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Executive Summary
	Instructions:  
Please provide the information requested in each numbered request in the space provided below.  Any Bidder who fails to submit responses to the questions herein shall be deemed nonresponsive and denied further consideration for Contract award.   Bidders will be evaluated for explanations provided in each section, and will be scored on thoroughness, accuracy, and how well each response meets the State of New York’s expectations.  No points will be awarded for incomplete responses.  Please use as much space as necessary for each response.

	1. Global Reservation Process

	The Bidder shall provide a narrative description of the proposed Global Distribution System (GDS).   This shall include, but is not limited to:
· A description of the features and enhancements.   
· A description of how your organization will make bookings with Airline carriers that have limited availability in the GDS.

	










	2. Online Travel Reservation System 

	The Bidder shall provide a narrative description of the proposed Online Travel Reservation System, and any optional supplements or components.  This shall include, but is not limited to:
· A description of system’s function, enhancements and security features. 
· A description of the reliability of the proposed Online Travel Reservation System.  
· A description of system’s capabilities to display the state’s contracted airline “city-pair” and point of sale discount fares. 
· A description of the system’s ability to make changes on a pre- and post- ticketing basis
· A description of the tracking of unused electronic/and or paper airline tickets and coupons. 
· A description of how travelers make changes to the profiles.
· A description of how the fulfillment is currently done for on-line bookings (i.e., third party, agency).

	









	3. Bidder’s Approach to Providing the Travel Management Services

	The Bidder shall provide a narrative description of proposed approach to providing the travel management services.  This shall include, but not be limited to:
· A statement of the capacity and willingness to perform Travel Management Services as described herein.
· A narrative description of how your organization will meet the requirements of this RFP.  This is an opportunity for the Bidder to more fully describe how they meet the service requirements listed in Attachment 2. 
· A narrative description of how the proposed Bid complies with the State’s travel policy when arranging travel needs for State employees.
· A description of any potential issues, problems or shortcomings that may be encountered supporting the State.  

	










	4. Staff Qualifications

	The Bidder shall provide a narrative description of how the proposed staff possesses the necessary knowledge and demonstrated ability to provide the services required by this RFP.  This shall include, but not be limited to:
· A description of all relevant information regarding the number, qualifications and experience of staff to be specifically assigned to this engagement.  In addition, the Bidder should indicate how the staff competency level will be assured over the term of the Contract.
· A Description for all staff members.  This shall include, but not be limited to:
· Relevant licensure/certification status
· Indication of experience gained on similar customer clients
· Indication of the Job Title that the individual will be assigned to.  
· Resumes for all Key Management/Staff and Travel Agents that are assigned to support the resultant contract.

	













	5. Transition Plan

	The Bidder shall provide a narrative description of how they would assist in increasing adoption of using on-line travel reservation across the State; current use is approximately 0%.  The State would like to achieve an adoption rate of at least 70% or greater for use of the Online Travel Reservation system.  This shall include, but is not limited to:
· A description of the expected results at the end of the first year and subsequent years of the contract. 
· A description of the proposed steps to increase on-line travel reservation.
· A description of proposed communication methods to be used.  
· A description of proposed training for orienting Authorized Users to the selected Online Travel Reservation System.  The Bidder shall describe how the training materials will be adapted to reflect New York State travel policies.  

	










	6. Reservation and Rates

	The Bidder shall provide a narrative description of how the travel management services proposed.  This shall include, but not be limited to:
· A description of your service offerings for all travel arrangements both domestic and international for State travelers, including air, lodging, rail reservations, ground transportation, rental car reservations and Visa services.
· A description of how to provide the lowest rates to authorized users. 
· A description of advice and applications to authorized users for passports, VISAs, tourist cards and other documents necessary for foreign travel.
· A description on how your proposed system (on-line and agent assisted) will notify travelers of a change in reservations, fares or travel services as defined in the RFP. 
· A description how unused non-refundable tickets are tracked for both the traveler and agency finance officers.
· A description of how your organization will ensure, for traditional telephone bookings, that the same airline inventory is available as the on-line travel reservation system. 
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