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TECHNICAL PROPOSAL

ATTACHMENT F
Instructions:  Please supply all requested information in the space below each question.   Indicate any attachments that have been included to support your responses.
1. Please detail the plan to ensure a 24-hour customer service support system for State travelers.
	


2. Respondent will purchase, at its own expense, any and all licenses necessary to conduct travel operations for the State. Please detail any necessary licenses acquired by the Respondent. 
	


3. What level of insurance will be provided to the State for all travel services including, but not limited to, air, rail, and car travel modes.
	


4. Please detail the capabilities of the Respondent’s online booking tool.  Include specifics on how users can research and make their own reservations.  
	


5.  Please detail the capabilities of your online tool working in conjunction with the State’s People Soft approval and Reporting System.  
	


6.  Please detail the Respondent’s staffing plan that best matches the State’s   activity volume.  

	


7. Please explain how you will ensure state travelers receive the best value on airfare and lodging consistent with the proposed itinerary and restrictions on purchasing. Justification must be included when using full-price fares as these fares are to only be used in the event that no other option is available.

	


8. Please explain how the Respondent will provide the State and travelers with Invoices, Travel Itineraries, and Proposed Itineraries.  An example of each document should be attached.  Keep in mind the State’s goal to reduce paper usage.
	


9. Please explain how the Respondent will maintain a customer profile for each state traveler.  

	


10. Please detail how the Respondent plans to notify State business travelers of any changes in travel schedules including airport closings, cancelations, and delays on flights, trains, buses, etc.
	


11. The Respondent should detail the options available to state travelers at no extra expense and what options can be accessed on the online booking tool.  (I.e. advanced seating assignment, last seat availability)
	


12. Please explain how the State’s rental vehicle program will be incorporated into the Respondent’s booking tool. This plan should include details on reserving vehicles through whoever is awarded an agreement with the State of Indiana.  Our current contract for these services can be found at:  http://www.in.gov/idoa/2449.htm 
	


13. How will the Respondent achieve government, corporate, special conference, or other discount rates for lodging?  How will the Respondent assist with securing conference meeting space, meeting equipment, and extras?
	


14. Please detail the Respondent’s plan to assist the State in negotiating special discount rates with individual hotels and motels chains. Respondent should also consider proposing a methodology to provide package stay rates that include additional travel services such as breakfast, internet use, parking, etc.
	


15. Please detail the services that will be provided to international travelers? (I.e. vaccination requirements, safety details, currency information, insurance, passports/visas, documentation)  

	


16. Please detail the Respondent’s plan of implementation.  Response should include a timeline with checklist of necessary steps for implementation, and any training for IDOA and state travelers.

	


17. The State is looking for a solution that creates free or reduced parking services at designated airports and lodging establishments. Specifically, the Indianapolis International Airport and Downtown Indianapolis Hotels.  Please detail your plan to achieve these services.
	


18. Please provide an example of an executive summary report, which should
 include information such as any problems, solutions, and suggestions to enhance services.  
	


19. Please provide an example of the monthly sales activity report.  This should be the official booking activity report broken down by agency.  

	


20. How does the Respondent plan to arrange for independent third-party audits of airfares and other items when requested by the State?  The Respondent will need to provide a method by which the State can audit the Respondent’s guarantee for lowest airfare.

	


21. How will the Respondent handle repayment for failures to offer the lowest available fare?  Any fees assessed by travel vendors for error on the Respondents part will be incurred by the Respondent.  
	


