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This	
  document	
  is	
  for	
  the	
  express	
  purpose	
  of	
  assisting	
  your	
  development	
  of	
  a	
  proposal	
  for	
  Air	
  Travel	
  Services	
  and	
  
cannot	
   be	
   shared	
   outside	
   the	
   receiving	
   organization	
   without	
   the	
   express	
   written	
   consent	
   of	
   Company	
   Name.	
  	
  
Information	
  included	
  in	
  this	
  proposal	
  is	
  proprietary	
  and	
  confidential	
  regarding	
  Company	
  Name.	
  

Company	
  Name	
  reserves	
  the	
  right	
  to	
  amend,	
  modify	
  or	
  withdraw	
  this	
  RFP.	
  	
  The	
  company	
  further	
  reserves	
  the	
  right	
  
to	
  accept	
  or	
  reject	
  all	
  or	
  part	
  of	
  your	
  proposal.	
  	
  Neither	
  receipt	
  of	
  this	
  RFP	
  nor	
  the	
  submission	
  of	
  a	
  response	
  shall	
  
be	
  construed	
  to	
  create	
  a	
  contract	
  or	
  an	
  expectation	
  of	
  a	
  future	
  business	
  relationship.	
  	
  Company	
  Name	
  is	
  not	
  liable	
  
for	
   any	
   costs	
   incurred	
   by	
   any	
   Supplier	
   Candidate	
   in	
   the	
   preparation,	
   presentation,	
   or	
   any	
   other	
   aspect	
   of	
   the	
  
Proposal	
  received	
  by	
  reason	
  of	
  this	
  request.	
  	
  Furthermore,	
  Company	
  Name	
  is	
  not	
  obligated	
  to	
  negotiate	
  separately	
  
with	
  any	
  source	
  whatsoever	
  in	
  any	
  manner	
  to	
  serve	
  Supplier	
  Candidate’s	
  best	
  interests.	
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OVERVIEW	
  

INTRODUCTION	
  
As	
   a	
   recipient	
   of	
   this	
   Request	
   for	
   Proposal	
   (“RFP”),	
   your	
   company	
   (“supplier	
   candidate”,	
   “you”,	
   “your”)	
   is	
  
considered	
  a	
  potential	
  supplier	
  of	
  Air	
  Travel	
  Services	
  to	
  Company	
  Name.	
  	
  The	
  letter	
  of	
  Intent	
  to	
  Bid,	
  Confidential	
  
Disclosure	
  Agreement,	
  Signature	
  Authorization	
  Form,	
  the	
  RFP,	
  your	
  response	
  to	
  the	
  RFP	
  and	
  all	
  Appendices	
  hereto	
  
are	
  collectively	
  the	
  “Proposal.”	
  

If	
  using	
  a	
  consultant	
  (make	
  sure	
  all	
  statements	
  are	
  true):	
  

Company	
   Name	
   has	
   engaged	
   the	
   services	
   of	
   Consultant	
   to	
   assist	
   us	
   in	
   preparation	
   and	
   analysis	
   of	
   this	
   airline	
  
sourcing	
  initiative.	
  	
  Consultant	
  has	
  executed	
  a	
  confidentiality	
  and	
  non-­‐disclosure	
  agreement	
  with	
  Company	
  Name	
  
that	
   covers	
   all	
   information	
   released	
   to	
   them	
   during	
   the	
   course	
   of	
   this	
   project	
   and	
   makes	
   them	
   a	
   party	
   to	
   all	
  
confidentiality	
  and	
  non-­‐disclosure	
  agreements	
  in	
  effect	
  between	
  Company	
  Name	
  and	
  responding	
  airlines.	
  

BACKGROUND	
  –	
  THE	
  COMPANY	
  
Provide	
  a	
  concise	
  background	
  and	
  overview	
  of	
  your	
  company.	
  

Provide	
  whatever	
  information	
  that	
  can	
  be	
  legally	
  disclosed	
  with	
  respect	
  to	
  recent,	
  or	
  planned,	
  acquisitions,	
  spin-­‐
offs	
  or	
  other	
  events	
  that	
  might	
  significantly	
  affect	
  the	
  travel	
  program.	
  

Provide	
  whatever	
  information	
  that	
  can	
  be	
  legally	
  disclosed	
  with	
  respect	
  to	
  future	
  business	
  plans,	
  specifically	
  those	
  
that	
  might	
  affect	
  the	
  travel	
  program.	
   	
  Examples	
   include	
  management	
  targets	
  for	
  growth,	
  plans	
  for	
  new	
  markets,	
  
etc.	
  

Provide	
  links	
  to	
  public	
  web	
  sites.	
  

OBJECTIVE	
  
Company	
  Name	
  is	
  issuing	
  this	
  Request	
  for	
  Proposals	
  (RFP)	
  to	
  a	
  list	
  of	
  airlines	
  that	
  it	
  believes	
  will	
  be	
  able	
  to	
  submit	
  
successful	
  discount	
  airfare	
  proposals	
  to	
  Company	
  Name.	
   	
   	
  As	
  a	
  result	
  of	
  this	
  request,	
  Company	
  Name	
  expects	
  to	
  
enter	
  into	
  a	
  series	
  of	
  agreements	
  with	
  a	
  subset	
  of	
  those	
  bidders	
  that	
  will	
  provide	
  specific	
  and	
  significant	
  savings	
  to	
  
Company	
  Name.	
   	
   In	
  exchange	
   for	
   these	
  savings,	
  Company	
  Name	
   intends	
   to	
  strongly	
  support	
   those	
  preferred	
  air	
  
travel	
  suppliers	
  in	
  order	
  to	
  provide	
  them	
  specific	
  and	
  significant	
  additional	
  revenue.	
  

It	
  is	
  the	
  goal	
  of	
  Company	
  Name	
  to	
  establish	
  primary	
  airline	
  agreements	
  for	
  a	
  two	
  (2)	
  year	
  period	
  with	
  carriers	
  that	
  
can	
  service	
  many	
  of	
  the	
  frequently	
  traveled	
  city	
  pairs	
  across	
  multiple	
  business	
  units	
  and	
  that	
  have	
  multiple	
  daily	
  
schedules	
  to	
  those	
  destinations.	
  	
  The	
  agreements	
  resulting	
  from	
  this	
  process	
  will	
  be	
  promoted	
  internally	
  for	
  all	
  air	
  
travel	
  within	
  the	
  in-­‐scope	
  regions	
  and	
  will	
  involve	
  a	
  commitment	
  to	
  utilization	
  on	
  behalf	
  of	
  Company	
  Name.	
  

Company	
  Name	
  is	
  committed	
  to	
  selecting	
  the	
  fewest	
  possible	
  preferred	
  airline	
  suppliers	
  in	
  order	
  to	
  maximize	
  the	
  
total	
  air	
   travel	
  spend	
   leverage	
   for	
   the	
  selected	
  airline	
  partners.	
   	
  Awards	
  will	
  be	
  based	
  on	
  the	
  economic	
  value	
  of	
  
each	
  bidder’s	
  proposal	
  in	
  the	
  context	
  of	
  the	
  global	
  Company	
  Name	
  air	
  travel	
  program.	
  	
  Economic	
  value	
  consists	
  of	
  
a	
  combination	
  of	
  proposed	
  pricing	
  structure,	
  extent	
  of	
  program	
  support	
  offered,	
  strength	
  of	
   flight	
  schedules	
   for	
  
the	
  city	
  pairs	
  relevant	
  to	
  travel	
  needs	
  and	
  available	
  inventory	
  for	
  proposed	
  discounts.	
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SCOPE	
  OF	
  INITIATIVE	
  
The	
  RFP	
  is	
  being	
  issued	
  on	
  behalf	
  of	
  Company	
  Name	
  and	
  each	
  subsidiary	
  or	
  other	
  corporate	
  entity	
  that	
  is	
  located	
  
in	
  the	
  following	
  countries:	
  

List	
  of	
  countries,	
  organized	
  by	
  region	
  if	
  numerous.	
  

BACKGROUND	
  –	
  TRAVEL	
  MANAGEMENT	
  AT	
  COMPANY	
  NAME	
  
Provide	
  an	
  overview	
  of	
  how	
  travel	
  is	
  managed	
  at	
  your	
  company.	
  Key	
  elements	
  to	
  address	
  include:	
  

• If	
  travel	
  is	
  managed	
  by	
  a	
  single	
  individual,	
  identify	
  who	
  that	
  individual	
  is.	
  	
  
• If	
   travel	
   is	
  managed	
   by	
   a	
   council,	
   identify	
   the	
   structure	
   of	
   that	
   council	
   and	
   the	
   authority	
   that	
   various	
  

council	
  members	
  have.	
  
• Identify	
   where	
   travel	
   reports	
   within	
   the	
   organization	
   (Administration,	
   Finance,	
   Human	
   Resources,	
  

Procurement,	
  etc.)	
  
• Identify	
  the	
  extent	
  to	
  which	
  travel	
  is	
  consolidated,	
  along	
  with	
  future	
  plans	
  for	
  additional	
  consolidation,	
  if	
  

relevant.	
  
• Online	
  booking	
  profile	
  

o Tools	
  used	
  –	
  by	
  country	
  
o Policy	
  (domestic,	
  simple	
  international,	
  all)	
  –	
  by	
  country	
  
o Percentage	
  of	
  utilization	
  
o Policy	
  enforcement	
  –	
  preferred	
  carriers,	
  fare,	
  tradeoffs	
  

Highlight	
  anything	
  that	
  has	
  recently	
  changed	
  or	
  is	
  likely	
  to	
  change	
  in	
  the	
  future.	
  

Identify	
  all	
  of	
  the	
  ways	
  in	
  which	
  the	
  company	
  will	
  be	
  a	
  good	
  partner	
  to	
  the	
  airline.	
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RFP	
  PROPOSAL	
  GUIDELINES	
  AND	
  EVALUATION	
  CRITERIA	
  

PROPOSAL	
  GUIDELINES:	
  
The	
   following	
   section	
   outlines	
   the	
   guidelines	
   and	
   principles	
   under	
   which	
   a	
   proposal	
   should	
   be	
   presented	
   to	
  
Company	
  Name.	
   	
  Guidelines	
  are	
   segmented	
  based	
  on	
  pricing	
  proposals,	
   assumptions	
   relative	
   to	
  GDS	
  and	
   travel	
  
agencies,	
  account	
  management	
  and	
  general	
  rights/obligations	
  on	
  behalf	
  of	
  Company	
  Name.	
  	
  	
  

PRICING	
  PROPOSALS:	
  
Proposals	
  should	
  strongly	
  favor	
  hard,	
  real	
  savings	
  to	
  Company	
  Name.	
  	
  Therefore,	
  soft	
  benefits	
  such	
  as	
  upgrades	
  to	
  
a	
  class	
  of	
  service	
  beyond	
  that	
  which	
  would	
  otherwise	
  be	
  allowed	
  by	
  the	
  travel	
  guidelines,	
  and	
  others	
  should	
  not	
  be	
  
offered	
  in	
  lieu	
  of	
  cash	
  discounts.	
  

Pricing	
  proposals	
  should	
  be	
  net	
  of	
  standard	
  agency	
  commissions	
  and	
  overrides,	
  unless	
  the	
  airline	
  can	
  demonstrate	
  
that	
  better	
   terms	
  and	
  discounts	
  can	
  be	
  achieved	
   through	
  proposals	
   that	
  contain	
   these	
  elements,	
   such	
  as	
  where	
  
commissions	
   cannot	
   be	
   eliminated	
   due	
   to	
   law	
   or	
   regulation,	
   or	
   a	
   discount	
   cannot	
   be	
   increased	
   through	
   their	
  
elimination.	
  

In	
   order	
   to	
   promote	
   the	
   preferred	
   suppliers	
   in	
   all	
   circumstances,	
   discounts	
   should	
   apply	
   to	
   as	
  wide	
   a	
   range	
   of	
  
classes	
  of	
  service	
  as	
  possible	
  even	
  if	
  discounts	
  on	
  already	
  highly	
  discounted	
  fare	
  classes	
  are	
  minimal.	
  

In	
  order	
  to	
  use	
  discounts	
  to	
  influence	
  and	
  reinforce	
  the	
  support	
  for	
  preferred	
  suppliers	
  within	
  the	
  program,	
  those	
  
discounts	
  should	
  be	
  heavily	
  oriented	
  toward	
  the	
  point-­‐of-­‐sale.	
  	
  However,	
  recognizing	
  that	
  bidders	
  may	
  be	
  able	
  to	
  
increase	
   their	
   overall	
   level	
   of	
   discount	
   by	
   creating	
   back-­‐end	
   incentives,	
   bidders	
   should	
   propose	
   whatever	
  
combination	
  of	
  upfront	
  discounts	
  and	
  back-­‐end	
  incentives	
  that	
  will	
  result	
  in	
  the	
  greatest	
  potential,	
  but	
  achievable,	
  
savings	
  to	
  Company	
  Name.	
  

Discounts	
  may	
  be	
  specified	
  as	
  either	
  a	
  percentage	
  by	
  which	
  published	
  fares	
  may	
  be	
  reduced,	
  or	
  as	
  a	
  route-­‐specific	
  
fare	
  as	
  long	
  as	
  the	
  overall	
  savings	
  to	
  Company	
  Name	
  is	
  maximized.	
  	
  	
  

Company	
   Name	
   has	
   included	
   a	
   list	
   of	
   specific	
   markets	
   where	
   fixed	
   fares	
   are	
   desired.	
   	
   These	
   are	
   contained	
   in	
  
Appendix	
  H.	
  

If	
  discounts	
  are	
   tied	
   to	
   specific	
   classes	
  of	
   service	
   inventory	
   (for	
   instance	
  D,	
  or	
  Z)	
   then	
   the	
  bidder	
   should	
   specify	
  
both	
  what	
   those	
   classes	
  of	
   service	
  are,	
  what	
   the	
  basis	
   for	
   any	
  discount	
   is	
   (i.e.,	
   discount	
  off	
  of	
   J	
   or	
  C)	
   and	
   state	
  
explicitly	
  the	
  realistic	
  assumptions	
  about	
  the	
  availability	
  of	
  those	
  classes	
  of	
  service	
  over	
  the	
  life	
  of	
  the	
  contract	
  (i.e.,	
  
10%	
  of	
  the	
  business	
  class	
  seats	
  in	
  these	
  markets	
  will	
  be	
  available	
  in	
  “D”).	
  

All	
  proposals	
  shall	
  indicate	
  that	
  they	
  are	
  valid	
  for	
  a	
  period	
  of	
  one	
  hundred	
  twenty	
  (120)	
  days	
  from	
  the	
  proposal	
  due	
  
date	
  and	
  must	
  contain	
  a	
  cover	
  letter	
  signed	
  by	
  an	
  official	
  authorized	
  to	
  bind	
  the	
  company.	
  	
  Proposals	
  should	
  be	
  for	
  
a	
  period	
  of	
  two	
  years	
  beginning	
  Contract	
  Start	
  Date.	
  

GLOBAL	
  DISTRIBUTION	
  SYSTEMS	
  (GDS)	
  AND	
  TRAVEL	
  AGENCIES	
  
Company	
   Name	
   reserves	
   the	
   right	
   to	
   make	
   decisions	
   regarding	
   Global	
   Distribution	
   Systems	
   (GDS)	
   and	
   Travel	
  
Agencies	
  independently	
  of	
  this	
  initiative.	
  

It	
   is	
  Company	
  Name’s	
   intention	
   to	
   live	
  up	
   to	
  both	
   the	
   spirit	
   and	
   the	
   letter	
  of	
  any	
  agreements	
  entered	
   into	
  as	
  a	
  
result	
  of	
  this	
  request	
  and	
  to	
  direct	
  its	
  appointed	
  travel	
  agencies	
  to	
  do	
  so.	
  	
  In	
  order	
  to	
  help	
  guarantee	
  that	
  this	
  will	
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happen,	
  bidders	
  must	
  assume	
  responsibility	
  for	
  programming	
  of	
  all	
  discounts	
  into	
  the	
  applicable	
  GDS’s	
  utilized	
  by	
  
the	
  appointed	
  travel	
  agencies,	
  including	
  the	
  accuracy	
  of	
  that	
  information.	
  	
  Bidders	
  must	
  hold	
  both	
  Company	
  Name	
  
and	
  the	
  travel	
  agencies	
  harmless	
  for	
  errors	
  that	
  result	
  from	
  failure	
  to	
  load	
  rates	
  in	
  a	
  timely	
  or	
  correct	
  manner.	
  

ACCOUNT	
  MANAGEMENT	
  
In	
  order	
  to	
  support	
  Company	
  Name’s	
  air	
  program,	
  it	
  is	
  important	
  that	
  any	
  traveler-­‐related	
  issues	
  that	
  come	
  up	
  be	
  
resolved	
  quickly	
  and	
  completely.	
  	
  Therefore,	
  bidders	
  must	
  supply	
  a	
  dedicated	
  resource	
  for	
  resolution	
  of	
  all	
  service,	
  
pricing	
  or	
  other	
  issues	
  related	
  to	
  the	
  on-­‐going	
  implementation	
  and	
  management	
  of	
  the	
  contract.	
  

In	
  the	
  case	
  where	
  the	
  award	
  of	
  airline	
  contracts	
  involves	
  a	
  change	
  in	
  the	
  airlines	
  with	
  which	
  Company	
  Name	
  has	
  
had	
   contractual	
   relationships,	
   please	
   outline	
   the	
   method	
   that	
   would	
   be	
   used	
   to	
   provide	
   frequent	
   flyer	
   status	
  
matching.	
  

RIGHTS/OBLIGATIONS	
  
Company	
  Name	
  is	
  neither	
  committed	
  to	
  accept	
  the	
  lowest	
  bid	
  nor	
  any	
  of	
  the	
  proposals	
  received.	
  

Company	
  Name	
  reserves	
  the	
  right	
  to	
  contact	
  the	
  airline	
  for	
  clarification	
  of	
  the	
  proposal	
  and	
  to	
  contact	
  the	
  airline’s	
  
customer	
  references,	
  users	
  or	
  other	
  sources	
  to	
  obtain	
  additional	
  information	
  that	
  would	
  assist	
  in	
  the	
  evaluation	
  of	
  
information.	
  

Company	
  Name	
  may,	
  during	
  the	
  proposal	
  period,	
  advise	
  the	
  airlines	
  in	
  writing	
  of	
  additions,	
  omissions	
  or	
  changes	
  
to	
  the	
  specifications.	
  	
  All	
  such	
  changes	
  shall	
  be	
  included	
  in	
  the	
  proposal	
  and	
  will	
  become	
  part	
  of	
  the	
  specifications	
  
as	
  if	
  originally	
  submitted.	
  

Any	
  discussion	
  of	
  the	
  evaluation	
  and	
  selection	
  process	
  related	
  to	
  this	
  RFP	
  is	
  limited	
  to	
  information	
  that	
  will	
  assist	
  
the	
  airlines	
  in	
  developing	
  an	
  acceptable	
  proposal.	
  

NOTE:	
   Company	
   Name	
   makes	
   no	
   guarantee	
   that	
   a	
   contract	
   will	
   result	
   from	
   this	
   RFP	
   process,	
   and	
   any	
   costs	
  
associated	
  with	
  preparing	
  and	
  submitting	
  responses	
  to	
  this	
  RFP	
  are	
  the	
  sole	
  responsibility	
  of	
  the	
  respondent(s).	
  

RFP	
  EVALUATION	
  CRITERIA	
  
All	
  proposals	
  will	
  be	
  evaluated	
  based	
  on	
  several	
  criteria	
  factors.	
  	
  These	
  include:	
  

1. Overall	
  savings	
  to	
  Company	
  Name.	
  	
  Company	
  Name	
  will	
  be	
  primarily	
  motivated	
  by	
  the	
  ability	
  of	
  the	
  
proposal	
  to	
  provide	
  true	
  bottom-­‐line	
  savings	
  to	
  the	
  company.	
  	
  

2. Ease	
  of	
  transition.	
  	
  Company	
  Name	
  will	
  be	
  motivated	
  by	
  ease	
  of	
  transition,	
  including,	
  but	
  not	
  limited	
  to	
  
continuity	
  of	
  employee-­‐traveler	
  frequent	
  flyer	
  status.	
  

3. Coverage.	
  	
  In	
  addition,	
  Company	
  Name	
  will	
  be	
  motivated	
  by	
  the	
  ability	
  to	
  provide	
  savings	
  on	
  as	
  high	
  a	
  
percentage	
  of	
  its	
  overall	
  travel	
  as	
  possible.	
  	
  This	
  will	
  be	
  determined	
  by	
  a	
  combination	
  of	
  the	
  conditions	
  of	
  
any	
  discounts	
  offered	
  and	
  the	
  service	
  level	
  of	
  the	
  bidder	
  in	
  the	
  various	
  markets	
  where	
  Company	
  Name	
  
travelers	
  fly.	
  

4. Achievability.	
  	
  It	
  is	
  Company	
  Name’s	
  intention	
  to	
  enter	
  into	
  any	
  airline	
  agreements	
  in	
  good	
  faith	
  and	
  
provide	
  the	
  highest	
  level	
  of	
  support	
  for	
  those	
  preferred	
  suppliers	
  as	
  possible.	
  	
  Therefore,	
  it	
  is	
  extremely	
  
important	
  that	
  Company	
  Name	
  believe	
  that	
  the	
  terms	
  and	
  conditions	
  of	
  any	
  such	
  agreement	
  are	
  
achievable.	
  

5. Simplicity	
  of	
  contract	
  implementation	
  and	
  administration.	
  	
  In	
  order	
  for	
  Company	
  Name	
  to	
  successfully	
  
implement	
  and	
  achieve	
  the	
  goals	
  of	
  any	
  agreements	
  that	
  it	
  enters	
  into	
  it	
  is	
  important	
  that	
  neither	
  
Company	
  Name,	
  nor	
  its	
  appointed	
  travel	
  agencies,	
  be	
  unduly	
  burdened	
  with	
  overly	
  complex	
  details	
  of	
  
implementation	
  or	
  administration	
  of	
  those	
  agreements.	
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6. Account	
  Management.	
  	
  It	
  is	
  Company	
  Name’s	
  expectation	
  that	
  Account	
  Management	
  will	
  occur	
  on	
  both	
  
the	
  global	
  and	
  local	
  level.	
  	
  A	
  single	
  global	
  Account	
  Manager	
  that	
  would	
  serve	
  as	
  the	
  single	
  point	
  of	
  contact	
  
within	
  an	
  airline	
  and	
  have	
  overall	
  responsibility	
  for	
  Company	
  Name’s	
  in-­‐scope	
  Point-­‐of-­‐Sale	
  (POS)	
  
locations,	
  including	
  consolidated	
  reporting	
  and	
  performance	
  reviews.	
  	
  In	
  addition	
  to	
  the	
  global	
  Account	
  
Manager,	
  each	
  in-­‐scope	
  Point-­‐of-­‐Sale	
  (POS)	
  location	
  would	
  have	
  a	
  local	
  representative	
  that	
  would	
  serve	
  
as	
  the	
  day-­‐to-­‐day	
  contact	
  for	
  all	
  service,	
  price/contract	
  and	
  reporting	
  needs.	
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INSTRUCTIONS	
  FOR	
  COMPLETING	
  RFP	
  

OVERVIEW:	
  
The	
  following	
  Sections	
  outline	
  the	
  Contents	
  of	
  the	
  RFP,	
  contact	
  information	
  and	
  instructions	
  for	
  completing	
  forms.	
  

CONTENTS	
  OF	
  THE	
  RFP	
  
The	
  following	
  is	
  a	
  list	
  of	
  appendices	
  and	
  attachments	
  contained	
  in	
  this	
  RFP:	
  

Intent	
  to	
  Bid	
  Form	
  ..................................................................................................	
  Appendix	
  A	
  

Confidential	
  Disclosure	
  Agreement	
  (CDA)	
  .............................................................	
  Appendix	
  B	
  

Signature	
  Authorization	
  Form	
  ................................................................................	
  Appendix	
  C	
  

Company	
  Name	
  Subsidiaries	
  and	
  Corporate	
  Entities	
  ............................................	
  Appendix	
  D	
  

Company	
  Name	
  Historical	
  Travel	
  Statistics	
  (Overall	
  Summary)	
  ............................	
  Appendix	
  E	
  

Company	
  Name	
  Travel	
  Policy	
  ................................................................................	
  Appendix	
  F	
  

Cover	
  Sheet	
  for	
  Questions	
  .....................................................................................	
  Appendix	
  G	
  

Fixed	
  Fare	
  Markets	
  ................................................................................................	
  Appendix	
  H	
  

Company	
  Name	
  Historical	
  Travel	
  Statistics	
  (Bidder	
  Summary	
  and	
  Detail)	
  ............	
  Exhibit	
  A	
  (Excel	
  Spreadsheet)	
  

RFP	
  Qualitative	
  Response	
  ......................................................................................	
  Exhibit	
  B	
  (Word	
  Document)	
  

RFP	
  Pricing	
  and	
  Targets	
  ..........................................................................................	
  Exhibit	
  C	
  (Excel	
  Spreadsheet)	
  

Bidders	
   are	
   requested	
   to	
   thoroughly	
   examine	
   the	
   information	
   included	
   herein	
   as	
   Appendix	
   E	
   and	
   Exhibit	
   A.	
  	
  
Appendix	
  A	
  contains	
  one	
  (1)	
  year	
  of	
  travel	
  pattern	
  data	
  for	
  each	
  participating	
  business	
  unit.	
  	
  Exhibit	
  A	
  contains	
  one	
  
(1)	
  year	
  of	
  travel	
  pattern	
  data	
  for	
  each	
  Point-­‐of-­‐Sale	
  (POS)	
  location.	
  	
  This	
  one	
  year	
  period	
  is	
  based	
  on	
  tickets	
  issued	
  
between	
   Start	
  Date	
   and	
  End	
  Date.	
   	
  Historical	
   spend	
  data	
   specific	
   to	
   your	
  organization	
   is	
   provided	
  and	
  all	
   other	
  
carriers	
   data	
   is	
   provided	
   as	
   a	
   single	
   lump	
   sum.	
   	
   	
   Both	
   Appendix	
   E	
   and	
   Exhibit	
   A	
   are	
   intended	
   to	
   be	
   used	
   for	
  
estimating	
   purposes	
   only	
   in	
   preparing	
   a	
   comprehensive	
   proposal	
   and	
   meaningful	
   discount	
   structures.	
   	
   This	
  
information	
  should	
  not,	
  in	
  any	
  way,	
  be	
  used	
  as	
  a	
  guarantee	
  of	
  future	
  travel	
  patterns.	
  	
  The	
  submission	
  of	
  a	
  proposal	
  
shall	
  be	
  taken	
  as	
  evidence	
  of	
  compliance	
  with	
  this	
  principle.	
  

The	
  following	
  must	
  be	
  completed	
  and	
  submitted	
  as	
  part	
  of	
  your	
  proposal:	
  

• ........................................................................................................... Exhibits	
  B	
  and	
  C.	
  
• ........................................................................................................... A	
   copy	
   of	
   your	
   standard	
   contract	
  

template.	
  	
  If	
  you	
  are	
  a	
  current	
  supplier,	
  please	
  redline	
  any	
  changes	
  from	
  the	
  existing	
  contract.	
  
• ........................................................................................................... Ticketing	
   instructions	
   (including	
  

variations	
  by	
  country,	
  if	
  applicable).	
  
• ........................................................................................................... A	
  detailed	
  implementation	
  plan.	
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All	
  pricing	
  offers	
  must	
  be	
  good	
  for	
  a	
  minimum	
  of	
  120	
  days	
  from	
  date	
  of	
  submission.	
  

INSTRUCTIONS	
  
Please	
   follow	
   the	
   instructions	
   below	
   for	
   completing	
   the	
   RFP	
   to	
   ensure	
   completeness	
   and	
   timeliness	
   of	
   your	
  
response.	
  

Complete	
   and	
   e-­‐mail	
   Cover	
   Sheet	
   for	
   Questions	
   in	
   Appendix	
   G,	
   by	
   the	
   stated	
   deadline.	
   	
   While	
   we	
   welcome	
  
procedural	
  questions	
  about	
  this	
  RFP,	
  please	
  refrain	
  from	
  making	
  inquiries	
  about	
  the	
  status	
  of	
  your	
  Proposal.	
  	
  

Complete	
   all	
   of	
   the	
   questions	
   and	
   forms	
   in	
   the	
   RFP.	
   	
   Additional	
   data,	
   discussion	
   or	
   a	
   presentation	
   may	
   be	
  
requested	
  in	
  support	
  of	
  your	
  response	
  to	
  this	
  RFP.	
  

Return	
   your	
   RFP	
   response	
   by	
   stated	
   deadline.	
   	
   Those	
   suppliers	
   who	
   provide	
   Proposals	
   viewed	
   favorably	
   by	
  
Company	
  Name	
  will	
  be	
  requested	
  to	
  proceed	
  to	
  the	
  next	
  phase	
  of	
  the	
  process.	
  

CONTACT	
  INFORMATION	
  
The	
  primary	
  contact	
  for	
  any	
  correspondence	
  required	
  regarding	
  this	
  RFP	
  is:	
  

Contact	
  Name	
  
Contact	
  Address	
  
Contact	
  Phone	
  No.	
  
Contact	
  Fax	
  No.	
  
Contact	
  email	
  

PROPOSAL	
  FORMAT	
  
Proposals	
   must	
   be	
   submitted	
   in	
   accordance	
   with	
   the	
   instructions	
   contained	
   in	
   this	
   RFP	
   and	
   must	
   include	
   all	
  
information	
  and	
  materials	
  requested	
   in	
  the	
  RFP.	
   	
  You	
  are	
  cautioned	
  that	
  any	
  proposals,	
  which	
  do	
  not	
  follow	
  the	
  
form	
  required	
  by,	
  or	
  contain	
  the	
  information	
  requested,	
  in	
  the	
  RFP,	
  may	
  be	
  rejected	
  without	
  review.	
  

Supplier	
  candidates	
  may	
  include	
  any	
  additional	
   information	
  and	
  material	
  they	
  wish;	
  however,	
  such	
  material	
  (i.e.,	
  
alternative	
  services	
  and/or	
  features)	
  shall	
  be	
  identified	
  as	
  such,	
  submitted	
  as	
  additional	
  information	
  in	
  the	
  RFP	
  and	
  
labeled	
  as	
  an	
  alternate	
  service	
  and/or	
   feature.	
   	
  Any	
  such	
  attachment	
  shall	
   identify	
   the	
  applicable	
  RFP	
  section	
  or	
  
subsection	
   to	
   which	
   it	
   is	
   responding	
   and	
   shall	
   be	
   incorporated	
   into	
   and	
   be	
   made	
   part	
   of	
   the	
   Proposal.	
   	
   All	
  
alternative	
  services	
  and/or	
  features	
  are	
  made	
  in	
  addition	
  to	
  and	
  not	
  in	
  place	
  of	
  any	
  requirements	
  contained	
  within	
  
this	
  RFP.	
  

RETURN	
  INSTRUCTIONS	
  	
  
Complete	
   responses	
   to	
   all	
   components	
   of	
   this	
   RFP	
  must	
   be	
   received	
   at	
   the	
   February	
   25,	
   2005.	
   	
  No	
  RFP	
  will	
   be	
  
considered	
   complete	
   and	
   eligible	
   for	
   further	
   consideration	
   unless	
   all	
   components	
   of	
   this	
   RFP	
   have	
   been	
   fully	
  
completed,	
  signed	
  and	
  returned	
  by	
  this	
  date,	
  or	
  date	
  as	
  specified	
  in	
  this	
  document.	
  

Date	
   Activity	
   Method	
  of	
  Notification/Submission	
  
Date	
   Prospective	
  suppliers	
  notified	
  of	
  RFP	
   Electronic	
  (email)	
  and/or	
  telephone	
  
Date	
   RFP	
  issued	
  to	
  prospective	
  suppliers	
   Electronic	
  (email)	
  
Date	
   Intent	
  to	
  Bid	
   Fax	
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Date	
   Confidential	
  Disclosure	
  Agreement	
  (CDA)	
   Delivery	
  or	
  Mail	
  
Date	
   Signature	
  Authorization	
   Fax	
  
Date	
   Last	
  date	
  to	
  submit	
  questions	
  pertaining	
  to	
  the	
  RFP	
  

(Appendix	
  G)	
  
Electronic	
  (email)	
  

Date	
   Q&A	
  summary	
  provided	
  to	
  participating	
  bidders	
   Electronic	
  (email)	
  
Date	
   Last	
  date	
  to	
  submit	
  RFP	
  response	
   Electronic	
  (email)	
  
Date	
   Prospective	
  bidders	
  selected	
  to	
  proceed	
  to	
  the	
  next	
  

phase	
  notified	
  to	
  be	
  notified	
  of	
  their	
  	
  
Electronic	
  (email)	
  and/or	
  telephone	
  

Date	
   Prospective	
  bidders	
  not	
  selected	
  to	
  proceed	
  to	
  the	
  
next	
  phase	
  notified	
  

Electronic	
  (email)	
  

Date	
   First	
  round	
  of	
  discussions	
  /	
  negotiations	
   Face-­‐to-­‐face	
  at	
  Company	
  Name	
  
location	
  

Date	
   Second	
  round	
  of	
  discussions	
  /	
  negotiations	
   Telephone	
  
Date	
   Final	
  round	
  of	
  discussions	
  /	
  negotiations	
   Telephone	
  
Date	
   Final	
  selections	
  announced	
   Various	
  
Date	
   Final	
  Legal	
  Review	
   	
  
Date	
   Contract	
  in	
  final	
  form	
   	
  
Date	
   Contract	
  loading	
  and	
  testing	
   	
  
Date	
   Contract	
  start	
  date	
   	
  

INSTRUCTIONS	
  FOR	
  EXHIBIT	
  B	
  –	
  RFP	
  QUALITATIVE	
  RESPONSE	
  
Complete	
  this	
  section	
  of	
  the	
  RFP	
  by	
  entering	
  your	
  responses	
  into	
  the	
  fields	
  provided.	
  	
  In	
  addition,	
  you	
  may	
  attach	
  
additional	
   information,	
   as	
   necessary,	
   to	
   amplify	
   and	
   expand	
  on	
   the	
   information	
   that	
   you	
   are	
   providing.	
   	
   Please	
  
indicate	
  within	
  the	
  fields	
  that	
  you	
  have	
  included	
  additional	
  information	
  outside	
  of	
  the	
  exhibit.	
  

INSTRUCTIONS	
  FOR	
  EXHIBIT	
  C	
  –	
  RFP	
  PRICING	
  AND	
  TARGETS	
  
A	
  separate	
  set	
  of	
  tabs	
  have	
  been	
  set	
  up	
  for	
  each	
  point	
  of	
  sale	
  country	
  included	
  within	
  the	
  scope	
  of	
  the	
  RFP.	
  

Use	
  each	
  set	
  of	
  tabs	
  for	
  each	
  point-­‐of-­‐sale.	
  	
  If	
  all	
  terms	
  and	
  conditions	
  are	
  identical	
  for	
  multiple	
  points	
  of	
  sale	
  (such	
  
as	
  US	
  and	
  CA,	
  or	
  Europe),	
  they	
  may	
  be	
  combined	
  into	
  a	
  single	
  tab.	
  	
  Each	
  set	
  of	
  tabs	
  consists	
  of	
  (at	
  most)	
  four	
  tabs.	
  	
  
These	
   contains	
   details	
   for	
   point-­‐of-­‐sale	
   pricing	
   (POS	
   XX	
   -­‐	
   POS),	
   pricing	
   tiers	
   (POS	
   XX	
   -­‐	
   Tiers),	
   rebates	
   (POS	
   XX	
   -­‐	
  
Rebates)	
   and	
   targets	
   (POS	
   XX	
   -­‐	
   Targets).	
   If	
   pricing	
   is	
   not	
   being	
   provided	
   for	
   one	
   or	
  more	
   points	
   of	
   sale,	
   please	
  
indicate	
  that	
  on	
  the	
  point-­‐of-­‐sale	
  pricing	
  tab	
  (POS	
  XX	
  –	
  POS).	
  

“C.1	
  –	
  POS	
  XX	
  –	
  POS”	
  –	
  POINT-­‐OF-­‐SALE	
  PRICING	
  TAB	
  FOR	
  COUNTRY	
  CODE	
  “XX”	
  
This	
  tab	
  will	
  be	
  used	
  to	
  provide	
  specifications	
  of	
  all	
  point-­‐of-­‐sale	
  pricing	
  being	
  offered	
  for	
  the	
  applicable	
  point-­‐of-­‐
sale	
  country(ies).	
  

Point	
  of	
  Origin	
  Restrictions	
   Specify	
  any	
  point-­‐of-­‐origin	
  restrictions	
  associated	
  with	
  the	
  pricing	
  element.	
  
For	
  travel	
  	
   Between	
   Specify	
  the	
  markets	
  to	
  which	
  this	
  specific	
  pricing	
  element	
  pertains.	
  	
  

Each	
  field	
  may	
  contain:	
  
• An	
  individual	
  airport	
  or	
  city	
  
• A	
  series	
  of	
  airports	
  and/or	
  cities	
  
• An	
  individual	
  state	
  (US	
  and	
  CA	
  only)	
  
• A	
  series	
  of	
  states	
  (US	
  and	
  CA	
  only)	
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and	
   • An	
  individual	
  country	
  
• A	
  series	
  of	
  countries	
  
• The	
  word	
  “System,”	
  which	
  indicates	
  all	
  points	
  served	
  by	
  the	
  applicable	
  

airline(s).	
  
• Common	
  abbreviations,	
  such	
  as	
  US48,	
  US50,	
  Europe,	
  Asia,	
  etc.;	
  

however,	
  please	
  provide	
  specific	
  definitions	
  of	
  each	
  term.	
  
Bi-­‐directional	
  travel	
   Enter	
  an	
  “X”	
  or	
  “Y”	
  to	
  indicate	
  that	
  the	
  pricing	
  element	
  applies	
  to	
  travel	
  in	
  both	
  

directions	
  within	
  the	
  markets	
  indicated.	
  
One	
  Way	
   Enter	
  an	
  “X”	
  or	
  “Y”	
  to	
  indicate	
  that	
  the	
  specific	
  pricing	
  element	
  applies	
  to	
  one-­‐

way	
  travel	
  within	
  the	
  markets	
  indicated.	
  
Round	
  Trip	
   Enter	
  an	
  “X”	
  or	
  “Y”	
  to	
  indicate	
  that	
  the	
  specific	
  pricing	
  element	
  applies	
  to	
  

round-­‐trip	
  travel	
  within	
  the	
  markets	
  indicated.	
  
Open	
  Jaw	
   Enter	
  an	
  “X”	
  or	
  “Y”	
  to	
  indicate	
  that	
  the	
  specific	
  pricing	
  element	
  applies	
  to	
  open-­‐

jaw	
  travel	
  within	
  the	
  markets	
  indicated.	
  
All	
   Enter	
  an	
  “X”	
  or	
  “Y”	
  to	
  indicate	
  that	
  the	
  specific	
  pricing	
  element	
  applies	
  to	
  all	
  

travel	
  within	
  the	
  markets	
  indicated.	
  
Tier	
  (if	
  applicable)	
   If	
  the	
  specific	
  pricing	
  element	
  is	
  tied	
  to	
  a	
  pricing	
  “tier”	
  (see	
  POS	
  XX	
  –	
  Targets,	
  

below)	
  
Eligible	
  Airline(s)	
   Identify	
  the	
  airlines	
  on	
  which	
  travel	
  is	
  eligible	
  for	
  application	
  of	
  the	
  pricing	
  

element.	
  	
  
Codeshare	
  Partner(s)	
   Identify	
  the	
  airlines	
  on	
  which	
  travel	
  is	
  eligible	
  for	
  application	
  of	
  the	
  pricing	
  

element	
  when	
  flights	
  are	
  marketed	
  under	
  the	
  code	
  of	
  one	
  of	
  the	
  “Eligible	
  
Airline(s).”	
  

Connecting	
  Airline(s)	
   Identify	
  the	
  airlines	
  that	
  can	
  participate	
  in	
  the	
  pricing	
  element	
  on	
  a	
  connection	
  
basis.	
  	
  	
  Note	
  the	
  connection	
  restrictions	
  in	
  “Routing,	
  flight	
  or	
  other	
  restrictions,”	
  
below.	
  

Discount	
  
Type	
  

Fixed	
  Fare	
   Enter	
  an	
  “X”	
  or	
  “Y”	
  to	
  indicate	
  that	
  the	
  specific	
  pricing	
  element	
  consists	
  of	
  a	
  
fixed	
  fare.	
  

Percentage	
  
Discount	
  

Enter	
  an	
  “X”	
  or	
  “Y”	
  to	
  indicate	
  that	
  the	
  specific	
  pricing	
  element	
  consists	
  of	
  a	
  
percentage-­‐off	
  discount	
  from	
  one	
  or	
  more	
  published	
  fare.	
  

For	
  Fixed	
  
Fares	
  

Fixed	
  Fare	
   Enter	
  the	
  fixed	
  fare	
  being	
  offered	
  in	
  the	
  markets	
  indicated.	
  
Currency	
   Enter	
  the	
  currency	
  code	
  associated	
  with	
  the	
  fixed	
  fare.	
  
Booking	
  Class	
   Enter	
  the	
  class-­‐of-­‐service	
  code	
  to	
  be	
  used	
  for	
  booking	
  the	
  fixed	
  fare.	
  

For	
  
Percentage	
  
Discounts	
  

Discount	
  
Percentage	
  

Enter	
  the	
  percentage	
  by	
  which	
  eligible	
  fares	
  will	
  be	
  discounted.	
  

Reference	
  
Fare	
  Class(es)	
  
or	
  Fare	
  
Basis(es)	
  

Enter	
  the	
  class-­‐of-­‐service	
  or	
  fare	
  basis	
  codes	
  of	
  the	
  fares	
  eligible	
  to	
  be	
  
discounted.	
  	
  For	
  example,	
  if	
  the	
  discount	
  is	
  x%	
  off	
  of	
  J	
  fares	
  booked	
  in	
  D,	
  enter	
  
“J.”	
  

Minimum	
  
Segment	
  Fare	
  

If	
  discount	
  is	
  based	
  on	
  segment	
  fare	
  (in	
  lieu	
  of,	
  or	
  addition	
  to,	
  class	
  of	
  service),	
  
enter	
  the	
  minimum	
  segment	
  fare	
  to	
  which	
  the	
  discount	
  applies.	
  

Maximum	
  
Segment	
  Fare	
  

If	
  discount	
  is	
  based	
  on	
  segment	
  fare	
  (in	
  lieu	
  of,	
  or	
  addition	
  to,	
  class	
  of	
  service),	
  
enter	
  the	
  maximum	
  segment	
  fare	
  to	
  which	
  the	
  discount	
  applies.	
  

Booking	
  
Class(es)	
  

Enter	
  the	
  class-­‐of-­‐service	
  codes	
  to	
  be	
  used	
  for	
  booking	
  the	
  fares.	
  	
  For	
  example,	
  
if	
  the	
  discount	
  is	
  x%	
  off	
  of	
  J	
  fares	
  booked	
  in	
  D,	
  enter	
  “D.”	
  

Published	
  Fare	
   Enter	
  the	
  normal	
  fare	
  that	
  would	
  be	
  booked	
  in	
  the	
  markets	
  indicated	
  if	
  the	
  fixed	
  
fare	
  were	
  not	
  offered.	
  

Published	
  Fare	
  Basis	
   Enter	
  the	
  fare	
  basis	
  code	
  of	
  the	
  fare	
  indicated	
  in	
  “Comparison	
  Fare.”	
  
Standard	
  Commission	
   Enter	
  the	
  standard	
  travel	
  agency	
  commission	
  paid	
  in	
  the	
  markets	
  indicated	
  for	
  

this	
  (these)	
  point-­‐of-­‐sale	
  country(ies).	
  
Commission	
  Eligible	
  (Y/N)	
   Enter	
  a	
  “Y”	
  if	
  fares	
  issued	
  according	
  to	
  the	
  specific	
  pricing	
  element	
  are	
  eligible	
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for	
  payment	
  of	
  travel	
  agency	
  commissions.	
  
Routing,	
  flight	
  or	
  other	
  
restrictions	
  

Enter	
  any	
  routing,	
  flight	
  or	
  other	
  restrictions	
  associated	
  with	
  the	
  pricing	
  
element.	
  	
  For	
  example,	
  “Not	
  valid	
  for	
  connections	
  in	
  XXX,”	
  “Not	
  valid	
  on	
  flights	
  
YY	
  NNN,”	
  or	
  “Valid	
  for	
  travel	
  on	
  Monday	
  through	
  Thursday,”	
  etc.	
  

Comments	
   Enter	
  any	
  other	
  comments	
  necessary	
  to	
  clarify	
  the	
  pricing	
  element.	
  
	
  
“C.2	
  –	
  POS	
  XX	
  –	
  REBATES”	
  –	
  BACK-­‐END	
  REBATE	
  SPECIFICATION	
  TAB	
  FOR	
  COUNTRY	
  CODE	
  “XX”	
  
This	
  tab	
  will	
  be	
  used	
  to	
  provide	
  specifications	
  of	
  all	
  back-­‐end	
  rebates	
  being	
  offered	
  for	
  the	
  applicable	
  point-­‐of-­‐sale	
  
country(ies).	
  

Point	
  of	
  Origin	
  Restrictions	
   Specify	
  any	
  point-­‐of-­‐origin	
  restrictions	
  associated	
  with	
  the	
  pricing	
  element.	
  
For	
  travel	
  	
   Between	
   Specify	
  the	
  markets	
  to	
  which	
  this	
  specific	
  pricing	
  element	
  pertains.	
  	
  

Each	
  field	
  may	
  contain:	
  
• An	
  individual	
  airport	
  or	
  city	
  
• A	
  series	
  of	
  airports	
  and/or	
  cities	
  
• An	
  individual	
  state	
  (US	
  and	
  CA	
  only)	
  
• A	
  series	
  of	
  states	
  (US	
  and	
  CA	
  only)	
  
• An	
  individual	
  country	
  
• A	
  series	
  of	
  countries	
  
• The	
  word	
  “System,”	
  which	
  indicates	
  all	
  points	
  served	
  by	
  the	
  applicable	
  

airline(s).	
  
• Common	
  abbreviations,	
  such	
  as	
  US48,	
  US50,	
  Europe,	
  Asia,	
  etc.;	
  

however,	
  please	
  provide	
  specific	
  definitions	
  of	
  each	
  term.	
  

and	
  

Bi-­‐directional	
  travel	
   Enter	
  an	
  “X”	
  or	
  “Y”	
  to	
  indicate	
  that	
  the	
  pricing	
  element	
  applies	
  to	
  travel	
  in	
  both	
  
directions	
  within	
  the	
  markets	
  indicated.	
  

One	
  Way	
   Enter	
  an	
  “X”	
  or	
  “Y”	
  to	
  indicate	
  that	
  the	
  specific	
  pricing	
  element	
  applies	
  to	
  one-­‐
way	
  travel	
  within	
  the	
  markets	
  indicated.	
  

Round	
  Trip	
   Enter	
  an	
  “X”	
  or	
  “Y”	
  to	
  indicate	
  that	
  the	
  specific	
  pricing	
  element	
  applies	
  to	
  
round-­‐trip	
  travel	
  within	
  the	
  markets	
  indicated.	
  

Open	
  Jaw	
   Enter	
  an	
  “X”	
  or	
  “Y”	
  to	
  indicate	
  that	
  the	
  specific	
  pricing	
  element	
  applies	
  to	
  open-­‐
jaw	
  travel	
  within	
  the	
  markets	
  indicated.	
  

All	
   Enter	
  an	
  “X”	
  or	
  “Y”	
  to	
  indicate	
  that	
  the	
  specific	
  pricing	
  element	
  applies	
  to	
  all	
  
travel	
  within	
  the	
  markets	
  indicated.	
  

Tier	
  (if	
  applicable)	
   If	
  the	
  specific	
  pricing	
  element	
  is	
  tied	
  to	
  a	
  pricing	
  “tier”	
  (see	
  POS	
  XX	
  –	
  Targets,	
  
below)	
  

Eligible	
  Airline(s)	
   Identify	
  the	
  airlines	
  on	
  which	
  travel	
  is	
  eligible	
  for	
  application	
  of	
  the	
  pricing	
  
element.	
  	
  

Codeshare	
  Partner(s)	
   Identify	
  the	
  airlines	
  on	
  which	
  travel	
  is	
  eligible	
  for	
  application	
  of	
  the	
  pricing	
  
element	
  when	
  flights	
  are	
  marketed	
  under	
  the	
  code	
  of	
  one	
  of	
  the	
  “Eligible	
  
Airline(s).”	
  

Connecting	
  Airline(s)	
   Identify	
  the	
  airlines	
  that	
  can	
  participate	
  in	
  the	
  pricing	
  element	
  on	
  a	
  connection	
  
basis.	
  	
  	
  Note	
  the	
  connection	
  restrictions	
  in	
  “Routing,	
  flight	
  or	
  other	
  restrictions,”	
  
below.	
  

Eligible	
  Class	
  of	
  Service	
   Enter	
  the	
  class	
  of	
  service	
  code(s)	
  upon	
  which	
  the	
  rebate	
  will	
  be	
  paid.	
  
Rebate	
  Percentage	
   Enter	
  the	
  percentage	
  rate	
  at	
  which	
  the	
  rebate	
  will	
  be	
  paid.	
  
POS	
  Eligible	
   Enter	
  an	
  “X”	
  or	
  “Y”	
  to	
  indicate	
  that	
  the	
  rebate	
  will	
  be	
  paid	
  on	
  fares	
  which	
  have	
  

already	
  been	
  discounted	
  at	
  the	
  point	
  of	
  sale.	
  
Routing,	
  flight	
  or	
  other	
  
restrictions	
  

Enter	
  any	
  routing,	
  flight	
  or	
  other	
  restrictions	
  associated	
  with	
  the	
  pricing	
  
element.	
  	
  For	
  example,	
  “Not	
  valid	
  for	
  connections	
  in	
  XXX,”	
  “Not	
  valid	
  on	
  flights	
  
YY	
  NNN,”	
  or	
  “Valid	
  for	
  travel	
  on	
  Monday	
  through	
  Thursday,”	
  etc.	
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Comments	
   Enter	
  any	
  other	
  comments	
  necessary	
  to	
  clarify	
  the	
  pricing	
  element.	
  
	
  

“C.3	
  –	
  POS	
  XX	
  –	
  TARGETS”	
  –	
  TARGET	
  AND	
  TIER	
  DEFINITION	
  TAB	
  FOR	
  COUNTRY	
  CODE	
  “XX”	
  
This	
   tab	
   will	
   be	
   used	
   to	
   provide	
   specifications	
   of	
   all	
   targets	
   being	
   specified	
   for	
   the	
   applicable	
   point-­‐of-­‐sale	
  
country(ies).	
  	
  This	
  includes	
  targets	
  associated	
  with	
  various	
  pricing	
  tiers.	
  

Tiered	
  pricing	
  refers	
  to	
  the	
  situation	
  where	
  different	
  levels	
  of	
  discounts	
  are	
  offered	
  depending	
  on	
  the	
  achievement	
  
of	
  different	
  levels	
  of	
  market	
  share.	
  	
  

Point	
  of	
  Origin	
  Restrictions	
   Specify	
  any	
  point-­‐of-­‐origin	
  restrictions	
  associated	
  with	
  the	
  pricing	
  element.	
  
Qualifying	
  
Markets	
  	
  

Between	
   Specify	
  the	
  markets	
  in	
  which	
  travel	
  will	
  be	
  measured	
  to	
  determine	
  the	
  discount	
  
tier	
  to	
  be	
  applied.	
  
Each	
  field	
  may	
  contain:	
  

• An	
  individual	
  airport	
  or	
  city	
  
• A	
  series	
  of	
  airports	
  and/or	
  cities	
  
• An	
  individual	
  state	
  (US	
  and	
  CA	
  only)	
  
• A	
  series	
  of	
  states	
  (US	
  and	
  CA	
  only)	
  
• An	
  individual	
  country	
  
• A	
  series	
  of	
  countries	
  
• The	
  word	
  “System,”	
  which	
  indicates	
  all	
  points	
  served	
  by	
  the	
  applicable	
  

airline(s).	
  
• Common	
  abbreviations,	
  such	
  as	
  US48,	
  US50,	
  Europe,	
  Asia,	
  etc.;	
  

however,	
  please	
  provide	
  specific	
  definitions	
  of	
  each	
  term.	
  

and	
  

Bi-­‐directional	
  travel	
   Enter	
  an	
  “X”	
  or	
  “Y”	
  to	
  indicate	
  that	
  travel	
  in	
  both	
  directions	
  within	
  the	
  markets	
  
indicated	
  will	
  be	
  measured	
  to	
  determine	
  the	
  discount	
  tier	
  to	
  be	
  applied.	
  

Qualifying	
  Airline(s)	
   Identify	
  the	
  airlines	
  on	
  which	
  travel	
  is	
  eligible	
  for	
  application	
  of	
  the	
  pricing	
  
element	
  when	
  flights	
  are	
  marketed	
  under	
  the	
  code	
  of	
  one	
  of	
  the	
  “Eligible	
  
Airline(s).”	
  

Codeshare	
  Partner(s)	
   Identify	
  the	
  airlines	
  on	
  which	
  travel	
  is	
  eligible	
  for	
  application	
  of	
  the	
  pricing	
  
element	
  when	
  flights	
  are	
  marketed	
  under	
  the	
  code	
  of	
  one	
  of	
  the	
  “Eligible	
  
Airline(s).”	
  

Qualifying	
  Class(es)	
  of	
  Service	
   Enter	
  the	
  specific	
  booking	
  classes	
  that	
  will	
  be	
  eligible	
  for	
  measurement.	
  
Optional	
  –	
  not	
  required	
  and	
  should	
  not	
  be	
  used	
  if	
  Market	
  Share	
  or	
  Revenue	
  
Share	
  are	
  specified.	
  

Tier	
   Enter	
  the	
  Tier	
  (1,	
  2,	
  3,	
  etc.)	
  that	
  will	
  be	
  determined	
  if	
  the	
  minimum	
  market	
  
share	
  has	
  been	
  achieved.	
  	
  This	
  value	
  may	
  be	
  used	
  in	
  the	
  POS	
  and	
  Rebate	
  tabs	
  to	
  
indicate	
  that	
  certain	
  minimum	
  thresholds	
  must	
  be	
  met	
  to	
  qualify	
  for	
  specific	
  
point-­‐of-­‐sale	
  discounts	
  or	
  back-­‐end	
  rebates.	
  
Optional	
  –	
  only	
  required	
  if	
  tiers	
  are	
  being	
  utilized.	
  

Minimum	
  Market	
  Share	
   The	
  minimum	
  market	
  share,	
  in	
  terms	
  of	
  segments	
  flown	
  on	
  the	
  Eligible	
  Airline(s)	
  
or	
  Codeshare	
  Partner(s)	
  as	
  a	
  percentage	
  of	
  all	
  segments	
  flown	
  within	
  the	
  
Qualifying	
  Markets,	
  to	
  determine	
  the	
  target	
  has	
  been	
  achieved	
  or	
  discount	
  tier	
  
to	
  be	
  applied.	
  

Minimum	
  Revenue	
  Share	
   The	
  minimum	
  revenue	
  share,	
  in	
  terms	
  of	
  segments	
  flown	
  on	
  the	
  Eligible	
  
Airline(s)	
  or	
  Codeshare	
  Partner(s)	
  as	
  a	
  percentage	
  of	
  all	
  revenue	
  received	
  within	
  
the	
  Qualifying	
  Markets,	
  to	
  determine	
  the	
  target	
  has	
  been	
  achieved	
  or	
  discount	
  
tier	
  to	
  be	
  applied.	
  

Minimum	
  Segments	
   The	
  minimum	
  number	
  of	
  segments	
  to	
  be	
  flown	
  on	
  the	
  Eligible	
  Airline(s)	
  or	
  
Codeshare	
  Partner(s)	
  within	
  the	
  Qualifying	
  Markets,	
  to	
  determine	
  the	
  target	
  has	
  
been	
  achieved	
  or	
  discount	
  tier	
  to	
  be	
  applied.	
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Minimum	
  Revenue	
   The	
  minimum	
  revenue	
  to	
  be	
  received	
  on	
  the	
  Eligible	
  Airline(s)	
  or	
  Codeshare	
  
Partner(s)	
  within	
  the	
  Qualifying	
  Markets,	
  to	
  determine	
  the	
  target	
  has	
  been	
  
achieved	
  or	
  discount	
  tier	
  to	
  be	
  applied.	
  

Currency	
   Enter	
  the	
  currency	
  in	
  which	
  Minimum	
  Revenue	
  will	
  be	
  measured.	
  
Served	
  Markets	
   Enter	
  an	
  “X”	
  or	
  “Y”	
  to	
  indicate	
  that	
  only	
  those	
  markets	
  that	
  meet	
  a	
  minimum	
  

level	
  of	
  service,	
  as	
  determined	
  by	
  QSI,	
  for	
  inclusion	
  within	
  the	
  qualified	
  markets.	
  
Min.	
  QSI	
  for	
  Served	
  Markets	
   Enter	
  the	
  minimum	
  level	
  of	
  service,	
  in	
  terms	
  of	
  QSI,	
  to	
  select	
  a	
  specific	
  city	
  pair	
  

for	
  inclusion	
  within	
  the	
  qualified	
  markets	
  as	
  a	
  “served	
  market.”	
  
Optional	
  –	
  only	
  used	
  when	
  “Served	
  Markets”	
  has	
  been	
  selected.	
  

Frequency	
  of	
  Review	
   Enter	
  an	
  “M,”	
  “Q,”	
  “S”	
  or	
  “Y”	
  to	
  indicate	
  whether	
  market	
  share	
  will	
  be	
  reviewed	
  
on	
  a	
  Monthly,	
  Quarterly,	
  Semi-­‐annual	
  or	
  Yearly	
  basis.	
  

Comments	
   Enter	
  any	
  other	
  comments	
  necessary	
  to	
  clarify	
  the	
  specific	
  target.	
  
	
  
“C.4	
  –	
  POS	
  XX	
  –	
  FEES”	
  –	
  MISCELLANEOUS	
  FEE	
  TAB	
  FOR	
  COUNTRY	
  CODE	
  “XX”	
  
This	
  tab	
  will	
  be	
  used	
  to	
  provide	
  specifications	
  of	
  all	
  miscellaneous	
  fees	
  being	
  charged	
  for	
  the	
  applicable	
  point-­‐of-­‐
sale	
  country(ies).	
  	
  

Fees	
  /	
  charges	
  in	
  addition	
  to	
  
base	
  fare	
  

Description	
  of	
  the	
  service	
  or	
  product	
  for	
  which	
  an	
  additional	
  fee	
  is	
  being	
  
charged.	
  

Fee	
   The	
  amount	
  of	
  the	
  fee	
  being	
  charged.	
  	
  If	
  this	
  is	
  a	
  range,	
  specify	
  that	
  range	
  and	
  
explain	
  the	
  basis	
  for	
  the	
  charges	
  under	
  “Comments.”	
  

Exempt	
   If	
  some	
  travelers	
  are	
  exempt	
  from	
  the	
  fee,	
  please	
  indicate	
  the	
  basis	
  for	
  that	
  
exemption	
  (i.e.	
  level	
  1	
  frequent	
  flyer	
  status).	
  

Comments	
   Enter	
  any	
  other	
  comments	
  necessary	
  to	
  clarify	
  the	
  specific	
  fee.	
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APPENDIX	
  A	
  –	
  INTENT	
  TO	
  BID	
  FORM	
  
The	
   following	
   form	
   serves	
   as	
   notice	
   as	
   to	
   the	
   respective	
   supplier	
   candidate’s	
   intention	
   to	
   participate	
   in	
   the	
  
attached	
  RFP.	
  

	
  

RFP:	
  Company	
  Name	
  Air	
  Travel	
  Services	
  Request	
  for	
  Proposal	
  

Bidder:	
   	
   	
  

Representing:	
   	
   	
  

Contact	
  Person:	
   	
   	
  

Title:	
   	
   	
  

Company:	
   	
   	
  

Address:	
   	
   	
  

	
   	
   	
  

Phone:	
   	
   	
   Fax:	
   	
   	
  

Email:	
   	
   	
  

Intent	
  to	
  Bid	
  Confirmation:	
  	
  Please	
  check	
  the	
  applicable	
  box	
  

	
   	
   q	
   Yes,	
  Our	
  Company	
  DOES	
  Intend	
  to	
  Bid	
  

	
   	
   q	
   No,	
  Our	
  Company	
  DOES	
  NOT	
  Intend	
  to	
  Bid	
  	
  

Signature:	
   	
   	
  

Title:	
   	
   	
  

Date:	
   	
   	
  

If	
   declining	
   to	
   bid,	
   please	
   indicate	
   the	
   reason	
   and	
   destroy	
   all	
   copies	
   of	
   this	
   document	
   and	
   accompanying	
  
information.	
  

Describe:	
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APPENDIX	
  B	
  –	
  CONFIDENTIAL	
  DISCLOSURE	
  AGREEMENT	
  (CDA)	
  
This	
   Agreement	
   is	
   entered	
   into	
   and	
   made	
   effective	
   as	
   of	
   the	
   date	
   set	
   forth	
   below	
   (“effective	
   date”),	
   by	
   and	
  
between	
   Company	
   Name,	
   having	
   offices	
   at	
   Company	
   Address	
   (“COMPANY”)	
   and	
  
_____________________________________,	
  having	
  offices	
  at	
  __________________________________________	
  
(“SUPPLIER”).	
   	
   	
   COMPANY	
   and	
   SUPPLIER	
  wish	
   to	
   be,	
   and/or	
   are	
   engaged	
   in	
   business	
   discussions	
   of	
   a	
   sensitive	
  
nature	
   which	
   have	
   or	
   may	
   require	
   the	
   disclosure	
   by	
   COMPANY	
   to	
   SUPPLIER	
   of	
   confidential	
   and	
   proprietary	
  
information	
   including	
  but	
  not	
   limited	
  to	
  trade	
  secrets,	
  marketing	
  plans,	
   licensing	
  plans,	
  product	
  plans,	
  and	
  other	
  
proprietary	
   information	
   pertaining	
   to	
   Company	
   Name’s	
   Air	
   Travel	
   	
   (hereinafter	
   collectively	
   referred	
   to	
   as	
  
“COMPANY	
  Information”).	
  	
  

In	
   consideration	
   of	
   the	
   business	
   discussions	
   between	
   the	
   parties	
   giving	
   access	
   to	
   such	
   Information,	
   and	
   in	
  
consideration	
  of	
  the	
  mutual	
  covenants	
  and	
  promises	
  contained	
  herein,	
  the	
  parties	
  hereto	
  agree	
  as	
  follows:	
  

1. SUPPLIER	
   agrees	
   to	
   use	
   the	
  COMPANY	
   Information	
  provided	
  by	
  or	
   on	
  behalf	
   of,	
   or	
   otherwise	
   acquired	
  
from,	
  COMPANY	
  solely	
  for	
  the	
  purpose	
  of	
  this	
  Agreement.	
  	
  

2. SUPPLIER	
  will	
  notify	
  each	
  employee,	
  agent	
  or	
  consultant	
  involved	
  in	
  the	
  business	
  discussions	
  or	
  who	
  may	
  
have	
  any	
  occasion	
  to	
  view,	
  handle,	
  or	
  obtain	
  any	
  of	
  the	
  COMPANY	
  Information,	
  of	
  the	
  terms	
  of	
  this	
  
Agreement.	
  	
  SUPPLIER	
  further	
  agrees	
  that	
  such	
  COMPANY	
  Information	
  will	
  be	
  made	
  available	
  only	
  to	
  
those	
  of	
  each	
  SUPPLIER’s	
  respective	
  employees,	
  agents	
  or	
  consultants	
  who	
  are	
  concerned	
  with	
  this	
  
subject.	
  

3. SUPPLIER	
  (including	
  its	
  employees,	
  agents	
  and	
  consultants)	
  shall	
  not	
  disclose	
  any	
  COMPANY	
  Information	
  
it	
   receives	
   from	
  COMPANY	
   including	
   data,	
   drawings,	
   information	
   and	
   other	
  materials	
   to	
   any	
   other	
  
person,	
   firm	
   or	
   corporation,	
   or	
   use	
   the	
   COMPANY	
   Information	
   for	
   its	
   own	
   or	
   any	
   other	
   party’s	
  
benefit,	
   except	
   as	
   contemplated	
   by	
   this	
   Agreement.	
   	
   SUPPLIER	
   shall	
   use	
   as	
   a	
   minimum	
   the	
   same	
  
degree	
  of	
  care	
  to	
  avoid	
  disclosure	
  or	
  use	
  of	
  the	
  COMPANY	
  Information,	
  as	
  it	
  employs	
  with	
  respect	
  to	
  
its	
  own	
  confidential	
  and	
  proprietary	
  information	
  of	
  like	
  importance.	
  	
  	
  SUPPLIER	
  agrees	
  that	
  it	
  will	
  be	
  
responsible	
  for	
  any	
  disclosure	
  of	
  COMPANY	
  Information	
  by	
  a	
  representative	
  of	
  SUPPLIER	
  that	
  would	
  
constitute	
  a	
  breach	
  of	
  this	
  Agreement	
  if	
  made	
  by	
  SUPPLIER.	
  

4. COMPANY	
   Information	
   shall	
   not	
   be	
   deemed	
   confidential	
   and	
   proprietary,	
   and	
   SUPPLIER	
   shall	
   have	
   no	
  
obligation	
  of	
  confidentiality	
  with	
  respect	
  to	
  any	
  Information	
  which:	
  
a) Is	
  already	
  known	
  and	
  documented	
  by	
  SUPPLIER;	
  or	
  
b) Is	
  or	
  becomes	
  publicly	
  known	
  through	
  no	
  wrongful	
  act	
  of	
  SUPPLIER;	
  or	
  	
  
c) Is	
  rightfully	
  received	
  from	
  a	
  third	
  party	
  without	
  restriction	
  and	
  without	
  breach	
  of	
  this	
  Agreement;	
  

or	
  
d) Is	
  independently	
  developed	
  by	
  an	
  employee	
  or	
  agent	
  of	
  SUPPLIER	
  who	
  had	
  no	
  knowledge	
  of	
  or	
  

access	
  to	
  such	
  COMPANY	
  Information;	
  or	
  
e) Is	
  approved	
  for	
  release	
  by	
  written	
  authorization	
  from	
  COMPANY.	
  

5. This	
  Agreement	
  relates	
  to	
  COMPANY	
  Information	
  that	
  is	
  disclosed	
  to	
  SUPPLIER	
  during	
  the	
  one-­‐year	
  period	
  
commencing	
  on	
  the	
  effective	
  date	
  of	
  this	
  Agreement	
  (however,	
  it	
  is	
  understood	
  that	
  the	
  obligation	
  of	
  
confidentiality	
  and	
  the	
  other	
  rights	
  and	
  obligations	
  pertaining	
  to	
  the	
  COMPANY	
  Information	
  provided	
  
herein,	
   shall	
   survive	
   for	
   the	
  duration	
  of	
   the	
   confidentiality	
   term	
   stated	
  herein).	
   	
   	
   Any	
  party	
   to	
   this	
  
Agreement	
  may	
  terminate	
  this	
  disclosure	
  period	
  earlier	
  by	
  prior	
  written	
  notice	
  to	
  the	
  other	
  party.	
  	
  	
  	
  

6. In	
  the	
  event	
  of	
  any	
  breach	
  of	
  this	
  Agreement,	
  COMPANY	
  might	
  be	
   irreparably	
  and	
   immediately	
  harmed	
  
and	
  unable	
  to	
  be	
  made	
  whole	
  by	
  monetary	
  damages.	
  	
  SUPPLIER	
  therefore	
  agrees	
  that	
  in	
  addition	
  to	
  
any	
   legal	
   or	
   equitable	
   remedies	
   to	
  which	
   it	
  might	
  be	
  entitled,	
  COMPANY	
  will	
   be	
  entitled	
   to	
   seek	
  a	
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restraining	
   order,	
   injunction,	
   or	
   other	
   appropriate	
   relief	
   to	
   remedy	
   breaches	
   of	
   this	
   Agreement	
  
and/or	
  to	
  compel	
  specific	
  performance	
  of	
  this	
  Agreement.	
  	
  	
  SUPPLIER	
  agrees	
  to	
  reimburse	
  COMPANY	
  
in	
   attempting	
   to	
   enforce	
   the	
   obligations	
   of	
   SUPPLIER	
   or	
   its	
   representatives	
   hereunder.	
   	
   	
   SUPPLIER	
  
agrees	
  to	
  notify	
  COMPANY	
  of	
  any	
  breach	
  of	
  the	
  confidentiality	
  obligations	
  of	
  this	
  Agreement,	
  it	
  shall	
  
immediately	
  notify	
  COMPANY	
  of	
  such	
  breach	
  and	
  provide	
  to	
  COMPANY	
  all	
  information	
  it	
  is	
  aware	
  of	
  
regarding	
  such	
  breach.	
  

7. Without	
   the	
   prior	
  written	
   consent	
   of	
   COMPANY,	
   SUPPLIER	
   nor	
   its	
   representatives	
   shall	
   disclose	
   to	
   any	
  
person	
   the	
   fact	
   that	
   SUPPLIER	
   has	
   received	
   any	
   confidential	
   information	
   from	
   COMPANY	
   or	
   that	
  
discussions	
  or	
  negotiations	
  are	
  taking	
  place	
  with	
  COMPANY,	
   including	
  the	
  nature	
  of	
  any	
  discussions	
  
or	
  the	
  status	
  thereof,	
  nor	
  shall	
  SUPPLIER	
  disclose	
  or	
  suggest	
  to	
  third	
  parties	
  that	
  there	
   is	
  a	
  working	
  
relationship	
  with,	
  or	
  other	
  association	
  with,	
  COMPANY.	
  

8. SUPPLIER	
  agrees	
   to	
   return	
   to	
  COMPANY	
  all	
  COMPANY	
   Information,	
   including	
  but	
  not	
   limited	
   to	
  written	
  
records,	
   test	
   results,	
   and	
   notes	
   received	
   from	
   COMPANY,	
   except	
   that	
   SUPPLIER	
  may	
   retain	
   in	
   the	
  
office	
  of	
  its	
  legal	
  counsel	
  one	
  copy	
  of	
  written	
  COMPANY	
  Information	
  for	
  record	
  purposes	
  only.	
  	
  	
  

9. It	
   is	
   understood	
   that	
   nothing	
   in	
   this	
   Agreement	
   shall	
   imply	
   or	
   constitute	
   a	
   business	
   relationship,	
   joint	
  
venture,	
  partnership	
  or	
  formal	
  business	
  organization	
  of	
  any	
  kind	
  between	
  the	
  parties	
  other	
  than	
  the	
  
terms	
  of	
  this	
  Agreement.	
  	
  Each	
  party	
  is	
  and	
  shall	
  remain	
  an	
  independent	
  contractor	
  at	
  all	
  times,	
  and	
  
neither	
  party	
  shall	
  act	
  as	
  the	
  agent	
  of	
  the	
  other.	
  	
  

10. This	
  Agreement	
  shall	
  be	
  binding	
  upon	
  and	
  inure	
  to	
  the	
  benefit	
  of	
  the	
  parties	
  hereto	
  and	
  their	
  respective	
  
subsidiaries,	
   successors,	
   assigns,	
   legal	
   representatives,	
   and	
   all	
   corporations	
   controlling	
   them	
   or	
  
controlled	
  by	
  them.	
  	
  	
  This	
  Agreement	
  shall	
  not	
  be	
  assigned	
  or	
  otherwise	
  transferred	
  by	
  either	
  party	
  in	
  
whole	
  or	
   in	
  part	
  without	
   the	
  express	
  written	
  consent	
  of	
   the	
  other	
  party,	
  which	
  consent	
  will	
  not	
  be	
  
unreasonably	
  withheld.	
  

11. The	
   terms	
  and	
  obligations	
  of	
   this	
  Agreement	
   shall	
   be	
   interpreted	
  and	
  enforced	
   in	
   accordance	
  with	
   the	
  
laws	
  of	
   the	
  State	
  of	
  Company	
  State,	
  without	
   regard	
   to	
  conflict	
  of	
   law	
  principles.	
   	
  The	
  parties	
  agree	
  
that	
  in	
  the	
  event	
  that	
  it	
  is	
  necessary	
  to	
  enforce	
  the	
  terms	
  of	
  this	
  Agreement,	
  the	
  parties	
  will	
  submit	
  to	
  
the	
   personal	
   jurisdiction	
   of	
   the	
   Circuit	
   Court	
   of	
   Company	
   Legal	
   Jurisdiction,	
   and	
   they	
   waive	
   any	
  
objection	
  to	
  such	
  jurisdiction,	
  including	
  forum	
  non-­‐conveniens.	
  

12. This	
  Agreement	
  may	
  be	
  executed	
   in	
  two	
  or	
  more	
  counterparts,	
  either	
  by	
  original	
  signature	
  or	
  facsimile,	
  
each	
   of	
  which	
   shall	
   be	
   deemed	
   an	
   original,	
   but	
   all	
   of	
  which	
   together	
   shall	
   constitute	
   one	
   and	
   the	
  
same	
  instrument.	
  Any	
  signature	
  page	
  delivered	
  by	
  a	
  fax	
  machine	
  or	
  telecopy	
  machine	
  shall	
  be	
  binding	
  
to	
  the	
  same	
  extent	
  as	
  an	
  original	
  signature	
  page,	
  with	
  regard	
  to	
  any	
  agreement	
  subject	
  to	
  the	
  terms	
  
hereof	
  or	
  any	
  amendment	
  thereto.	
  	
  	
  

IN	
  WITNESS	
  WHEREOF,	
   the	
  parties	
  agree	
   that	
   the	
  effective	
  date	
  of	
   this	
  Agreement	
   shall	
  be	
   the	
  _______	
  day	
  of	
  
___________________,	
  20__.	
  

COMPANY	
  NAME	
   	
   	
   	
   	
  
	
   	
   	
   SUPPLIER	
  
By:	
   	
   	
   By:	
   	
   	
  
	
  
Title:	
  	
   	
   Title:	
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APPENDIX	
  C	
  –	
  SIGNATURE	
  AUTHORIZATION	
  FORM	
  
Instructions:	
  Please	
  complete	
  and	
  sign	
  this	
  form	
  and	
  fax	
  it	
  to	
  the	
  following	
  by	
  the	
  due	
  date	
  specified.	
  

Contact	
  Name	
  
Contact	
  Phone	
  No.	
  
Contact	
  Fax	
  No.	
  
	
  
Supplier	
  Candidate	
  has	
   full	
   power	
  and	
  authority	
   to	
  enter	
   into	
   the	
   submission	
  of	
   this	
  Proposal	
   and	
  any	
  Proposal	
  
thereto;	
  and	
  the	
  person	
  signing	
   this	
  Proposal	
  on	
  behalf	
  of	
  Supplier	
  Candidate	
  has	
  been	
  properly	
  authorized	
  and	
  
empowered	
   to	
   enter	
   into	
   the	
   Proposal.	
   	
   Supplier	
   Candidate	
   further	
   acknowledges	
   that	
   it	
   has	
   read	
   the	
   RFP,	
  
understands	
   it,	
   and	
   agrees	
   to	
   be	
   bound	
   by	
   the	
   terms	
   and	
   conditions	
   stated	
   therein	
   and	
   subsequent	
   proposals	
  
extended	
  to	
  Company	
  Name.	
  

	
  

	
   	
  
Proposing	
  Entity/Company	
  Name	
  

	
   	
  
Print/Type	
  Name	
   	
  

	
   	
  
Signature	
   	
   	
  

	
   	
  
Title	
  

	
   	
  
Date	
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APPENDIX	
  D	
  –	
  COMPANY	
  NAME	
  SUBSIDIARIES	
  AND	
  CORPORATE	
  ENTITIES	
  
Provide	
  a	
  list	
  of	
  subsidiaries	
  and	
  corporate	
  entities	
  that	
  are	
  participating	
  in	
  this	
  initiative.	
  	
  This	
  is	
  particularly	
  useful	
  
for	
  multi-­‐national	
  RFPs,	
  where	
  entities	
  may	
  be	
  known	
  by	
  different	
  names	
  around	
  the	
  world,	
  and	
  potential	
  bidders	
  
may	
  have	
  relationships	
  with	
  such	
  entities.	
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APPENDIX	
  E	
  –	
  COMPANY	
  NAME	
  HISTORICAL	
  TRAVEL	
  STATISTICS	
  (OVERALL	
  SUMMARY)	
  
For	
  the	
  period	
  from	
  date	
  through	
  to	
  date.	
  

For	
  multi-­‐national	
  RFPs:	
  

POS	
  Country	
   Segments	
   Percent	
  of	
  
Total	
  

Air	
  Fare	
   Percent	
  of	
  
Total	
  

Average	
  
Segment	
  Fare	
  

XXXXXXXXXX	
   XXX,XXX	
   XX%	
   XXX,XXX,XXX	
   XX%	
   X,XXX	
  
XXXXXXXXXX	
   XXX,XXX	
   XX%	
   XXX,XXX,XXX	
   XX%	
   X,XXX	
  
Total	
   XXX,XXX	
   	
   XXX,XXX,XXX	
   	
   X,XXX	
  
If	
  pricing	
   is	
  being	
  solicited	
  by	
  POO	
  country	
   instead	
  of,	
  or	
   in	
  addition	
  to,	
  POS,	
   information	
  should	
  be	
  provided	
  by	
  
POO	
  country.	
  

POS	
  Country	
  /	
  Markets	
   Segments	
   Percent	
  of	
  
Total	
  

Air	
  Fare	
   Percent	
  of	
  
Total	
  

Average	
  
Segment	
  Fare	
  

XXXXXXXXXX	
   	
   	
   	
   	
   	
  
XXXXXXXXXX	
   XXX,XXX	
   XX%	
   XXX,XXX,XXX	
   XX%	
   X,XXX	
  
XXXXXXXXXX	
   XXX,XXX	
   XX%	
   XXX,XXX,XXX	
   XX%	
   X,XXX	
  
Subtotal	
   XXX,XXX	
   	
   XXX,XXX,XXX	
   	
   X,XXX	
  

XXXXXXXXXX	
   	
   	
   	
   	
   	
  
XXXXXXXXXX	
   XXX,XXX	
   XX%	
   XXX,XXX,XXX	
   XX%	
   X,XXX	
  
XXXXXXXXXX	
   XXX,XXX	
   XX%	
   XXX,XXX,XXX	
   XX%	
   X,XXX	
  
Subtotal	
   XXX,XXX	
   	
   XXX,XXX,XXX	
   	
   X,XXX	
  

Total	
   XXX,XXX	
   	
   XXX,XXX,XXX	
   	
   X,XXX	
  
Markets	
  should	
  include	
  “Domestic,”	
  “International”	
  and/or	
  “Transatlantic,”	
  “Transpacific,”	
  etc.	
  as	
  appropriate.	
  

POS	
  Country	
  /	
  Cabin	
   Segments	
   Percent	
  of	
  
Total	
  

Air	
  Fare	
   Percent	
  of	
  
Total	
  

Average	
  
Segment	
  Fare	
  

XXXXXXXXXX	
   	
   	
   	
   	
   	
  
First	
   XXX,XXX	
   XX%	
   XXX,XXX,XXX	
   XX%	
   X,XXX	
  
Business	
   XXX,XXX	
   XX%	
   XXX,XXX,XXX	
   XX%	
   X,XXX	
  
Economy	
   XXX,XXX	
   XX%	
   XXX,XXX,XXX	
   XX%	
   X,XXX	
  
Subtotal	
   XXX,XXX	
   	
   XXX,XXX,XXX	
   	
   X,XXX	
  

XXXXXXXXXX	
   	
   	
   	
   	
   	
  
First	
   XXX,XXX	
   XX%	
   XXX,XXX,XXX	
   XX%	
   X,XXX	
  
Business	
   XXX,XXX	
   XX%	
   XXX,XXX,XXX	
   XX%	
   X,XXX	
  
Economy	
   XXX,XXX	
   XX%	
   XXX,XXX,XXX	
   XX%	
   X,XXX	
  
Subtotal	
   XXX,XXX	
   	
   XXX,XXX,XXX	
   	
   X,XXX	
  

Total	
   XXX,XXX	
   	
   XXX,XXX,XXX	
   	
   X,XXX	
  
	
  

For	
  single-­‐country	
  RFPs:	
  

Markets	
   Segments	
   Percent	
  of	
  
Total	
  

Air	
  Fare	
   Percent	
  of	
  
Total	
  

Average	
  
Segment	
  Fare	
  

XXXXXXXXXX	
   XXX,XXX	
   XX%	
   XXX,XXX,XXX	
   XX%	
   X,XXX	
  
XXXXXXXXXX	
   XXX,XXX	
   XX%	
   XXX,XXX,XXX	
   XX%	
   X,XXX	
  
Total	
   XXX,XXX	
   	
   XXX,XXX,XXX	
   	
   X,XXX	
  
Markets	
  should	
  include	
  “Domestic,”	
  “International”	
  and/or	
  “Transatlantic,”	
  “Transpacific,”	
  etc.	
  as	
  appropriate.	
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Cabin	
   Segments	
   Percent	
  of	
  
Total	
  

Air	
  Fare	
   Percent	
  of	
  
Total	
  

Average	
  
Segment	
  Fare	
  

First	
   XXX,XXX	
   XX%	
   XXX,XXX,XXX	
   XX%	
   X,XXX	
  
Business	
   XXX,XXX	
   XX%	
   XXX,XXX,XXX	
   XX%	
   X,XXX	
  
Economy	
   XXX,XXX	
   XX%	
   XXX,XXX,XXX	
   XX%	
   X,XXX	
  
Total	
   XXX,XXX	
   	
   XXX,XXX,XXX	
   	
   X,XXX	
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APPENDIX	
  F	
  –	
  COMPANY	
  NAME	
  TRAVEL	
  POLICY	
  
Company	
   travel	
   policy	
   …	
   either	
   detailed	
   or	
   summarized.	
   	
   	
   If	
   multiple	
   policies,	
   by	
   business	
   unit,	
   country,	
   etc.,	
  
include	
  each	
  policy.	
  	
  Policy	
  may	
  be	
  either	
  detailed	
  (extracted	
  intact)	
  or	
  summarized.	
  

If	
  summarized,	
  key	
  elements	
  from	
  the	
  policy	
  include:	
  

• Class	
  of	
  service	
  policies	
  (level	
  within	
  the	
  company,	
  minimum	
  flight	
  times,	
  specific	
  markets,	
  etc.).	
  
• Low	
  fare	
  policies	
  –	
  including	
  enforcement	
  procedures.	
  
• Preferred	
  carrier	
  policies	
  –	
  including	
  enforcement	
  procedures.	
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APPENDIX	
  G	
  –	
  COVER	
  SHEET	
  FOR	
  QUESTIONS	
  
Instructions:	
  	
  Please	
  complete	
  and	
  email	
  this	
  attachment	
  to	
  the	
  Primary	
  Contact	
  listed	
  above	
  by	
  the	
  date	
  specified	
  
for	
  questions	
  in	
  order	
  to	
  assure	
  that	
  your	
  questions	
  are	
  addressed	
  in	
  an	
  adequate	
  and	
  timely	
  manner.	
  

Item	
   Bidder’s	
  Response	
  
Name:	
   	
  
Bidder’s	
  Name:	
   	
  
Phone:	
   	
  
Email	
  address:	
   	
  
Nature	
  of	
  question:	
   	
  
	
  

Question(s):	
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APPENDIX	
  H	
  –	
  FIXED	
  FARE	
  MARKETS	
  
Company	
  Name	
  specifically	
   requests	
   that	
   fixed	
   fares	
  be	
  provided	
   in	
  each	
  of	
   the	
   following	
  markets.	
   	
   It	
   is	
  desired	
  
that	
  fares	
  should	
  be	
  valid	
  for	
  the	
  life	
  of	
  any	
  resulting	
  contract,	
  however	
  fares	
  should	
  be	
  valid	
  for	
  at	
  least	
  one	
  year.	
  

Market	
   Cabin	
  or	
  Class	
  of	
  Service	
  
XXX	
  –	
  XXX	
   XXXXXXXXXX	
  
XXX	
  –	
  XXX	
   XXXXXXXXXX	
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