rates offered, and other bidder responses

3. Determine (if minority, woman, small business or veteran business ownership has been
claimed), if the business has been certified by the Office of Minority and Women Business
Enterprises, the US Small Business Administration, or the Department of Veteran Affairs

4. Review bidder's proposed “Stipulations”, “Special Features” and “Promotional Opportunity”
language for clarity, applicability, and reasonableness to the intended purpose and spirit of the
contract
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4.5

Announcement of apparent successful bidders

Following evaluation as outlined above, an announcement of the Apparent Successful Bidders will
occur through WEBS. Following such announcement, a post-award conference will occur via
conference call, WebEx or other electronic avenue. Should a bidder not be awarded, they may
request a debrief conference, please see Appendix # E, Complaint, Debrief and Protest
Procedures. Failure to follow instructions could result in your claim being denied.

4.6 AWARD

An award, in part or full, is made by DES signature on the signature page (Authorized Offer and
Contract Signature Page). In some circumstances, DES may include an award letter which further
defines the award and is included by reference to accompany the signature page.

Following the award, all bidders will receive a Notice of Award, through a WEBS notification.

The resulting contract award notice will also be published on DES's contract website, with the
anticipation of providing in an Excel format the following "sort” capabilities (subject to change):

1. Agent assisted contractors

2. Internet based contractors

3. Alphabetical by contractor's business name

4. Numerical by booking fee prices (low to high, and high to low)

5. Geographical location of contractor by state, region, county and city/town
6. MWABE, Small and Veteran business ownership

4.7 Bid information availability after award

After the contract has been awarded, bidders may get results of the RFQ evaluation and award by
accessing www.des.wa.gov or contacting the procurement coordinator. Bidders may also schedule
an appointment to review the bidding process.

5 CONTRACT INFORMATION

51

Incorporated documents and order of precedence
A bid submitted to this RFQ is an offer to contract with DES.

A bid becomes a contract only when awarded and accepted by signature of DES and bidder in
Appendix A, Section 4, “Master Contract Execution.”

The documents listed below are, by this reference, incorporated into a contract resulting from this
RFQ as though fully set forth herein. No other statements or representations, written or oral, are a
part of the contract.

a. The RFQ

b. The awarded vendor/contractor’s bid
c. All appendices

d. RFQ amendments (if any)

e. Award letter (if any)

Page 11 of 16





Request for Qualifications #01913
Travel Services

5.2

5.3

5.4

5.5

5.6

5.7

In the event of a conflict in such terms, or between the terms and any applicable statute or rule, the
inconsistency will be resolved by giving precedence in the following order:

a. Applicable federal and state of Washington statutes and regulations

b. Mutually agreed written amendments to the resulting contract

c. The contract, including all documents incorporated in the subsection immediately above.
Conflict: To the extent possible, the terms of the contract must be read consistently.

Conformity: If any provision of the contract violates any Federal or state of Washington statute or
rule of law, it is considered modified to conform to that statute or rule of law.

Parties

This contract is entered into by and between the state of Washington, acting by and through MCC
and the awarded contractor with the parties more fully described in the Master Contract Execution
section of Appendix A.

Authority to bind

The signatories to this contract represent that they have the authority to bind their respective
organizations to this contract.

Counterparts

This contract may be executed in counterparts or in duplicate criginals. Each counterpart or each
duplicate will be deemed an original copy of this contract signed by each party, for all purposes.

Usage report

The contractor must provide a Sales Report to DES on a quarterly basis in the electronic format
provided by DES at: https:/fortress.wa.gov/ga/apps/CSR/Login.aspx.

Reports must be submitted electronically within thirty (30) days after the end of the calendar
quarter, i.e., no later than April 30", July 31%, October 31% and January 31%.

Changes

DES reserves the right to modify the resulting contract (including but not limited to adding or
deleting services) by mutual agreement between DES and the contractor. Alterations to any of the
terms, conditions, or requirements of this contract will only be effective upon written issuance of a
mutually-agreed contract amendment by DES. However, changes to point of contact information
may be updated without the issuance of a mutually-agreed contract amendment.

Price adjustments

Firm and fixed period

Pricing will remain firm and fixed for one year from date of award of the contract.
Price protection

The contract prices are the maximum prices the contractor may charge.

If lower pricing for similar quantities becomes effective for the contractor, purchasers must be given
immediate benefit of such lower pricing. The contractor may also offer volume and promotional
discounts.

Page 12 of 16





Request for Qualifications #01913
Travel Services

5.8

Contractor agrees all the prices, terms, warranties, and benefits provided in this contract are
comparable to or better than the terms presently being offered by the contractor to any other
governmental entity purchasing similar quantities under similar terms. If, during the term of this
contract, the contractor enters into contracts with other governmental entities providing greater
benefits or more favorable terms than those provided by this contract, the contractor is obligated to
provide the same to purchasers for subsequent purchases. MCC will be notified of changes in
contract pricing.

Price increases

The contractor may propose price increases on an annual basis by written notice to the contract
administrator. Price increases are to be on a pass-through basis only and must not produce a
higher profit margin for the contractor than that established by original contract pricing. Requests
must include supporting documentation such as price increases at the manufacturer's level and/or
other documentation of cost increases. A thirty day notice is required.

Consideration of price increases will be at the sole discretion of the contract administrator. If a price
increase is approved in-part or in-full, the resulting new contract pricing will be implemented through
a contract amendment. Approved price increases will remain unchanged for 365 days.

Contract extensions and price adjustments
Contractors may not make contract extensions contingent on price adjustments.
Miscellaneous expenses

Expenses related to day-to-day contract performance (including but not limited to, travel, lodging,
meals, and incidentals) will not be reimbursed to the contractor. However, DES recognizes that
there may be occasions when the purchaser requires the bidder to travel. In such case the
purchaser must provide written pre-approval of such expenses on a case-by-case basis. Any such
reimbursement will be at rates not to exceed the guidelines for state employees published by the
Washington State Office of Financial Management set forth in the Washington State Administrative
and Accounting Manual, and not to exceed expenses actually incurred.
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6 APPENDICES

Reminder: By responding to this RFQ, a bidder acknowledges reading, understandmg and accepting all
information contained within the entire RFQ without modification.

Appendix A Stam:l_ard
Appendix A: Standard Terms and CONGItIONS .............occcovverrreeeesesesseeresesesseseses s hofFerms aad Conditiong
APPENDIX B.docx
Appendix B Special Termisiand Conditions: —.cummmmnmemmpsas i ass

Bidder Profile.doc

Appendix G: Bidder Profileuimms v et 0 R 000 A5 NS0 Lttt o vl

Appendix D.docx
Appendix D. Price Sheets
Appendix E: Complaint, Debrief and protest procedures | |Complaint, Debrief &
..................... i PrOtESt Prxedures‘d
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7 CERTIFICATIONS and ASSURANCES

We make the following certifications and assurances as a required element of submitting this bid,
affirming the truthfulness of the facts declared here and acknowledging that the continuing compliance
with these statements and all requirements of the RFQ are conditions precedent to the award or
continuation of the resulting contract.

2

We have read, understand, and agree to abide by all information contained in the RFQ, all
Appendices, and incorporated documents.

The prices in this bid have been arrived at independently, without engaging in collusion, bid rigging,
or any other illegal activity, and without for the purpose of restricting competition any consultation,
communication, or agreement with any other bidder or competitor relating to (i) those prices, (ii) the
intention to submit an offer, or (iii) the methods or factors used to calculate the prices offered. The
prices in this bid have not been and will not be knowingly disclosed by the bidder, directly or
indirectly, to any other bidder or competitor before contract award unless otherwise required by law.
No attempt has been made or will be made by the bidder to induce any other concern to submit or not
to submit an offer for the purpose of restricting competition. However, we may freely join with other
persons or organizations for the purpose of presenting a bid.

The attached bid is a firm offer for a period of 90 days following the bid due date specified in the RFQ,
and it may be accepted by DES without further negotiation (except where obviously required by lack
of certainty in key terms) at any time within the 90-day period. In the case of a protest, our bid will
remain valid for 90 days or until the protest and any related court action is resolved, whichever is
later.

In preparing this bid, we have not been assisted by any current or former employee of the state of
Washington whose duties relate (or did relate) to the state's RFQ, or prospective contract, and who
was assisting in other than his or her official, public capacity. Neither does such a person nor any
member of his or her immediate family have any financial interest in the outcome of this bid. (Any
exceptions to these assurances are described in full detail on a separate page and attached to this
document.)

We understand that the state will not reimburse us for any costs incurred in the preparation of this bid.
All bids become the property of the state, and we claim no proprietary right to the ideas, writings,
items or samples unless so stated in the bid. Submittal of the attached bid constitutes an acceptance
of the evaluation criteria and an agreement to abide by the procedures and all other administrative
requirements described in the RFQ.

We understand that any contract awarded as a result of this bid will incorporate all RFQ
requirements. Submittal of a bid and execution of this Certifications and Assurances document certify
our willingness to comply with the contract terms and conditions appearing in the RFQ, all
Appendices, and incorporated documents if selected as a contractor. It is further understood that our
standard contract will not be allowed as a replacement for the terms and conditions appearing in the
RFQ, all appendices, and incorporated documents of this RFQ.

By submitting this bid, bidder hereby offers to furnish materials, supplies, services and/or equipment
in compliance with all terms, conditions, and specifications contained in this RFQ.

We are not submitting any exceptions.
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8 BIDDER’S AUTHORIZED OFFER and CONTRACT SIGNATURE PAGE

In submitting this bid, the authorized signatory below acknowledges having read and understood the
entire RFQ and amendments incorporated prior to the bid due date, and agrees to comply with its terms
and conditions, as written, including the Certifications and Assurances. The authorized signatory also

agrees to fulfill the offer made in this bid and any subsequently awarded contract.

In witness whereof, the parties hereto, having read this contract in its entirety, including all attachments,
do agree in each and every particular and have thus set their hands hereunto.

This contract is effective as of October 1, 2013, or date of last signature, whichever is later, and is for:

1. Agent Assisted Travel Services

2. Internet Based Travel Services

APPROVED (MCC)

Department of Enterprise Services
Master Contracts and Consulting
1500 Jefferson Building

1500 Jefferson Street SE
Olympia, WA 98501

| APPROVED (BIDDER)

Washington State Depariment of Enterprise Services

Bidder's Company Name & Address

Signature Date

- Connie Stacy, Procurement Coordinator

Signature Date

Typed or Printed Name, Title

Typed or Printed Name, Title

Manager Signafure {if applicable) Date

Cheral Jones, Unit Manager

Manager’s Typed or Printed Name, Tifle

Contact Information
Contact: Connie Stacy

Title: Procurement Coordinator
Phone: (360) 407-9403
Fax: 360-586-2426

| Email: Connie.stacy@des.wa.gov

Contact Information
Contact:

Title:
Phone:
Fax:

Email:
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