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Glossary

Terms used in this document shall be defined in accordance with Appendix B, §5, Definitions, of this RFP, which is hereby incorporated by reference.  In addition, the following definitions shall apply. 
Agency or Agencies: Shall refer to the State of New York, acting by or through one or more departments, boards, commissions, offices or institutions of the State of New York.
Agent(s):  Contractor-provided personnel, including travel agents and other contract-related travel staff.
Agent Assisted Airline Transaction Fee: A fee charged when an Authorized User utilizes the services of the Contractor’s travel agent to purchase airline travel arrangements for one transaction. In an agent-assisted transaction, the Authorized User and/or travel coordinator has granted the Contractor responsibility for making or completing the reservation purchase. The use of customer support services for technical support or assistance in completing the otherwise self-service online travel reservation action does not, and shall not, constitute an Agent-Assisted Airline Transaction Fee.
Agent Assisted Rail Transaction Fee: – A fee charged when an Authorized User uses the services of the Contractor’s travel agent to purchase rail arrangements for one transaction. In an agent-assisted transaction, the Authorized User and/or travel coordinator has granted the Contractor responsibility for making or completing the reservation purchase.  The use of customer support services for technical support or assistance in completing the otherwise self-service online travel reservation action does not, and shall not, constitute an Agent-Assisted Rail Transaction Fee.
Airline Reporting Corporation: An airline-owned company serving the travel industry with financial services, data products and services, ticket distribution, and settlement.
Bidder: Shall refer to any business entity who submits a response to this RFP. At the time that the Bidder executes a contract with the State for their services a Bidder shall become a Contractor.
Business Hours: Shall mean Monday through Friday, between the hours of 8:00 A.M. and 5:00 P.M. EST except New York State Holidays.  
Contract: Shall mean the written document signed by the Bidder after NYSPro has advised Bidder that it is the apparent successful Bidder.
Custom Trips: refer to travel reservations which require the traveler or travel coordinator to enter specific information (such as cost center, travel authorization number, etc.) prior to making a travel reservation through the Online Travel Reservation System or a travel agent.  
E-Ticket: Shall mean an electronic record confirming the purchase of an airline or rail ticket.
E-Ticket Unused Usage Tracking Alert: Shall refer to an automatic alert that notifies travelers via email of an upcoming trip or expiring ticket. 
Emergency/After-Hours Travel Service: Provides reservation and ticketing support for travel needs meeting the following criteria: a) the call occurs before/after business hours and b) the travel will commence within the following twenty-four (24) hours or the need to travel arises over the weekend or during a holiday for travel that will commence over the weekend or on the next business day, and the traveler cannot wait until the next business day to process reservations.
Emergency/After-Hours Call Transaction Fee: A fee charged when an Authorized User utilizes the services of the Contractors nationwide toll-free telephone number for Emergency/After-Hours Travel Service.
Global Distribution System (GDS): Shall mean a system containing information about availability, prices, and related services for airlines, car rental companies, hotel companies, rail companies and suppliers, and through which reservations can be made and tickets can be issued. A GDS also makes some or all of these functions available to subscribing travel agents, booking engines, and airlines.
International Airlines Travel Agent Network (IATAN): Shall mean the non-profit organization that appoints travel agencies and travel agents on behalf of its customer airlines.
MWBE: Shall refer to a business certified with New York State Empire State Development (ESD) as a Minority and/or Women-owned Business Enterprise.
May: Denotes the permissive in a contract clause or specification. “May” does not mean “required.” 
Must: Denotes the imperative in a contract clause or specification. “Must” is synonymous with “required.” Also see “Shall”. 
NYS Vendor ID: Shall refer to the ten-character identifier issued by New York State when a vendor is registered on the Vendor File.
OGS:  Means the New York State Office of General Services.
Online Airline Transaction Fee - A fee charged when an Authorized User purchases an airline ticket online using the Bidder’s Online Travel Reservation System for one transaction.
Online Rail Transaction Fee – A fee charged when an Authorized User purchases rail tickets online through the Contractor’s Online Travel Reservation System for one transaction. 
Online Transaction: Refers to the initiation and purchase of travel reservations online through the travel management Contractor’s Online Travel Reservation System.
Online Travel Reservation System: A web-based online travel reservation service provided by the Contractor and used for online booking of travel.
New York State Procurement (NYSPro): Shall refer to the division of the New York State Office of General Services which is authorized by law to issue centralized, statewide contracts for use by Authorized Users.
Pass-Through Fees:  Fees that are set by travel suppliers and passed on to Authorized Users, without mark-up or any additional fees assessed by the Contractor (examples include hotel cancellation fees; airline change/cancel fees; no-show fees; visa/passport processing fees; etc.)
Passenger Name Record (PNR): Shall mean a file in a database of the Global Distribution System (GDS) that includes the passenger name, itinerary and form of payment, and the ticket number.
Request for Proposals (RFP): Shall refer to this document, and its appendices and attachments.
Shall:  Denotes the imperative in a contract clause or specification. “Shall” is synonymous with “required.” Also see “Must”. 
State: Means the State of New York.
Statewide Travel Coordinator: shall mean the NYSPro contract manager responsible for the development and administration of the centralized travel management contracts.
Transaction Fee:  Shall mean a charge applied to reservations that result in the issuance of a ticket for common carrier transportation or a charge applied per call to the Emergency/After-Hours Travel Service.  See §8.1, Fees, for further detail. 
Travel: shall mean domestic and international commercial modes of transportation and lodging in the course of the individual’s official business including, but not limited to, airline, rail, ferry and shuttle transportation; passenger vehicle, limousine and van rental; and hotel lodging.
Travel Coordinator:  shall mean the individual or individuals designated by an Authorized User to coordinate all travel activity for that Authorized User.  Not all Authorized Users will have a designated Travel Coordinator.
Traveler Profile: A record of information about a traveler provided by Authorized Users and/or employees that contains basic identifying elements, including but not limited to the traveler’s full name, middle/second name or initial, e-mail address, Authorized User name, date of birth, gender, work address, phone numbers, charge card information, including name(s), number(s), and expiration date(s), of cards, accounting information, travel preferences, passport and/or visa numbers and associated dates, and frequent traveler memberships.
Trip: Shall mean all segments of travel booked for an individual at one time for one itinerary.
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