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ANNOUNCEMEN AND SPECIAL INFORMATIC .

Bidders are required to read and understand all information contained within this entire bid package. The
Competitive Procurement Standards, which are referred to in this bid package are not automatically printed or
sent out with this IFB. By responding to this IFB, 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):

® Supporting a diverse supplier pool, including small, minority, and women-owned firms
e Featuring products made or grown in Washington

1.1 PUBLIC DISCLOSURE
Bid information, including price sheets, will not be available for public disclosure until after award of the

contract. At the time of bid opening, only the name of the bidder and time of bid receipt will be read
aloud.

1.2 SCOPE

1.2.1 The Office of State Procurement, Purchasing and Contract Administration (the State)
pursuant to RCW Chapter 43.19 as authorized agent for State of Washington, herewith
solicits bids for: Discount air travel between city pairs as defined and identified herein.
This contract shall be used by State Agencies, Political Subdivisons, and Higher
Education to obtain contract fargs for flights required by persons in the course of
traveling on official state busine@aveﬁng on official state business” shall include all
travel paid for by the state of Washington via an eligible mode of payment as identified
herein. Currently the only approved mode of payment is the State of Washington JP
Morgan Chase VISA card.

A. Estimated Usage: $ 12,000,000.00.

B. Purchasers: All State Agenéies, Insiitutions, Community Colleges, The College, and
Universitics will purchase from this contract whenever the contracted carrier(s) serves the
contracted destination within time constraints required by agency program requirements,
unless a lower published fare offered to the general public is available from the contractor
or an alternate carrier. When the contract carrier(s) for a particular city-pair offers a
comparable fare and has seats available at that fare, the contracted carriers are utilized as
per the Washington State Office of Financial Management (OFM) Travel Regulations in
lieu of a non-contract carrier.

With mutual agreement of the Contractor, the state reserves the right to add or delete
eligible purchasers as deemed in the state’s best interest.

Political Subdivisions: Participation in this contract may significantly increase the
purchase volume. While participation shall be at the option of each political subdivision,
the state actively encourages them to purchase from state contracts. All orders from such
ehgible purchasers are subject to the same contract terms, conditions, mode of payment
and pricing as state agencies. The state accepts no responsibility for payment by such
purchasers.

Political subdivisions may utilize this contract if*

e Contract is available to those purchasers by mutual agreement of OSP and
contractor.

Bidder’s Company Name
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e 51 purchasers are included on the Statr  irchasing Cooperative (SPC) listing
published and updated periodically by OSP. Reference  website
hitp://www.ga.wa.gov/servlet/PCACoopListSv
C. Term: From April 1, 2004 to March 31, 2005 (one year) with the option to extend for
additional terms or portions. Extensions will be subject to mutual agreement. The total
contract term may not exceed six (6) years.

1.2.2 Bid evaluation and award criteria can be found in the section entitled BID
EVALUATION

Bidder’s Company Nam
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CHECK LIST:

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

Bid submittal entitled: Offer and Award

Bid subnuttal entitled: Bid Information

Bid submittal entitled: Price Sheets

Bid submittal entitled: Certification of ITnmate Wages

Bidder’s Company Name
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3 Bid Submittals

3.1 OFFER AND AWARD

Bidders are required to read and understand all information contained within this entire bid package. There are
some standard documents, which are referred to in this bid package that are not automatically printed or sent out
with this bid. For example, Competitive Procurement Standards (Standard Terms and Conditions, Instructions to
Bidders, Definitions), 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/eps.htm. If you do not
have Internet access, you may contact the State Procurement Officer to obtain copies of any and all documents
contained in this bid package.

STANDARD DEFINITTIONS revised 06/02/03
STANDARD INSTRUCTIONS FOR BIDDERS revised 06/02/03
STANDARD TERMS AND CONDITIONS revised 06/02/03

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
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, to be effective April 1, 2004. This is a Partial award for
Travel, Discount Air for use by State Agencies, Washington Political Subdivisions and Higher Education.

Authorized Signatures

(State Procurement Officer) (Date) (Purchasing Manager) (Date)

Bidder’s Company Name
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3.2  BID INFORMA..ON
Bidder shall complete the following:

1. Travel Card accepted Yes _ No
(Washington State Travel card is VISA)

2. Authorized Representative:
Primary Contact-Contract Administration Alternate Contact - Confract Administration

Name: : Name:
Telephone: Telephone:
Fax: Fax:

. Email: ~ Email:

3. Federal Tax Identification Number:

4, The Contractor will offer these prices to members of the Washington State Purchasing
Cooperative. See http://www.ga. wa.gov/servliet/PCACoopListSv

Check one of the statements below,
Yes we will offer these prices to Washington State Purchasing Cooperative

No we will not offer these prices to Washington State Purchasing Cooperative

Bidder’s Company Name
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3.3  SPECIFICATICG. .3

3.3.1 ELIGIBLE BIDDERS
A. Certification: To receive consideration, bidder must be a Certified Air Carrier or
Commuter Air Carrier fully recognized by the United States Department of
Transportation and/or other regulatory agencies.

B. City — Pair Eligibility: For a bid on any given city-pair to be considered responsive, the

airline must have received United State Department of Transportation certification to
provide such scheduled service between the cities designated and shall have tickets for
such services available and for sale by the actual date and time of bid opening. Carriers
utihzing aircraft with 30 or more passenger seats will receive preference in market(s) bid.
However, the State reserves the right to consider bids from carriers utilizing aircraft with
less seating capacity in those markets where such an award is determined to be more
economical and in the state’s best interest.

C. Minimum Service Requirements;

Contract passengers must be provided all services and considerations that are
provided to the public in the same class of service.

Reservation and Ticket Sales: Reservations and tickets must be available to the
State from the confract airline, and through all travel agencies appointed by the
Contractor and utilized by the State and airlines having ticket agreements with the
Contractor. Reservations for contract passengers must be confirmed on the same
basis that reservations are confirmed- for the public. There shall be no
consideration in favor of passengers paying higher fees in the same class of
service.

Flight Frequency: The acceptable minimum number of flights Monday-Friday, is
one flight in each direction between the hours of 6:00 A.M and 11:00 P.M.

For historical record of bookings see the JP Morgan Chase City Pair report at:
http://www.ga.wa.gov/pea/bids/13503B .xls

Schedule Changes: Providing that contracted carrier’s schedule changes affects
the general public as well as this contract, the Contractor maintains the right, at its
sole discretion, to change, increase, decrease or terminate service to any
destination awarded. The State Procurement Officer shall be given 30-day
advance written notification of changes whenever said changes would result in an
overall schedule that falls below the mmimum service level as defined herein.

In the eveni that a contract carrier decreases service to a contracted city-pair
below the minimum service level, as defined above, the state reserves the right to
re-award that city-pair to the next lowest responsible bidder.

Pricing:
1. Submission: Fares bid shall be submitted in formats specified herein

2. Automatic Fare Adjustments Clause: Fares will be firm and fixed for the
1nitial six (6) months of the contract term.

Thereafter, contract fares will be subject to adjustment in accordance with the
procedures and criteria set forth below.

Bidder’s Company Name
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creases or decreases (not to exceed ' "4 in either direction) shall be made
automatically by the Office of State ._ocurement in accordance with the
Consumer Price Index for all urban consumer (CPI-U), the Transportation
Services Index which is published monthly by the US Department of Labor,
Bureau of Labor Statistics, Adjustments in fares will be based on the
percentage changes m the CPI-U Transportation Services Index, and will be
effective on October 1, 2004 for tickets purchased on or after March 1, 2004,
for the remainder of the contract term. See
http://www.bls.gov/ro9/cpiseat.hitm

Fare adjustments will be calculated in accordance with the following
methodology:

Net Monthly Change
Unadjusted Index =  Percentage Change
Base Index

The data used to calculate adjustments effective October 1, 2004 shall be
exfracted from monthly Airline Fare Indexes from January 1, 2004 through
August, 2004. Adjustments will be applied to all contracted fares thereby
precluding any change in relative position of individual Contractors.
Contractors shall receive written notification of the nature and amount of fare
adjustment 30 days prior to effective date thereof. Coniractors shall make
available fare adjustments to applicable reservation systems 14 days prior to
the effective date of adjustments indicated above, via the Airline Tariff
Publishing Company. If the Contractor’s normal mode of distribution is other
than an electronic reservations system, the Contractor shall ensure that all
adjusted fares are disseminated within 14 days in accordance with the
Confractor’s normal means of providing fare information throughout its
distribution and reservation system.

. Fare Adjustments: Should the State and the Contractor mutually agree to
extend this contract, fare adjustments, if required, will be negotiated 30-60
days prior to published contract expiration date and in conjunction with
contract extension. Automatic fare adjustments as detailed above shall apply
to all subsequent extensions.

Fare increase requests will also be honored on a pass-through basis (if
properly justified and submitted in writing) at any time during the contract
period if said increase is based upon substantiated costs imposed on the airline
by governmental regulation, e.g., excise taxes, etc.

. Fare Availability: Within 7 days after issuance of notification of award,
confract pricing shall be made available to Contractor’s authorized travel
agents via a computerized reservation system. If the Contractor’s normal
mode of distribution is other than an electronic reservations system, the
Contractor shall ensure that all fares awarded are disseminated within seven 7
days in accordance with the Contractor’s normal means of providing fare
mformation throughout its distribution and reservation system.  All
Contractors are required to use the Fare Basis Code: YCAWA for
unrestricted fares awarded for the named carrier.

Bidder’s Company Name
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is requested that airport codes bc 3ed in conjunction with YCAWA

contract fare designators in multiple auaport markets. For example, in the

SEA/DCA market, a 10-letter code should be used, YCAWADCA to indicate

that the contract fare gnly applies between Seattle and Washington National

Airport. The YCAWA ‘wrshall not be used for any city-pair not awarded to
said carner.

5. Fare Applicability: Bidder’s pricing for all domestic routes must include all
applicable federal, state, and local taxes and surcharges customarily included
in the fare structure displayed in the Computerized Reservation System.
Pricing for international routes shall be the base fare (i.e. the price the air
carrier charges for service) exclusive of taxes and fees. In addition, pricing
must also include costs of meals (when free meals are available to coach class
passengers), normal baggage conveyance (including standard free baggage
allowance), advance reservations, all normal customer service functions, cost
of bid preparation, and all contractual requirements specified herein.
Passenger Facility Charges (PFC) and segment fees shall not be included in
fares bid. However, the State acknowledges that the PFC and segment fees
will be charged as authorized at the time of ticketing.

All fares awarded herein shall be available on all tickets purchased during the
contract period, including those purchased during the last month of the
contract period for travel completed during the following month. Any fare
placed under contract will apply seven days per weck to all coach class seats
on scheduled flights of that contract carrier in the market bid. That fare shall
be the highest fare which the carrier can charge the State for coach class
transportation in that market. Lower coach fares offered to the general public
by the contract carrier shall also be available to the State, provided the fare
requirements meets all the terms and conditions of the state contract fare.
Contractor shall arrange for prompt adjustment on all charges exceeding
contract price.

6. Fare Discrimination: Contract fares must be applicable for all available seats
on a given flight in the coach class section. Contractor shall not discriminate
against any State business traveler in favor of higher fare tickets paid by other
travelers on any given seat or block(s) of seats in the same class of service.

Service Information
1. Submission: Service Information will be submitted in formats specified herein:
a. Bidder shall not enter flights that are below minimum service requirements.

For example, bidder will not enter any flights originating outside the 6:00 A.M. to
11:00 P.M. flight departure parameters, nor any connecting flights within those
parameters with more than two (2) hour cumulative layover time (domestic city-pairs)
or two and one half (2 }2) hour cumulative layover time (international city-pairs).

b. Bidder shall submit service information based upon their daily (Monday — Friday)
service scheduled for the week of March 1, 2004 through March 31, 2005.

¢. Bidder shall submit on price sheets a schedule of its flights, in each direction, for each
city-pair bid. The schedule shall display the following information:
s Origin City
e Destination City

Bidder’s Company Name .
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Total Elapsed Time
d. If a biader believes that no carrier meets the mimumum requirements for a specific
market, they may submit a bid below the minimum requirements for that market.
Offers shall specifically identify such markets and include a letter with their offer,
e. Identifying those markets in which they bid despite having service below the
mintmuim.

3.3.2 RESPONSIBILITIES OF STATE AGENCIES:

A. Use Gudehnes:

State agencies shall utilize the air travel services as provided by carrier awarded
contract(s) except under the following conditions:
The agency departmental director or designee determines that:

1. Contractor does not travel to the desired destination(s) and/or does not do so within
the time constraints required by agency program requirements; or

2. When transportation is offered to the public at a published fare, which is less than the
State contract fare. Note: When the contract carrier(s) for a particular city-pair offers
a comparable fare and has seafs available at that fare, the contracted carrier shall be
utilized in lieu of a non-contract carrier.

. Identification Requirements:

Any of the following documentation will be acceptable as verification that travel is being
conducted for the purpose of official business on behalf of the State of Washington:

1. Authorizing letter, on agency letterhead stating that traveler is conducting official
State business. This letter should include traveler’s name, dates of travel, traveler’s
basic itinerary, and authorizing signature.

2. State travel charge card.

. Method of Payment:

Payment for purchases under this contract made only through the state credit/charge card
program, currently TP Morgan Chase-Visa.

. Dual Awards:

It is the intent of the state not to make dual awards.

SUPPLEMENTAL INFORMATION

Bidders shall complete the following required information. Where additional space is needed and/or
where specifically requested, submit an attached letter.

Identify any subcontractors who will perform services in fulfillment of contract requirements the nature of
services to be performed and anticipated dollar value of each subcontract. Include federal tax
identification (TIN) number for each subcontractor:

1. Tin:
2. 3 Tin:
3. $ Tin:

Bidder’s Company Name
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3.5 CERTIFICAT! TOFINMATE WAGES

To receive consideration, eligible bidders requesting preference under RCW 43.19.535 must
complete and submit a Certificate of Inmate Wages form with their bid. This form is available
via our Internet site at http:/www.ga.wa.gov/PCA/Forms/Certification-of-inmate-wages.doc or
main page http://www.ga. wa.gov/PCA/regulat.htm, or by calling (360) 902-7400.

4 BID EVALUATION

41  EVALUATION/AWARD
An award will be made to the lowest responsive bidder in each city pair market based on the

. following:
Criteria Weight Points
Fare — (Lowest Fare) 65% 195

All other fares will be allotted a percentage of the maximum points

allowed based on the relationship to the lowest fare.

Averaged Elapsed Time (A.E.T) All other AET’s will be allotted those 25% 75
points listed after the “shortest AET and the related time. Show time in

Hours and Minutes, i.e. 2:10 is two hours and ten minutes.

Shortest A.E.T. 75

Within 30 minutes of shortest A.E.T. 75

Within 31-45 minutes of shortest A.E.T. 60

Within 46-60 minutes of shortest A E.T. 45

Within 61-90 minutes of shortest A.E.T. 30

Within 91-120 minutes of shortest A.E.T. 15

>120 minutes of shortest A.E.T. 00

Number of Flights 10% 30

The State’s acceptable minimum number of flights Monday-Friday, in
each direction departing between the hours of 6:00 A.M. and 11:00 P.M.,
based on the estimated passenger level, are shown below:

Flights per day
0-2 0
3-4 10
5-6 20
>6 - 30

Total 100% 300

The State will award to the lowest responsive and responsible bidder by city pair, with the highest total
points. The state reserves the right to aggregate award if deemed in the best interest of the state.

5 CONTRACT REQUIREMENTS

5.1  RETENTION OF RECORDS

The contractor shall maintain, for at least three years afier 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

Bidder’s Company Name
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subcontractors :  suppliers in this contract as well  ny ecfforts the contractor makes to
increase the participation of MWBLE’s. The contractor shai: also maintain, for at least three years
after completion of this contract, a record of all quotes, bids, 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 mspect 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.

6 SPECTAL TERMS AND CONDITIONS

6.1

6.2

6.3

6.4

6.5

PRICING AND ADJUSTMENTS

Unless otherwise stipulated all bids must include unit prices and extensions where applicable and
be otherwise in the format requested.
See Paragraph 3.3 Specifications for details related to Pricing and Adjustment.

6.1.1 All pricing shall include the costs of bid preparation, servicing of accounts, and all

contractunal requirements.

6.1.2 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 the
contract with other customers offers similar usage quantities, and similar conditions
impacting pricing. Contractor shall immediately notify the state of any such contracts
entered into by contractor.

CONTRACTOR PERFORMANCE

6.2.1 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
produet/service performance report forms to forward reports of superior or poor
performance to the State Procurement Officer.

TRAVEL CARD ACCEPTANCE

The current card avatlable for state agency use is a VISA product. Bookings can only be made
with the state contracted charge card. The state uses cards and Corporate Travel Accounts also
know as ghost accounts. The contractor will allow bookings via a CTA.

BIDDER COMPLIANCE

The State reserves the right to consider the actual level of bidder’s compliance with the
requirements specified in this IFB, and to consider a bid responsive if it substantially complies
with the state’s intent relative to overall bid requirements and specifications.

BID ON CD

In addition to a hard copy originally signed in ink bid submittal, the bidder shall submit their bid
on a CD in Micro Soft Word format (except the price sheets). The price sheets shall be on a
separate CD with the price sheets in Micro Soft Excel.

Bidder’s Company Name
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