TRAVEL AGENT SERVICES SCOPE OF WORK RFQ 13-001 
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You are invited to submit a quotation FOR TRAVEL SERVICES in accordance with the requirement of the following request for QUOTATION. 

1.	SCOPE OF CONTRACT:  

The Contractor shall provide travel management services to the U.S. Mission, South Sudan, as described in this Scope of Work (SOW).

The contract will be for a one-year period from the date of starting services, set forth in the Notice to Proceed, with four one-year options to renew.  

Scope of Work:

The Contractor shall provide corporate travel services for official domestic and international travel of  U.S. Government (hereinafter referred to as Government) employees.  Domestic and international travel includes travel within South Sudan and travel outside South Sudan, including travel within the U.S. and other countries.  The corporate travel services that the Contractor shall provide include:

· Travel reservations, issuance and delivery of tickets for air, advance seat assignments; ;
· Arranging charter flight services as per the specification agreed by the U.S. Government.

· Reservations for lodging accommodations;

· Commercial automobile rental services;

· Assistance in obtaining passports, visas, and advice regarding health requirements;

· Detailed travelers' itineraries;

· Management information and billing reports derived from the booking database;

· Reconciliation of travel charges incurred through the Government's Central Billing Account (CBA); and,

· Information pamphlets for Government travelers who use the contract.

The Contractor shall also, if requested, provide on an open-market basis, complete personal travel services and support for Government employees requesting personal (unofficial) travel arrangements.  However, no individual is required to use the services under this contract for personal travel.    

The Contractor shall comply with mandatory U.S. Government programs for air travel.  Except for the constraints of the Fly America Act, the Contractor shall book the lowest available fare that satisfies the agency’s mission requirements. If reservations made by the Contractor are not at the lowest available rate allowed by policy, the Contractor shall refund the agency the difference.
Promotional or other types of discount fares can be used on contract if they are offered by the contract carrier and are lower in cost than contract fares.  Contract fares shall not be used for any personal travel, including those instances where portions of personal travel are substituted for a leg of an officially authorized trip.

It should be noted, however, that any restricted fare which provides for a monetary penalty for itinerary changes or flight cancellations shall not be used without the written consent of the using agency.

Full coach fares may be used if no reduced fares are available.

The Fly America Act generally precludes use of non-US flag carriers, except as provided in the FTR and the Foreign Affairs Manual, Volume 6.

The Contractor shall provide the U.S. Government with the reservation and ticketing services which industry practice normally accords corporate or private travelers, to include new and improved reservation and ticketing technologies. These shall include a 24-hour, phone number available to travelers to perform emergency itinerary changes and emergency services outside regular business hours.  The Contractor shall be responsible for ensuring that any subcontractor providing such emergency service complies with all conditions of the contract.

The Contractor may only issue premium class tickets for which the Government will have to pay an additional amount when the accompanying travel orders provide authority for that travel.  This does not apply to situations in which frequent flyer benefits will be used to obtain the premium class tickets.

Rental Vehicles:

The Contractor shall reserve commercial vehicles for travelers, if requested.  
 
Related Services: 

Health Requirements.  The Contractor shall provide travelers with advice on necessary health requirements, including types of inoculations and vaccinations whether required or suggested for foreign travel.

Visas.  The Contractor shall assist travelers in obtaining visas for foreign travel.  The Contractor is required to provide at no cost to the U.S. Government, visa deliveries/pickups. 

Ticket Delivery

The Contractor shall provide delivery of tickets, itineraries, and boarding passes (if applicable), and other travel documents, as determined necessary.  Tickets shall routinely be provided no earlier than five days in advance of travel unless the U.S. Government requests otherwise.  The Contractor shall deliver tickets only to employees designated by the U.S. Government.  

Travelers shall be provided an itinerary and confirmation number in advance of travel.  

Communications System and Emergency Services

The Contractor shall provide service, Monday to Friday, compatible with the Embassy’s standard workday schedule.  
In the event of emergencies (e.g., Presidential-declared disasters, evacuations, etc.), the Contractor shall maintain operations necessary to support the Government under the contract.  This includes manning the office 24 hours a day as required by the Government responding to the emergency/evacuation and providing necessary delivery of tickets.  

The Contractor shall be capable of accepting most major credit cards for payment of travel services if/when credit cards is acceptable in South Sudan.

Minimum Personnel Requirements

All Contractor personnel providing services under this contract shall be fluent in English. and meet the following requirements.   

Contractor's Project Manager – The Contractor shall provide a Project Manager who shall be responsible for the administration, supervision, and coordination of its Government operations.  The Project Manager shall have experience in the management of travel services and shall have adequate authority to make decisions for the timely resolution of problems.  The Project Manager shall coordinate closely with the designated person in the Human Resources/Travel Division.
Travel Counselors/Reservationists - The Contractor shall provide full-time travel counselors/ reservationists.  The Travel Counselors/Reservationists shall have been trained in operating the proposed automated reservation and ticketing equipment. The Contractor shall provide qualified substitute personnel for absent of permanent employees, when service levels are negatively impacted, as determined by the U.S. Government. 

Other Personnel - The Contractor shall provide whatever other personnel are necessary to comply with the requirements of this contract.

General.  The Contractor shall maintain procedures to continually monitor the quality of travel services, with the goal of providing and maintaining the highest level of customer service/satisfaction.  

· an internal method for monitoring, identifying and correcting deficiencies in the quality of service furnished the Government and 

·  Quality Service survey form that addresses travel services to be furnished under this contract. 

Place of Performance:          

The Contractor is required to provide one Travel Management Center to be used to provide the services required hereunder. This center shall be staffed by the Contractor's personnel and located at:

US Embassy Juba, South Sudan

Hours of Service

The Contractor shall provide service Monday to Thursday during the hours of 0800hrs. to 2000hrs. and Fridays during the hours of 0800 to 1200. The Contractor shall provide emergency services outside regular working hours through a 24-hour, phone number, available to all Government travelers.  

Basis of Compensation to the Contractor 

Advance Deposits.  When advance deposits or fees are required by hotels or similar facilities the Government shall pay the Contractor for such fees incurred.

The traveler must make payment for all other services, such as hotels or rental cars.  The traveler shall make such payment, as appropriate, to the supplier or to the Contractor.  The Contractor shall accept the Government travel card and may allow any other mutually accepted arrangement.

Travel Agent shall provide all necessary documentation for security clearance of staffs and the Executive Officer shall reject/accept the application subject to Regional Security Officer (RSO) procedures provided by the Mission. 

All official travels in the Mission is pre-funded, the Travel Agent is only authorized to issue tickets for official travels after receiving a funded Travel Authorization, Purchase Order, or Contract.  The Mission may request air charters to cities within South Sudan.    

The travel agent staff shall have access to authorized Mission Facilities after the RSO issues the Mission identification.  The travel agent staff will be subjected to security checks and will be requested to produce certificates of good conduct from the Republic of South Sudan (RSS).

REQUIREMENT: 

THE TRAVEL AGENT APPLYING FOR THIS REQUEST FOR QUOTATION MUST ATTACH ALL VALID LEGAL BUSINESS CERTIFICATES TO OPERATE IN SOUTH SUDAN, MUST HAVE OPERATED IN JUBA NOT LESS THAN 2 YEARS, AND MUST HAVE A WELL ESTABLISED REGISTERED OFFICE IN JUBA.      


TERMS OF PAYMENTS: 
[bookmark: _GoBack] 
Payments of services provided shall be effected within (30) thirty days after submission of monthly or Biweekly Invoices and supporting documentation.   

HOW TO APPLY: 
Bids are to be submitted in a sealed envelope addressed to USAID Executive Officer and  submitted to the U.S. Embassy’s reception office. To be considered, all quotations must be received by the U.S. Mission-South Sudan no later than 18:00 hrs. (South Sudan local time) January 31, 2013.       
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