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State of Washington

DEPARTMENT OF GENERAL ADMINISTRATION

Office of State Procurement

Rm. 201 General Administration Building, P.O. Box 41017 ( Olympia, Washington 98504-1017 ( (360) 902-7400

http://www.ga.wa.gov 

Solicitation Amendment

	RFP Reference #:
	07406

	Title:
	Internet Travel Services Provider

	Amendment number:
	4

	Date issued:
	10/26/06


The above referenced solicitation is amended as follows:

	Purpose:
	1) Following the mandatory pre-bid, clarifications and adjustments have been made via this amendment per the attachment. Additions, clarifications, and adjustments have been highlighted in yellow.

2) Updated notification schedule of live demos will be done via email before 4:00 p.m. PST November 14, 2006.

	
	Amendment must be submitted with proposal.  All other Terms, Conditions, and Specifications remain unchanged.

	Attachments:
	
[image: image1.emf]Attachment




	Previously scheduled opening date and time
	
	New opening date and time

	Date & Time
	
	Date & Time

	
	
	

	Signed (Procurement Coordinator )
	
	Date signed


	Bidder to complete the following:

	Company:
	

	Authorized Representative:
	


	Signature
	
	Date


Solicitation Amendment

	RFP Reference #:
	07406

	Title:
	Internet Travel Services Provder

	Amendment number:
	3

	Date issued:
	10/10/06


The above referenced solicitation is amended as follows:

	Purpose:
	To change bid opening date from November 1, 2006 to November 14, 2006.

	
	Amendment must be/need not be submitted with bid/quote.  All other Terms, Conditions, and Specifications remain unchanged.

	Attachments:
	None


	Previously scheduled opening date and time
	
	New opening date and time

	Date & Time
November 1, 2006
	
	Date & Time
November 14, 2006

	
	
	

	Signed (Procurement Coordinator )
	
	Date signed


	Bidder to complete the following:

	Company:
	

	Authorized Representative:
	


	Signature
	
	Date


Solicitation Amendment

	RFP Reference #:
	07406

	Title:
	Internet Travel Services Provider

	Amendment number:
	2

	Date issued:
	10/10/06


The above referenced solicitation is amended as follows:

	Purpose:
	To update Live Demo Date from November 7, 2006 to November 15, 2006. All bidders should be prepared to participate in the live demo portion. If chosen to participate in the live demo portion of the bid, you will be notified by 4:00 pm PST November 7, 2006 of your scheduled time to demo.

	
	Amendment need not be submitted with proposal.  All other Terms, Conditions, and Specifications remain unchanged.

	Attachments:
	


	Previously scheduled opening date and time
	
	New opening date and time

	Date & Time
	
	Date & Time

	
	
	

	Signed (Procurement Coordinator )
	
	Date signed


	Bidder to complete the following:

	Company:
	

	Authorized Representative:
	


	Signature
	
	Date


Solicitation Amendment

	RFP Reference #:
	07406

	Title:
	Internet Travel Services Provider

	Amendment number:
	1

	Date issued:
	10/06/06


The above referenced solicitation is amended as follows:

	Purpose:
	1) To change the mandatory pre-bid date from October 18, 2006 to October 25, 2006.
2) To correct the contract worth to reflect ticketing fees not total sales. The amended contract worth is changed from $3,400,000 to $150,000.

	
	Amendment need not be submitted with proposal.  All other Terms, Conditions, and Specifications remain unchanged.

	Attachments:
	None


	Previously scheduled opening date and time
	
	New opening date and time

	Date & Time
October 18, 2006
	
	Date & Time
October 25, 2006

	
	
	

	Signed (Procurement Coordinator )
	
	Date signed


	Bidder to complete the following:

	Company:
	

	Authorized Representative:
	


	Signature
	
	Date


07406a Rev 2003-06-02
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Request for Proposal #07406 – Online Travel Services




State of Washington


DEPARTMENT OF GENERAL ADMINISTRATION


Office of State Procurement


Rm. 201 General Administration Building, P.O. Box 41017 ( Olympia, Washington 98504-1017 ( (360) 902-7400


http://www.ga.wa.gov  


REQUEST FOR PROPOSAL (RFP)


Internet Travel Services Provider

		Contract Number

		Mandatory Pre-Proposal Meeting

 Date & Time

		Proposal Opening Date & Time



		07406

		October 18, 2006

October 25, 2006 


9:00 AM.

		November 1, 2006


November 7, 2006

2:00 PM





bids must be received& Stamped on or before the opening date & time at this location: 

210 11th AVe SW, Rm. 201, General Administration Building Olympia WA 98504-1017

Neva Peckham

State Contracts Specialist

(Procurement Coordinator)


Phone (360) 902-7425

Fax (360) 586-2426


E-mail: npeckha@ga.wa.gov

For a site map to the Capitol Campus, click http://www.ga.wa.gov/images/campus-map.pdf

Driving directions and parking information http://www1.leg.wa.gov/WorkingwithLeg/parking.htm
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1 ANNOUNCEMENT AND SPECIAL INFORMATION


Bidders are required to read and understand all information contained within this entire proposal package.  The Competitive Procurement Standards, which are referred to in this bid package are not automatically printed or sent out with this RFP.  By responding to this RFP the bidder agrees to read and understand these documents.  These documents are available on our website at http://www.ga.wa.gov/pca/cps.htm. 


In support of the State’s economic and environmental goals, we encourage you to consider the following elements in responding to our bids.  These are not a factor of award (unless otherwise specified in this document):


· Using environmentally preferable products and products that exceed EPA guidelines


· Supporting a diverse supplier pool, including small, minority, and women-owned firms


· Featuring products made or grown in Washington


1.1 PUBLIC DISCLOSURE

Proposal information, including price sheets, will not be available for public disclosure until after award of the contract.  At the time of proposal opening, only the name of the bidder and time of proposal receipt will be read aloud.


1.2 SCOPE


The purpose of this proposal is to establish a mandatory statewide contract for Internet Travel Services, to include online booking of airfare, rental car and hotel. A single award will be made.


A. Estimated Usage: The estimated value of Internet Booking may be approximately $4,300,000 $150,000 annually. The contract values are estimates and are based on data from the state’s current online provider. The state makes no guarantee as to any amount of business. Each State agency is responsible for making cost effective business decisions related to the best overall value relating to state travel. 

B. Purchasers: For use by: All State Agencies, Participating Institutions Higher Education (College and Universities, Community and Technical Colleges), and members of the Washington State Purchasing Cooperative (WSPC). A current list of Washington member is available on the internet at http://www.ga.wa.gov/PCA/SPC.htm.


C. Term: The term of the contract will be January 1, 2007 or the effective date of award (if later) for a period of 12 months with the option to extend for additional terms or portions. Extensions will be subject to mutual agreement. The total contract term and may not exceed six (6) years except in circumstances in the best interest of the state and only by mutual agreement with the contractor.


1.3 Questions and Inquiries


All questions related to the RFP shall be directed to the Procurement Coordinator. Inquiries shall be in writing and shall reference the appropriate section and paragraph number. Questions received less than ten (10) calendar days prior to bid opening may not be considered. Only questions answered by written amendment are binding. Oral interpretations have no legal effect.


1.4 PRE-PROPOSAL CONFERENCE


A mandatory pre-proposal conference to address contractual requirements will be held at the time and location indicated below. If changes are required as a result of the conference, written proposal addenda will be issued.


Note:  Assistance for disabled, blind or hearing impaired persons who wish to attend is available with pre-arrangement with the Office of State Procurement (OSP).  Contact the Procurement Coordinator identified on the face page of this document.


		Pre Proposal Date:

		Wednesday, October 25, 2006 



		Pre Proposal Time:

		9:00 am



		Pre Proposal Location:

		Office of State Procurement


General Administration Building

2nd Floor, Rm 201, Bid Room

210 11th Avenue SW


Olympia, WA 98504-1017





2 CHECK LIST

This checklist is provided for bidder's convenience only and identifies those proposal documents that are to be submitted with each package.  Any proposal packages received without these documents may be deemed non-responsive and may not be considered for award.


		Bid submittal entitled: Offer and Award (Section 3.1)

		



		Bid submittal entitled: Bidder Information (Section 3.2)

		



		Bid submittal entitled: Licenses and Certifications (Section 3.3)

		



		Bid submittal entitled: Bidder’s Proposal (Section 3.4)

		



		Bid submittal entitled: Price Sheets (Section 3.5)

		



		Bid submittal entitled: References (Section 3.6)

		



		Bid Submittal entitled: Extra Copies of Bid (Section 6.1)

		





3 BID SUBMITTALS 

3.1 OFFER AND AWARD


Bidders are required to read and understand all information contained within this entire proposal package.  There are some standard documents, which are referred to in this proposal package that are not automatically printed or sent out with this proposal.  For example, Competitive Procurement Standards (Standard Terms and Conditions, Instructions to Bidders, Definitions), Sales/Service & Subcontractor Report are binding terms of this contract.  It is important that you read and understand these documents.  These documents are available on our website at http://www.ga.wa.gov/pca/cps.htm.

STANDARD DEFINITIONS revised 06/02/03

STANDARD INSTRUCTIONS FOR BIDDERS revised 06/02/03

STANDARD TERMS AND CONDITIONS revised 07/31/06

Bidder further offers to furnish materials, equipment or services in compliance with all terms, conditions, and specifications herein including all amendments. Submitting this document with an authorized signature constitutes complete understanding and compliance with the terms and conditions and certifies that all-necessary facilities or personnel are available and established at the time of bid submittal.


		(Company Name)

		

		(Typed or Printed Name)



		

		

		



		(Address)

		

		(Title)



		

		

		



		(City)

(State)

(Zip)

		

		(Phone No.)



		

		

		



		(Federal Tax Identification Number)

		

		(Bidder’s Signature)

(Date)



		

		

		



		Email

		

		





#07406 – Internet Travel Services Provider


CONTRACT AWARD


(For State of Washington Use Only)


A contract is hereby awarded between the above company and the State of Washington, Office of State Procurement, Purchasing and Contract Administration, 


award (if later).  This is a Total award for Internet Travel Services.

Authorized Signatures


		

		

		

		

		

		

		



		(Procurement Coordinator)

		

		(Date)

		

		(Unit Manager)

		

		(Date)





3.2 BIDDER INFORMATION 

Bidder shall complete the following:


3. Authorized Representative:


		Primary Contact-Contract Administration

		Alternate Contact - Contract Administration



		Name:

		

		Name:

		



		Telephone:

		

		Telephone:

		



		Fax:

		

		Fax:

		



		Email:

		

		Email:

		



		Customer Service/Order Placement:

		Sales/Usage Reports:



		Name:

		

		Name:

		



		Telephone:

		

		Telephone:

		



		Fax:

		

		Fax:

		



		Email:

		

		Email:

		





4. Web Addresses: __________________________

5. Firms bidding from California only: Is your firm currently certified as a small business under California Code, Title 2, Section 1896.12?  Yes 

 No 

.

3.3 Licenses, Certifications, and Declarations


Bidder to provide the following active documentation with their bid:


1. Copy of Registered Seller of Travel License issued by Washington State Department of Licensing.


2. Copy of Airlines Reporting Corporation (ARC) Number verification.

3. Copy of International Airlines Travel Agent Network verification.

4. Copy of current Insurance Liability Certificate.

Failure to have active licenses, certifications, and declarations will be cause to reject your bid as non-responsive.

3.4 WRITTEN PROPOSAL INFORMATION FOR INTERNET TRAVEL SeRVICES PROVIDER


Written proposal will be evaluated by the committee and worth 0-500 550 points per proposal. Proposal will be evaluated on the ability to articulate and demonstrate the criteria in the table below:

		1. Provide one (1) page, (8 1/2 X 11) document showing level of experience booking web-based air travel, hotels, and vehicle rentals as an Internet provider of travel. Indicate the number of years providing these types of service, the number of clients you have provided these services for, and the number of internet bookings for 2005.



		2. Provide written proposal containing the following elements:



		2a. An ability to support the following State of Washington Travel Contracts, including but not limited to, making reservations and detailed reporting to the customer and travel coordinator with the traveler name, confirmation number, ticket number, and travel agent name. Contracts may be viewed at www.ga.wa.gov. 

· Contract #04298 – Charge Card Services

· Contract # 13503 – Discount Airfares (must be able to search YCAWA fares)

· Contract #05104 – Short Term Car Rental


· Contract #07404 – Preferred Hotel Provider


· Contract #15103 – Preferred Seatac Parking Lot Provider This contract is removed from process



		2b. An ability to support State of Washington Travel Policies as related to the mandatory purchase of airfare, and provide warning that a non-contracted fare is about to or has been purchased via email to the 1) Traveler and 2) Individual Agency Travel Coordinators.

The State Travel Policies may be viewed at www.ofm.wa.gov. 



		2c. Demonstrate the ability to provide:


· Enhanced Travel Functionalities also known as Online Tools.  Provide examples.


· Level 3 transaction detail that includes ticket number, departure date, traveler name, travel agent agency name.

· Demonstrate the ability to separate business travel from personal travel when a booking represents both business and personal travel.

· Budgeting Analysis’, accounting data, Excel (or equal) spread sheet data via email.

· Customized data collection that will enhance the contract user’s ability to save travel dollars.

· Traveler profile data.  Provide examples of traveler profiles and how data is imported and exported from various programs.  Provide examples of bulk reporting available to the State Procurement Coordinator and the Travel Program Administrators.

· Account registration approval. (How is this done to ensure confidentiality?  How will the Bidder’s system relate to the JP Morgan VISA card?) Explain Password methodology. 





		3. Provide one (1) page document documents on 8 ½ X 11 sheet(s) of paper to show the booking process for each scenario below demonstrating your ability to meet the criteria in the following three (3) scenarios:



		Scenarios:


1) A state employee works in Olympia, WA and has a required business trip to Washington DC. His flight dates and times are flexible.  His meeting is at 1625 L Street NW; Washington DC, and he will need a mid-size car. His agency has a policy of using only the state contracts.  He has yet to enter his VISA card into the system. Provide (8.5X11) paper copy of the screen shots that he would see on his computer screen that show in sequential order all the steps to get set up and get on line to travel from Olympia, WA to Washington DC and return.

2)  An employee at the City of Pasco has her State JP Morgan Chase VISA Card in your system, and she has a password. She needs to fly to Los Angeles, CA on business on January 22, 2007 and return January 24, 2007. Her meeting address is 100 Walnut Blvd. Pasadena, CA.  She will spend the first night at her daughter’s house in El Monte, CA. Provide (8.5X11) paper copy of the screen shots she would see on her computer screen that show in sequential order all the steps to get set up and get on line to travel from Pasco, WA to Pasadena, CA and return.


3)  A state employee, who is deaf, will be traveling from Olympia, WA to Spokane, WA about 10 times a month.  On an average she will need a hotel near the Eastern Washington University. She is not in your system. Provide (8.5X11) paper copy of a print-out of her computer screen that will shows in sequential order all the steps to get set up and get on line to travel.


Note:  Similar Scenarios will be part of the online demonstration evaluation process.





3.5 PRICE SHEETS


Provide a single price per transaction for both the online booking and agent assisted booking.

Please provide unit pricing for car only, hotel only, and car and hotel only booking fees. These prices will not be included in the evaluation process.

		Req.


Item

		Comm. Code

		Description

		Estimated no. of bookings

		Unit

		Unit Price

		Total Price



		1. 

		9790

		Online Internet Booking Fee


Fee applies to Air, Car, and Hotel

		400,000 per term


15,000 per term

		Each

		$______

		$_______



		

		

		Car Booking ONLY

		

		Each

		$______

		



		

		

		Hotel Booking ONLY

		

		Each

		$______

		



		

		

		Car and Hotel ONLY

		

		Each

		$______

		



		2. 

		9790

		Agent-assisted Internet Booking Fee


Fee applies to Air, Car, and Hotel

		75,000 per term


5,000 per term

		Each

		$______

		$_______



		

		

		Car Booking ONLY

		

		Each

		$______

		



		

		

		Hotel Booking ONLY

		

		Each

		$______

		



		

		

		Car and Hotel ONLY

		

		Each

		$______

		





3.6 REFERENCES 


Bidder shall furnish a minimum of three (3) commercial/governmental references for which bidder has delivered goods or services on a contract similar in scope to that described in this RFP or the proposal may be rejected as non-responsive. Any feedback that the reference would not engage in future business with the vendor may result in the proposal being rejected for lack of responsibility. 

References:


		1.

		Agency/Company Name:

		



		

		Address:

		



		

		Contact Person:

		



		

		Telephone:

		



		

		Fax:

		



		

		Email:

		



		

		Types of Service:

		



		

		Annual Sales:

		





		2.

		Agency/Company Name:

		



		

		Address:

		



		

		Contact Person:

		



		

		Telephone:

		



		

		Fax:

		



		

		Email:

		



		

		Types of Service:

		



		

		Annual Sales:

		





		3.

		Agency/Company Name:

		



		

		Address:

		



		

		Contact Person:

		



		

		Telephone:

		



		

		Fax:

		



		

		Email:

		



		

		Types of Service:

		



		

		Annual Sales:

		





4 CONTRACT REQUIREMENTS

4.1 RETENTION OF RECORDS


The contractor shall maintain, for at least three years after completion of this contract, all relevant records pertaining to this contract.  This shall include, but not be limited to, all records pertaining to actual contract performance from the date of contract award.  It shall also include information necessary to document the level of utilization of MWBE’s and other businesses as subcontractors and suppliers in this contract as well as any efforts the contractor makes to increase the participation of MWBE’s.  The contractor shall also maintain, for at least three years after completion of this contract, a record of all quotes, proposals, estimates, or proposals submitted to the Contractor by all businesses seeking to participate as subcontractors or suppliers in this contract.  The State shall have the right to inspect and copy such records.  If this contract involves federal funds, Contractor shall comply with all record keeping requirements set forth in any federal rules, regulations, or statutes included or referenced in the contract documents.

5 SPECIAL TERMS AND CONDITIONS


5.1 PRICING AND ADJUSTMENTS 


PRICING


Unless otherwise stipulated all proposals must include unit prices and extensions where applicable and in the format requested.


All pricing shall include the costs of proposal preparation, servicing of accounts, and all contractual requirements. Pricing will include any and all training according to awarded vendors submitted training/implementation plan.  During contract period, pricing shall remain firm and fixed for at least 365 days after effective date of contract.

ADJUSTMENTS


Adjustments in pricing will be at the discretion of the State Procurement Coordinator and shall:


· Be the result of increases based on actual fees passed through by either an airline, ARC (Airline Reporting Company, or CRS (Computer Reservation System).


· Be accompanied by documentation acceptable to the State Procurement Coordinator sufficient to warrant the increase.


· Not produce a higher profit margin than that on the original contract.


· Clearly identify items impacted by increase.


· Be filed with State Procurement Coordinator a minimum of 60 calendar days before the effective date of proposed increase.


· Price adjustments will remain firm and fixed for 365 calendar days from the awarded price increase.


During the contract period, any price declines at the contractor’s level or cost reductions to contractor shall be reflected in a reduction of the contract price retroactive to contractor's effective date.


During the term of this contract, should the contractor enter into pricing agreements with other customers providing greater benefits or lower pricing, contractor shall immediately amend the state contract to provide similar pricing to the state. If a contract with other customers offers similar usage quantities and similar conditions impacting pricing, Contractor shall immediately notify the state of any such contracts.

5.2 CONTRACTOR PERFORMANCE 


General Requirements: The state, in conjunction with purchasers, monitors and maintains records of Contractor performance.  Said performance shall be a factor in evaluation and award of this and all future contracts.  Purchasers will be provided with service performance report forms to forward reports of superior or poor performance to the State Procurement Coordinator.  Poor performance may lead to removal from the contract.


6 PROPOSAL EVALUATION

6.1 PROPOSAL Evaluation/Award


To determine the award of this contract, the state will use both non-cost factors and cost factors in the proposal evaluation.

Extra Copies: Bidder is encouraged to provide five (5) additional copies of their bid response along with their original signed copy (total of six copies) and an electronic version (Floppy or Compact Disk) of their proposal response (original printed bid response takes precedence over all electronic versions).


Evaluation Criteria

The evaluation criteria are divided into Five (5) six (6) elements and points will be given based on the below matrix titled, “Evaluation Criteria” below. Only those Bidders receiving a minimum combined score of 600 for the written proposal and the price evaluation elements; may be invited to provide a live demonstration of the security features, account set up, booking procedures, confirmation notification of their program (Step 5) (Step 6).

The following Bid evaluation steps will be used:

		Evaluation Criteria



		ELEMENT

		RANGE

		MAXIMUM POINTS



		1.

		Initial Responsiveness

		

		Pass/Fail



		2.

		References 

		

		Pass/Fail



		3.

		Training/Implementation Plan

		

		Pass/Fail



		3. 4.

		Written Proposal

		0 to 550

		550



		

		Item #1

		0 to 100

		



		

		Item #2a

		0 to 50

		



		

		Item #2b

		0 to 50

		



		

		Item #2c

		0 to 200

		



		

		Item #3 

		

		



		

		1) Scenario

		0 to 50

		



		

		2) Scenario

		0 to 50

		



		

		3) Scenario

		0 to 50

		



		4.


5.

		Price

		0 to 600

		600



		

		Sub Total

		

		A minimum score of 600 points will be required to advance to Step 5.



		5.


6.

		Security and Live Demonstration 

		0 to 400

		400



		

		Total Available Points

		

		1550





Step 1)
 Responsiveness: Bidder is to follow the instructions contained herein with emphasis on completeness and clarity of content. Bids are to include all of the required documents in Section 3, Bid Submittals. Those proposals not meeting minimum proposal requirements may be deemed non-responsive and rejected, if pass; then move to Step 2.


Step 2)
References (Pass/Fail): Bidder’s will be required to submit the names of three (3) references meeting the criteria as stated in Section 3.6. The Office of State Procurement reserves the right to contact any or all of the references listed. Any reference that would not do future business with the Bidder may have their proposal rejected. The Office of State Procurement will make three (3) attempts to contact three (3) references listed. If more than three (3) references are provided, the Office of State Procurement will randomly choose three (3) to contact. After three (3) attempts, and failure to contact The Office of State Procurement will request an alternate reference. If pass, then move to Step 3.

Step 3) Training/Implementation Plan (Pass/Fail): Bidder’s are required to submit a training/implementation plan including, but not limited to, number of trainings, level of training, ongoing training. If pass, then move to Step 4.

Step 3
Non-Cost Evaluation (Written Proposal): 

Evaluation of the Written Proposal will be based on the Bidders responses to the Written Proposal factors identified in Section 3.4. Evaluation for the Written Proposal factors and the assignment of points shall be done by the Evaluation Committee members familiar with the contract requirements. The Evaluation Committee will evaluate proposal responses and documentation provider by Bidder. It shall be recognized that the assessment of technical factors and the assignment of points shall be based upon the committee’s and its member’s best professional reasoned judgment. 

Step 4 Price Evaluation: To determine the lowest evaluation cost the State Procurement Coordinator will use the following criteria:


600 points will be assigned to the lowest combined total price of items #1 and #2 of Pricing Section 3.5. Car ONLY, Hotel ONLY, Car and Hotel ONLY pricing will not be a factor in the price evaluation. Higher pricing will receive proportionally fewer points based on the following formula: Lowest Price/Higher Price * Total Available Points. 

Note: Bidders must have a minimum combined score of 600 point for the Written Proposal (Step 3) (Step 4) and the Price (Step 4) (Step 5) to be eligible for the live demonstration on November 8, 2006. November 15, 2006.


Step 5
Online Demonstration: Selected Bidder (s) will be required to demonstrate the security features of their online system at The Office of State Procurement or a mutually agreed location. All live demonstrations will be scheduled in one (1) hour blocks on November 8, 2006.November 14, 2006. If you are selected you will be notified by email by 4:00 pm PST, November 7, 2006 November 15, 2006 of your scheduled time to demo. All Bidders should also be prepared to provide an online demonstration at this time. Online Demonstration will include the following:


· Ease of Use


· Ability to search the web for YCAWA fares, provide warning if not YCAWA fare, allow traveler to proceed to booking.


· Ability to allow travelers to book with state contracted rental car provider, provide warning if not State contracted provider, allow traveler to proceed to booking.


· Ability to allow travelers to book with state preferred hotel providers, provide warning if not State contracted provider, allow traveler to proceed to booking.


· Ability to allow travelers to book with state preferred SeaTac parking lot provider, provide warning if not State contracted provider, allow traveler to proceed to booking. 

· Demonstrate ability to warn, notify, and document.


· Demonstrate a State of Washington Traveler’s ability to change their own itinerary and the show the fees associated with the changes.


The Evaluation Committee will award a maximum of 100 points for the security demonstration and a maximum of 300 points for the live website capability.


Step 6
Award: The Bidder that passes Steps 1 and 23; receives the minimum number of points in steps 34 and 45 (600 combined points); and has the highest combined score of steps 3 through 56 will be the successful Bidder.

6.2
Evaluation Conference: To aid in the evaluation process, after bid opening, the state may require individual bidders to appear at a date, time and place determined by the state for the purpose of conducting discussions to determine whether both parties have a full and complete understanding of the nature and scope of contractual requirements.  In no manner shall such action be construed as negotiations or an indication of the state’s intention to award.

7 REPORTS


The contractor(s) must provide the following report(s) to Office of State Procurement. Failure to submit any or all of the reports below may result in removal from contract

Sales and Subcontractor Report


The contractor must submit quarterly usage reports through the Contract Sales Reporting System located on the internet. at https://fortress.wa.gov/ga/apps/CSR/login/aspx. For you convenience, a Power Point is imbedded in this document that provides step by step instructions for quarterly sales submission.




[image: image1.emf]Online Sales  Reporting




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

State Contracts Specialist Required Report


Based on State of Washington specific reporting needs bidder may be required to provide additional information on an as needed basis. These reports may include, but are not limited to the following information:

· Hotel booking reports.

· Top city pair reports by contracted airlines. 


· A Savings report that shows dollar amounts that the contract users saved by using the on-line system.


· Management reports that the Bidder designed for use in this system.


· Service fee reports, such as those fees imposed by airports and airlines.


· Top traveler report (who are the contractor’s top travelers and the details related to their travel.

· Warning report (what information can the Procurement Coordinator and the Travel Program Administrators learn from this report?)


Washington State Department of General Administration 

Office of State Procurement, PO Box 41017, Olympia, WA 98504-1017


The State of Washington is an equal opportunity employer.  To request this information in alternative formats call (360) 902-7400, or TDD (360) 664-3799.


REV 2006-08-02
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Online Contract Usage Reporting Mockups














Login Screen


			 Vendors will login to a secured site to report usage


			Each contract vendor will be assigned a unique login ID and password by OSP





Click Login button to see next screen











Usage Reporting – Section 1


			Vendor verifies information is correct. 


			Vendor selects Report Year and Report Period


			If reporting no usage for quarter and year selected check the box, if not click the Next button.





If there is an error in the information provided or a field is not populated an error message will display here.


Vendor selects the reporting year, reporting period and contract number.   


This information will populate based on the vendor selections above.    


Vendor checks this box if reporting no sales for the reporting year and period identified.    











Usage Reporting – Section 2


			Vendors will enter in usage for only those government organizations that had sales for the year and quarter reporting.  


			Organizations are listed in alphabetical order, left to right so vendors may easily tab through the list.  


			Vendors may also scroll up and down and click on only those fields they want to provide usage data for.














Usage Reporting – Section 2


			Vendors can expand and collapse each set of organizations they are reporting for by clicking on the + sign next to the group name


			After entering in the usage data for a particular set of organizations the vendor clicks on the Update button to Save their usage data


			After a vendor has filled in the usage data for the government organizations they identified the vendor clicks on the Next button to go to the next step. 








Click on Update Agencies button to save your entries


Click on + button to expand a section











Usage Reporting – Review Report


			Vendors are provided an opportunity to review the usage data before submitting the information to OSP


			If a change is needed vendors can click on the Update Sales button to go back and edit the information provided. 


			If the information is correct the vendors clicks the Submit Report button to send the information to OSP


			Vendors can print a copy of this screen for their records.  An email with the same information will also be sent to the vendor so they have a record of what was reported. 














Usage Reporting - Confirmation


			Vendors will receive a confirmation screen when they submit their report to OSP.














Special Notes


			Vendors will still report usage one contract at a time. 


			Vendors are highly encouraged to use the online tool to take advantage of the efficiencies the online tool provides














A
? Contract Usage Reporting System - Login

Please Log In

Please enter your Email address and Password to log on.

1f you do not have a Email Address/Password, or if you are having system trouble, plese contact the Office of State Procurerment at (360) G02-7400 or
BCAMaik@ga. wa.gov.

Forgot your password?

Email Address:

Password:






g
rg/‘\ Contract Usage Reporting System - Section 2

2l Agencies, Boards and Commissions
Org # _Organization Name s Sales Org # _ Organization Name s Sales
165 ACCOUNTANCY, STATE BOARD OF o 035 ACTUARY, OFFICE OF THE STATE o
110 ADMINISTRATIVE HEARINGS, OFFICE OF o 055  ADMINISTRATORFORTHE COURTS o
119 AFR-AMER AFFARS, WA COMMISSION OF [0 | 455  AGRICULTURE, DEPARTMENT OF o
501 ALFALFA SEED COMMISSION [0 | S0  APPLEADVERTISING COMMISSION o
387 ARTS COMMISSION, WASHINGTON STATE [0 | 087 ASIANPACAMER AFFARS, COMMON o
506 ASPARAGUS COMMISSION [0 100  ATTORNEY GENERAL OFFICE OF THE o
095 AUDITOR, OFFICE OF THE STATE o sz BARLEY commissIon o
502 BEEF COMMISSION o si3  BLUEBERRY COMMISSION o
010 BOND RETIREMENT AND INTEREST o s05  BULBCOMMISSION o
508 CANOLA AND RAPSEED COMMISSION o | 112 CAPITOLCOMMITEE, STATE o
101 CASELOAD FORECAST COUNCIL [0 | 460  COLUMBIARIVER GORGE COMMISSION o






s120

4610

1080

s140

4880

Dry Pea adhn Lentil Commission
Ecology, Dept of
Economic Developrrent Finance Authority
Egg Commission

Environrmental Hearings Office

B o
[
[
]
]

Eastern Washington State Historical Sacisty | —
Economic and Revenue Forecast Council | —
Education, State Board of | —
Employment Security Department | C—
Farmed Salmon Commission | —

Update Agencies

Total Agencies, Boards and Commiisions:

# Higher Education

# purchasing Cooperative Participants

# miscellaneous Government Organizations

Next





=

A
%" Contract Usage Reporting System - Review Report

Contract #: 09404

Contract Title: Automobile, Ful-size Police, 4-Door Sedan, 2005 Crown Victoria

Procurement Officer: Bill Griffn

vendor Name: Colurrbia Ford
Contact Name: Tom Johnson
Contact Phone: (360) 996-8868

Contact Email: Tichnson@ColumbiaFord.com

Agencies, Boards & Comissions. Sales

Attorney General, Office of $3,000.00
Auditor, Office of $5,500.00
Beef Commission $500.00

Total Agency, Board & Commision Sales: $9,000.00

Higher Education Sales

Central Washington University $1,500.00
Edmonds Community College $800,00
Total Higher Ed Sales:  $2,300.00

Purchasing Coop Participants Sales
CLALLAM COUNTY FIRE DISTRICT $800,00
MEDICAL LK SCHOOL DISTRICT 326 $1200.00
OLYMPIA FORT OF $2000.00

Total Goop Participant Sales:  $4000.00

Miscellaneous Organizations Sales
ABC Organization $1000.00
Total Miscellaneous Sales:  $1000.00






Contract Usage Reporting System - Confirmation

Thark you for reporting your 1st Quarter Contract Sales.






Contract Usage Reporting System - Section 1

Reporting vear: [0 5]
Reporting period: [4f Guarter ]
Contract #: [0 5]
Contract Title: VEHICLES, 2005 SMALL/MIDSIZE PICKUP TRUCK
Contract Hanager: BLL GREFII

Vendor Name:
Contact Name:
Contact Phone:

I Check here if sales equal zero fo the year and quarter you are reporting.
© Error messages will be displayed here.
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