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REQUEST FOR QUOTE
FOR:  Special Travel Reservation & Ticketing Services 
ISSUE DATE:

01/28/2010



RFQ NO:                      UCOP/Ticketing Services RFQ/2010
DUE DATE:

02/17/2010



TIME:


4:00 p.m. (PST)

Responses must be received by the due date and time to be considered.

This document can only be issued by a University of California Authorized Purchasing Agent

THIS IS NOT AN ORDER

All qualified, interested agencies are invited to submit responses.
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INTRODUCTION

A. PURPOSE OF THE REQUEST
The purpose of this Request for Quote is to gather information and identify small and minority travel agency organizations with the resources, staff and programs to provide travel booking services for an organization the size and complexity of the University of California (“UC”).  The travel agencies will be primarily responsible for booking air travel but must also be able to reserve lodging, auto rentals and other travel related needs as requested.  These agencies must possess the knowledge and sensitivity to the University’s unique culture of demanding administrative and academic travelers.
B. OBJECTIVES  
The overall objective of this Request for Quote is to create a list of qualified small and minority agencies to be included as potential partners in working with UC’s Connexxus Travel Management Program in the processing and ticketing of travel requests associated with federal and other government programs calling for expenditures with special categories of small businesses. 
C. BACKGROUND AND FACTS

For more information about the University of California system, go to http://universityofcalifornia.edu/.

The University is comprised of the following locations:

 Ten campuses and their affiliated facilities – UC Berkeley, UC Davis, UC Irvine, UC Los Angeles, UC Merced, UC Riverside, UC San Diego, UC San Francisco, UC Santa Barbara, and UC Santa Cruz. Medical centers at Davis, Irvine, Los Angeles, San Diego and San Francisco are part of the UC System.
 The remote offices associated with each campus including various field research stations and natural reserves.

 The Office of the President with offices located primarily in Oakland, Berkeley, and Sacramento, California along with teaching/administrative offices in Washington, D.C.

· Agriculture & Natural Resources research centers located throughout the state of California, and County Cooperative Extension offices.

 Lawrence Berkeley National Laboratory, which is owned by the Federal Government but managed by the University.

The University of California and its Board of Regents have been involved the past two years in efforts to more effectively manage the approximately $250,000,000 annual spend in travel  and entertainment expenses.  This has been with the expectation of identifying savings of 10-15% through a formal sourcing and travel management program.  The UC travel program and is administered through a central travel management office located in the Office of the President.  The program is now focused on final implementation, completing the service configuration and promoting the use of Connexxus throughout the UC System.  Many of our academic research units at all campuses are the recipients of various federal contracts and EPA grants supporting research projects.  These agreements often have the requirement to spend a percentage of the agreement and disadvantaged minority with various types of small business enterprises.   The purchase of travel associated with the agreement has often been means to meet this requirement.  Currently the Connexxus program does not have preferred suppliers identified to provide this service.
It should be noted that the agencies selected will represent small business classifications as defined by the State of California and the Federal Government.  Also, the agencies will not be allowed to provide general travel services to any UC location as this component of the Connexxus travel program has been subject to a separate sourcing process and service providers are already under contract and servicing UC campuses and the Office of the President.
D. STATEMENT OF QUALIFICATIONS
Please include the following in a succinct manner.



1.
Provide a summary of not more than two pages describing your agency and its general history, behavior, size, number of staff and key reason why it is equipped to serve the University of California and its Connexxus Program as described in this RFQ, also indicate your status as a qualified small business.


2.
Describe your experience in working with large research universities and their medical centers and what do you see as the key to a successful relationship.



3.
Is the agency subject to any litigation or professional disciplinary action that might adversely affect its ability to provide service to UC?  



4.
Submit a list of current contacts and phone numbers for the purpose of reference checks. 
E. INSTRUCTION TO RESPONDENTS

RFQ responses shall be addressed and delivered as follows:

One (1) original, signed response to address below and one (1) electronic copy to: Matthew.Golden@ucop.edu
Matthew J. Golden

Director Travel Management Services

University of California – Office of the President

1111 Franklin Street, 10th Floor Room 10209

Oakland, CA  94607

Response Preparation Costs

All costs incurred in the preparation and submission of the response to this RFQ and related documentation will be borne by the responder.

Key Action Dates

Listed below are the key action dates/times for this RFQ.  If the University finds it necessary to change any of the dates as indicated below, an addendum to the RFQ will be sent to all prospective responders via email.

	01/28/2010
	Release of UC RFQ for Travel Reservations and Ticketing Services

	02/04/2010
	All Bidder Questions due before this date.  Send to UCOP c/o Matt Golden, Director Travel Management Services, matthew.golden@ucop.edu

	02/04/2010
	Responses to Questions will sent within two business days of date of email inquiry prior to (show due date above)

	02/08/2010
	Intent to Respond Form – Attachment A

	02/15/2010

4:00PM
	UC RFQ submissions Due Date/Time


Questions Concerning RFQ
Questions regarding this RFQ shall be submitted to UCOP C/O Matt Golden, Director Travel Management Services via email at:  matthew.golden@ucop.edu
Responses will be provided and all respondents copied within two business days from receipt of e-mail inquiry. 
Contact with University Personnel

With the exception of the designated contact, Matthew J. Golden, Director Travel Management Services, as provided in this document, respondents are not permitted to communicate with University or campus staff regarding this solicitation.
Simplicity of Presentation

Responses should be prepared with straightforward, concise answers to the questions.  Responses do not have to be in complete sentences if one or a few words can clearly communicate the answer.  Please do not mail submissions with special bindings and color displays.
Specifications

Successful agency respondents must at a minimum possess the capacity and resources to fulfill the following service specifications to be able to:
1. Provide prompt response to calls requesting travel services from various UC academic administrative and research staff.
2. Complete all “call back” requests within 30 minutes.

3. Accept and fulfill reservation requests submitted via fax.

4. Assign agents to UC bookings who are knowledgeable about common domestic destinations but are totally versed on international locations in Europe, Asia, Middle East, Africa and South America.
5. Assign personnel to the UC account who are familiar with the Fly America provisions and recent changes produced by open skies agreements.
6. Produce upon request, evidence of status and certification as a small business.
7. Develop personal preference profiles for UC customers and to store the data for current and future reservations.
8. Develop an effective working relationship with the UC’s Central Travel Office

9. Accept business and personal credit cards as the payment vehicle for tickets issued and any agency fees related to the transaction.

10. Produce monthly reports including passenger name, campus, departure/destination, airline, class of travel, taxes and agency fees.
11. Report to UC’s Central Travel Office problems encountered with UC travelers or travel arrangers or with UC customers who had travel difficulties.
12. Provide the highest level of service to a customer base that is demanding and very well versed on international travel while applying where possible Connexxus preferred supplier discounts.
13. Submit documentation indicating valid and current membership in the American Society of Travel Agents’ (ASTA) or the National Business Travel Association (NBTA).

Pricing Quote:

Please enter your proposed fee/transaction for the following service categories:

· Domestic reservation request made via telephone or fax _____________

· Domestic reservation requests made “online” with no agent intervention ______________
· International reservation requests _________________

· Fees for ticket changes or exchanges ________________

· 24/7 reservation services _________________

· Fees for reporting ____________________
· Fees for paper tickets ___________________
· Fees for ticket distribution ___________________

· Other fees or transaction charges

_____________________
_____________________

_____________________
GENERAL QUESTIONS:

1. What Global Distribution System (GDS) does your agency use to make reservations?

2. Do you have “back office” automation to assist with production of reports?
3. Is your agency affiliated with an industry group or large travel management company?  If so, please name that organization.
4. Would you be willing to take the necessary steps to become registered/certified by the State of California or the U.S. Government as to your status as a small business?
5. Please breakdown your company into the following categories:
%

 Leisure

% 

Commercial

% 

Cruises

%

Meeting & Group Travel

%

Incentive Programs 

%

Other

6. What are your normal business hours?

7. Do you have the capacity to provide 24/7 reservation services?
8. Do you have an online booking system as part of your service offering?
9. Do you have access to any air, hotel or car discounts you can offer to UC travelers?
10. Do you work with an international air fare consolidator to access inexpensive fares?  If so, please name the organization.
11. Describe how you would handle the UC business described in this RFQ.  What adjustments would you need to make to your organization and staff? 
ATTACHMENT 1
University of California

Special Travel Reservation and Ticketing Services RFQ

INTENT TO RESPOND – DUE 02/05/2010

Please mark the appropriate response with an “X”:

___ It is the intent of the agency I represent to submit a response to the Request for Information for Special Travel Reservation and Ticketing Services for the University of California.
___ The agency I represent does not intend to submit a response to the Request for Information for Special Travel Reservation and Ticketing Services for the University of California.

_________________            

            _______________________________________
DATE




            AUTHORIZED SIGNATURE

______________________


_______________________________________
COMPANY NAME



PRINT NAME OF AUTHORIZED SIGNATURE

__________________________________
__________________________________

ADDRESS




TITLE
__________________________________

CITY/STATE/ZIP CODE

______________________________________

TELEPHONE NO. WITH AREA CODE

______________________________________

EMAIL ADDRESS

*Please email completed attachment to matthew.golden@ucop.edu on or before the above noted due date.

ATTACHMENT II
University of California

Special Travel Reservation and Ticketing Services RFQ
RESPONDENT’S Certification & Signature Page

Response to the University of California’s Request for Quote for Special Travel Reservation and Ticketing Services for The University of California.
AUTHORIZED SIGNATURE:  This RFQ Response must be signed with the full name and address of the Respondent; if a co-partnership, by a member of the firm with the name and address of each member; if a corporation, by an authorized officer thereof in the corporate name.

The below-named individual, submitting and signing this response, verifies that he/she is a duly authorized officer of the company and certifies that the responses submitted on behalf of the company are true and accurate. 

_________________            

            _______________________________________
DATE




            AUTHORIZED SIGNATURE

______________________


_______________________________________
COMPANY NAME



PRINT NAME OF AUTHORIZED SIGNATURE

__________________________________
__________________________________

ADDRESS




TITLE
__________________________________

CITY/STATE/ZIP CODE

______________________________________

TELEPHONE NO. WITH AREA CODE

______________________________________

EMAIL ADDRESS
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