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Request for Proposal No. 18-005A 

 
For: Student Travel Services 

            
 
 
                                                                                               

Event Date Time 

Pre-bid Conference/Site Visit Not Applicable N/A 

RFP Question Cut Off Date 
(Refer to RFP Section 1.3.2 for more 
information.) 

October 4, 2017 4:30 
PM 

Addendum (To be issued if necessary.) October 10, 2017 2:00 
PM 

Bid Proposal Submission Due Date 
(Refer to RFP Section 1.3.3 for more 
information.) 

October 20, 2017 2:00 
PM 

 
 
Dates are subject to change.  All changes will be reflected in Addendum to the 
RFP which will be posted on the Purchasing Department webpage. 
 
 

RFP Issued By    
 
Ramapo College                                               
Purchasing Department 
Academic Complex Wing D      D-116 
505 Ramapo Valley Road, Mahwah, NJ 07430-1680 
Phone: (201) 684-7496 Fax: (201) 684-7926 
http://www.ramapo.edu/purchasing/ 
  
 
Assigned Purchasing Contact: Andrea Sappleton 
Telephone No.: (201) 684-7792 
Fax No.: (201) 684-7926 
E-mail: asapplet@ramapo.edu 
 

Date:  September 26, 2017 
 

http://www.ramapo.edu/purchasing/
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Notice Print Date: September 26, 2017 in The Star-Ledger 
 

RAMAPO COLLEGE OF NEW JERSEY 
505 RAMAPO VALLEY ROAD 

MAHWAH, NEW JERSEY 07430 
 
 

NOTICE TO BIDDERS:  PUBLIC NOTICE is hereby given that SEALED BIDS for: 
Student Travel Services at Ramapo College of NJ will be received at the Office of the 
Director of Purchasing, Ramapo College of New Jersey, 505 Ramapo Valley Rd., 
Mahwah, N.J. until 2:00 PM local time October 20, 2017, at which time they will be 
publicly opened. If the college is closed on the bid open date, the bid will be opened on 
our next business day. 

Bid Proposal Forms are available at the Ramapo College Purchasing Office website.  Go 
to: http://www.ramapo.edu/purchasing/bidding-opportunities/.  

Proposals must be made upon and in accordance with the form of bid to be supplied by 
the Purchasing Agent and no bidder may withdraw his bid within sixty (60) days after the 
actual bid opening thereof.  

The Board of Trustees of Ramapo College reserves the right to waive any informality or 
to reject any or all bids. 

Bidders are required to comply with requirements of N.J.S.A. 10:5-31 et seq. and 
N.J.A.C. 17:27 (Mandatory Equal Employment Opportunity). 

Bid envelopes must be marked with Bid No. 18-005A and indicate a “Sealed Bid” in the 
lower left hand corner. 

 
Andrea Sappleton 

Assistant Director, Purchasing 
(201) 684-7792 
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1. INFORMATION FOR BIDDERS 
 

1.1. PURPOSE AND INTENT 
 

1.1.1. PURPOSE: The purpose of this Request for Proposal (RFP) is to solicit bid proposals 
for services to be rendered to Ramapo College of New Jersey, which is located at 505 Ramapo 
Valley Road, Mahwah, NJ 07430.  
 
1.1.2. INTENT: Based on this RFP, the College intends to award a contract to the responsible 
bidder whose bid proposal, conforming to this RFP, is most advantageous to the College, price 
and other factors considered.  The College reserves the right to separately procure individual 
requirements that are the subject of the contract during the contract term, when deemed by the 
College to be in its best interest.   

 
1.1.3. TERMS: Ramapo College standard Terms & Conditions (see attachment marked 
Terms & Conditions) will apply to all contracts or purchase agreements.  These terms are in 
addition to the terms and conditions set forth in this RFP and should be read in conjunction 
with them unless the RFP specifically indicates otherwise.  

 
1.2. BACKGROUND 

 
1.2.1. The College is soliciting proposals for a contract for Student Travel Services.   
  
1.2.2. Established in 1969, Ramapo College of New Jersey is a comprehensive institution of 
higher education dedicated to the promotion of teaching and learning within, a strong liberal 
arts based curriculum, thus earning the designation "New Jersey's Public Liberal Arts 
College." Its curricular emphasis includes the liberal arts and sciences, social sciences, fine 
and performing arts, and the professional programs within a residential and sustainable living 
and learning environment.  More information about Ramapo College of NJ can be found on 
the Ramapo College website www.ramapo.edu. 

 
1.2.3. This Request for Proposal (RFP) is being issued by the College to obtain proposals 
from qualified, experienced, financially sound, and responsible Travel Agency vendors to 
provide group travel services for the College’s travel abroad program and other miscellaneous 
national and international travel.   

 
1.2.4. The International Education Department coordinates student travel.  Travel includes 
faculty-led programs, international exchange programs, international internships, and 
affiliated/partner programs.  Additional information about the programs offered is available at 
http://www.ramapo.edu/study-abroad/program-options/.  Ramapo students have visited 
destinations such as Peru, China, India, Cuba, Portugal and Ghana. 

 
1.2.5. Approximately one hundred seventy- five (175) individual students travel annually in a 
group. An additional one-hundred (100) individuals travel outside of a group.  A list of 
destinations and dates are provided at the beginning of each year by the International 
Education Department.  The College’s policy is to reserve seats approximately three (3) 
months prior to departure dates.   The College does not pay a deposit on reservations.   

 
1.2.6. Student identification cards are issued by the International Education Department (if 
required for fare confirmation) and all traveling students, faculty and staff are enrolled in the 
College’s international insurance policy. 

 

http://www.ramapo.edu/
http://www.ramapo.edu/study-abroad/program-options/
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1.2.7. There is no previous contract for this service.  Previously, the College had a College- 
wide travel program with American Express for all travel- related service.  It is anticipated that 
a new agreement for student travel will generate approximately $100,000 annually.   

 
1.3. KEY EVENTS 
 

1.3.1.  PRE-BID MEETING AND SITE INSPECTION:  Not applicable to this RFP.      
 

1.3.2. QUESTION AND ANSWER PERIOD: The College will accept only written questions 
from all potential bidders in accordance with the procedure outlined in this RFP. 
 
1.3.3. SUBMISSION OF BID PROPOSAL:  In order to be considered for award, the bid 
proposal must be received by the Ramapo College Purchasing Department before or at the 
submission due date and time.  Any bid proposal NOT received on time at the location 
indicated below will be rejected.  The ONLY location for bid response receipt is:   

 
 Ramapo College Purchasing Department 
 Academic Complex Wing D, Room D-116 
 505 Ramapo Valley Road 
 Mahwah, NJ  07430 
  
Please note that all USPS and all private carrier mail, regular and overnight, is delivered to the 
Ramapo College Mail and Receiving Services and then is distributed across campus by 
College staff.  Ramapo College is not responsible for any delays in the College’s mail 
distribution process.  It is the responsibility of the bidder to ensure its bid reaches the Ramapo 
College Purchasing Department on time.  
   

1.4. ADDITIONAL INFORMATION 
 

1.4.1. ADDENDA: In the event that it becomes necessary to revise this RFP, such 
clarification or revision will be by addendum.  All addenda to this RFP will become part of the 
RFP and part of any contract awarded as a result of this RFP. 
 
1.4.2. BIDDER RESPONSIBILITY: The bidder assumes sole responsibility for the complete 
effort required in submitting a bid proposal in response to this RFP.  No special consideration 
will be given after bid proposals are opened because of a bidder’s failure to be knowledgeable 
as to all of the requirements of this RFP. 
 
1.4.3. COST LIABILITY: The College assumes no responsibility and bears no liability for 
costs incurred by a bidder in the preparation and submittal of a bid proposal in response to this 
RFP. 

 
1.4.4. CONTENTS OF BID PROPOSAL AND CONFIDENTIALITY: Subsequent to bid 
opening, all information submitted by bidders is response to the RFP is considered public 
information, except as may be exempted from public disclosure by the Open Public Records 
Act, N.J.S.A. 47:1A-1 et seq., and common law.   
 
A bidder may designate specific information as not subject to disclosure when the bidder has a 
good faith legal/factual basis for such assertion.  The College reserves the right to make the 
determination and will advise the bidder accordingly.  The location in the bid proposal of any 
such designation should be clearly stated in a cover letter.  The College will not honor any 
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attempt by a bidder either to designate its entire bid proposal as proprietary and/or to claim 
copyright protection for its entire proposal. 
 
By signing this RFP response, the bidder waives any claims of copyright protection set forth 
within the manufacturer’s price list and/or catalogs.  The price lists and/or catalogs must be 
accessible to the College and cooperative purchasing partners and thus have to be made public 
to allow eligible purchasing entities access to the pricing information. 
 
All bid proposals, with the exception of information determined by the College or the Court to 
be proprietary, are available for public inspection after the Letter of Intent to Award is issued.  
At such time, interested parties can contact the Ramapo College Purchasing Department to 
inspect bid proposals received in response to this RFP. 
 
1.4.5. BID OPENING: Not applicable to this RFP. 
 
1.4.6. PRICE ALTERATION: Bid prices must be typed or written in ink.  Any price change 
(including “white-outs”) must be initialed.  Failure to initial price changes shall preclude a 
contract award from being made to the bidder.   

   
The bidder must complete and sign all price sheets leaving no blank or empty fields.  If 
applicable, the bidder shall enter No Charge or zero (0).  Failure to provide an entry in any 
price sheet field will result in rejection of the bid.        
 
1.4.7. BID WITHDRAWAL: A bidder may request that its bid be withdrawn prior to bid 
opening.  Such request must be made in writing to the Ramapo College Director of 
Purchasing.  If the request is granted, the bidder may submit a revised bid as long as the bid is 
received prior to the announced date and time for bid opening and at the place designated.  

 
1.4.8. VALIDITY OF BID: Submitted bids shall be valid for a period of ninety (90) days to 
allow for sufficient time for bid evaluation and contract award. 

 
1.4.9. RIGHT TO CANCEL: The College reserves the right, in its sole discretion, to cancel 
this RFP without obligation and for any reason, in part or in its entirety.  

 
 

2. DEFINITIONS 
 
2.1. GENERAL DEFINITIONS: The following definitions will be part of any contract awarded 
or order placed as result of this RFP. 
 
Addendum – Written clarification or revision to this RFP issued by Ramapo College Purchasing 
Department. 
  
Bidder – An individual or business entity submitting a bid proposal in response to this RFP. 
 
College or RCNJ – Ramapo College of New Jersey 
 
Contract – This RFP, any addendum to this RFP, and the bidder’s proposal submitted in 
response to this RFP, as accepted by Ramapo College. 
 
Contractor – The bidder awarded a contract resulting from this RFP. 
 
May – Denotes that which is permissible, not mandatory. 
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Shall or Must – Denotes that which is a mandatory requirement.  Failure to meet a mandatory 
requirement will result in the rejection of a bid proposal as materially non-responsive. 
 
Should – Denotes that which is recommended, not mandatory.  
 
State – State of New Jersey 
 
 

3. SCOPE OF WORK  
 

3.1. PROGRAM MANAGEMENT 
 

3.1.1.   Bidder shall have the ability to arrange domestic and international reservations for air, 
rail, car, hotel, ferries, onsite car rentals, shuttles, and vans.  Bidder shall offer the lowest 
available rates on air, car, hotel, rail, ferry and other services as requested.  Bidder shall 
provide evidence of competitive pricing for airfares and hotels. 
 
3.1.2. The Bidder shall provide domestic and/or international airline, railway or bus tickets to 
meet all arrival and departure times at the locations requested by the College.  Newark Liberty 
International Airport (EWR) will be the first option for the traveler unless another local airport 
can be used at a lower price or convenience for the traveler. 
 
3.1.3.   The Bidder shall provide a mechanism (online and person-to-person via telephone) for 
which the International Education Department and travelers can book domestic and 
international reservations for airfare and lodging with the appropriate email confirmations.   

 
3.1.4.   The Bidder must research the best possible prices, as lower airfare often allows for 
enhanced program-related activities.  If price is quoted on airfare, and later the fare is reduced, 
the Bidder must pass on the reduced price to the College. 

 
3.1.5.   Up to three (3) or four (4) months before a group departs, the International Education 
Department can only estimate the number of tickets needed.  The Bidder will then issue the 
actual amount of tickets once the number of participants in a program has been finalized.  The 
Bidder shall confirm its commitment to this requirement. 
   
3.1.6.   Bidder shall provide emergency or short notice bookings and confirmations as required 
with notice of twenty-four (24) hours or less.  Payment for all services rendered will be via a 
College issued credit card. 

 
3.1.7.    In the event of cancellation including but not limited to withdrawals, Bidder shall 
promptly issue the appropriate refund.   

 
3.1.8.   The Bidder is required to have a standard quality control system in place to ensure that 
the service is of a consistent high standard. The Bidder is to submit examples of service level 
agreements that are used with current clients to measure its service levels.   Service levels may 
include, but are not limited to, customer satisfaction, call response time, etc. 
 
3.1.9.   The Bidder shall create, publish, maintain, and deploy comprehensive disaster 
recovery plans for reservations, supplier disaster, world crisis, technology, information 
retrieval, and traveler communication. 
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3.2. RESERVATION PROCESS 
 

3.2.1.   The Bidder shall provide an online central reservation booking system, which shall 
utilize any or all major Global Distribution System (GDS) and provide automated pricing 
programs.  Bidder shall provide continuous low fare search through their GDS and ensure the 
lowest fare booked or provide an explanation. 
 
3.2.2.  Bidder shall provide timely and accurate input of traveler profiles.  Bidder shall 
maintain the profiles in their booking system and update and delete data as required for 
graduation, terminations, transfers, and new hires. 
 
3.2.3.   Bidder shall ensure preferences from profile (frequent flyer number, seating 
assignments) are appropriately applied for each airline ticket purchased.  Bidder shall book 
preferred seating, request special meals and other services as governed by traveler profiles 
and/or document itinerary. 
 
3.2.4.   The Bidder shall deliver customized e-ticket itineraries and receipts as needed via 
email.  Bidder shall prepare and process appropriate paper documents where absolutely 
necessary and where electronic tickets cannot meet the need.  Bidder shall distribute all tickets 
and invoices accurately and timely.  
 
3.2.5.   Bidder shall notify travelers of all passport and visa requirements.  Bidder shall also 
direct travelers to the designated passport and visa processors when applicable.  
 
3.2.6.   Bidders shall waitlist if necessary and confirm cleared waitlists (lower fare or sold out 
situations).  Bidder shall communicate results to traveler or the International Education 
Department representative. 
 
3.2.7.  Bidder shall have the ability to book lodging reservations with a large portfolio of 
hotels both domestically and internationally. 

 
3.3. TECHNOLOGY 
 

3.3.1.   The Bidder shall provide a hosted solution and/or web-based application (proprietary 
or third party) for sourcing airfares and booking reservations.  The booking system shall be 
password word protected, able to accommodate several users, and have global views or 
administrative right for the International Education Department to review the account and the 
travel details for Ramapo travelers.  

 
3.3.2.   The Bidder’s booking system shall provide the ability to search using varied criteria 
including but not limited to airline, layover/stops, dates, airport, hotel name, etc.   
 
3.3.3.   The Bidder’s booking system should have the ability to input old unused non-
refundable tickets and ensure tickets are used when applicable to a new booking.   
 
3.3.4. The Bidder’s booking system must allow for designated personnel to generate ad hoc 
and standard management information reports from the system upon request. 
 
3.3.5.   The booking system shall enable single travelers to book airfare and/or hotel directly. 
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3.4. ACCOUNT MANAGEMENT 
 

3.4.1.     Bidder shall provide live travel consultants for booking airline reservations with air, 
hotel, car, limo, and any other reservation requirement.   Bidder shall provide person-to-person 
(via telephone) consultation for questions, etc. 
 
3.4.2.   Bidder shall provide a customer response team that provides problem resolution for 
travelers.  This is inclusive of contact via email and/or an 800 toll-free telephone number and 
an international collect call phone number. 

 
3.4.3.   The Bidder is required to have an account management structure that includes an 
account manager and customer service representatives.  Ramapo College requires an account 
representative with a minimum of five (5) years’ experience and training specific to the 
student travel industry. 

 
3.5. VALUE ADDED SERVICES 

 
3.5.1.    Bidder shall confirm its commission structure, i.e., tiered, passenger or flat rate, with 
the airlines and the commission percentage.  Bidder shall also confirm if it has a rebate 
program in place. 
 
3.5.2. Bidder shall include in their proposal any additional services or enhancements, including 
but not limited to incentive programs, discounts, etc. that are available to the College. 
 
3.5.3.   Based on the College’s adoption of sustainability and/or green initiatives, the Bidder 
shall describe its current environmental and/or eco-friendly initiatives.  This may include but is 
not limited to locally sourced supplies, and the ability to reuse, reduce, and recycle. 
 
 

4. BID PROPOSAL PREPARATION AND SUBMISSION 
 
4.1. GENERAL: The bidder is advised to thoroughly read and follow all instructions contained 
in this RFP, in preparing and submitting its bid proposal.   
 
4.2. BID PROPOSAL DELIVERY AND IDENTIFICATION: In order to be considered, a bid 
proposal must arrive at the Ramapo College Purchasing Department before or at the date and time 
indicated in the RFP.  The exterior of all bid proposal envelopes/package should be labeled with 
the bid identification number and the final bid opening date and time. 
 
4.3. NUMBER OF BID PROPOSAL COPIES: The bidder must submit one (1) complete 
original bid proposal, clearly marked as the original bid proposal.  The bidder should submit one 
(1) complete copy of the original, clearly marked as copy.  The copy request is necessary in the 
evaluation of the bid proposal.  
4.4. BID PROPOSAL CONTENT: The bid proposal must be submitted in writing as one 
complete package with all of the required documentation and completed forms as specified in the 
RFP.   
 

4.4.1. DOCUMENTS THAT MUST BE SUBMITTED WITH BID PROPOSAL: The 
following must be submitted with all proposals. 
 

4.4.1.1. SIGNATURE PAGE, PRICE SHEET(S), CONTACT INFORMATION, 
REFERENCES, TERMINATED CONTRACTS AND COOPERATIVE PURCHASING: 
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The bidder shall complete and submit the following as provided in the RFP: Signature 
page, all Price Sheets, Contact Information page, Business References page and Terminated 
Contracts page.  If requested in the RFP, the bidder must also submit: Cooperative 
Purchasing page. 

 
4.4.1.2. OWNERSHIP DISCLOSURE FORM:  The Bidder shall complete and submit 
with the proposal the Ownership Disclosure form.  See the attachment titled Ownership 
Disclosure. 

 
4.4.1.3. NON-COLLUSION AFFIDAVIT:  The Bidder shall complete and submit with 
the proposal the Non-Collusion Affidavit.  See the attachment titled Non-Collusion 
Affidavit. 

 
4.4.1.4. CONFLICTS OF INTEREST: The Bidder shall complete and submit with the 
proposal the Conflicts of Interest form.  See the attachments titled Conflicts of Interest and 
Executive Order 34 and 189.  

 
4.4.1.5. BID SECURITY AND STATEMENT OF SURETY:  If requested in the RFP, 
the bidder must provide a bid bond and a statement of surety with the bid proposal.  See 
Section 5 Special Contractual Terms and Conditions of this RFP for additional information. 

 
4.4.2. PROOFS OF REGISTRATION THAT MUST BE SUBMITTED WITH BID 
PROPOSAL:  
 

4.4.2.1. BUSINESS REGISTRATION CERTIFICATE:  Failure to submit a copy of the 
bidder’s Business Registration Certificate (or Interim Registration) from the Division of 
Revenue with the bid proposal may be cause for rejection of the proposal.  See the RFP 
attachment titled Business Registration 
 
4.4.2.2. THE PUBLIC WORKS CONTRACTOR REGISTRATION ACT 
CERTIFICATE: If the RFP is for a public works project, the Bidder shall submit with the 
proposal the bidder’s Public Work Contractor Registration Act Certificate.  Failure to 
submit a copy of the certificate may be cause for rejection of the proposal.  See the RFP 
attachment titled The Public Works Contractor Registration Act, dated 02/22/2000. 
Document is not required for this RFP.     

 
4.4.3. FORMS THAT MUST BE SUBMITTED BEFORE CONTRACT AWARD: The 
following forms must be submitted to the Ramapo College Purchasing Department before a 
contract is awarded as a result of this RFP.   

 
4.4.3.1. MACBRIDE PRINCIPLES CERTIFICATION: The bidder is required to 
complete the MacBride Principles Certification evidencing compliance with the MacBride 
Principles.  See the RFP attachment titled MacBride Principles form. 
 
4.4.3.2. AFFIRMATIVE ACTION: The bidder is required to submit a copy of Employee 
Information or a copy of Federal Letter of Approval verifying that the bidder is operating 
under a federally approved or sanctioned Affirmative Action program.  If the bidder has 
neither document of Affirmative Action evidence, then the bidder must complete the 
attached Affirmative Action Employee Information Report (AA-302).  See the RFP 
attachment titled Affirmative Action. 
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4.4.3.3. POLITICAL CONTRIBUTION FORMS: The bidder is required to complete the 
following Certification and Disclosure of Political Contributions forms.  See the 
attachments.   

4.4.3.3.1. Two Year Chapter 51 / Executive Order 117 Vendor Certification 
and Disclosure of Political Contributions. (Formally Executive Order 
No. 134) (Political Contributions) 

 
4.4.3.4. CERTIFICATE OF INSURANCE: The bidder is required to submit proof of 
liability insurance in accordance with Ramapo College Terms and Conditions.  See 
attachment titled Terms and Conditions.   

 
 

5. SPECIAL CONTRACTUAL TERMS & CONDITIONS 
 

5.1. PRECIDENCE OF SPECIAL CONTRACTUAL TERMS AND CONDITIONS:  The 
contract awarded as a result of this RFP shall consist of this RFP, addendum to this RFP, the 
Contractor’s bid proposal and the Notice of Award.  Unless specifically stated in this RFP, the 
Special Contractual Terms and Conditions of the RFP and addenda take precedence over the 
Ramapo College Standard Terms and Conditions.   
 
5.2. CONTRACT TERM AND EXTENSION OPTION: The term of this contract shall be for a 
period of three (3) academic years, beginning on or about December 01, 2017 thru May 
2020.  If delays in the bid process result in an adjustment of the anticipated contract effective 
date, the bidder agrees to accept a contract for the full term of the contract.    

 
5.3. CONTRACT TRANSITION:  In the event that a new contract has not been awarded prior to 
the contract expiration date, as may be extended herein, it shall be incumbent upon the Contractor 
to continue the contract under the same terms and conditions until a new contract can be 
completely operational.  At no time shall this transition period extend more than ninety (90) days 
beyond the expiration of the contract. 
 
5.4. CONTRACT AMENDMENT:  Any changes or modifications to the terms of the contract 
shall be valid only when they have been reduced to writing and approved by both the Contractor 
and the College. 
 
5.5. CONTRACTOR RESPONSIBILITIES:  The Contractor is responsible for the professional 
quality, technical accuracy and timely completion and submission of all deliverables, services or 
commodities required to be provided under the contract.  The Contractor shall, without additional 
compensation, correct or revise any errors, omissions, or other deficiencies in its deliverables and 
other services.  The review, approval, acceptance or payment for any service shall not be 
construed as a waiver of any rights that the College may have arising out of the Contractor’s 
performance of the contract. 
 
5.6. SUBCONTRACTING OR ASSIGNMENT: The contract may not be subcontracted or 
assigned by the Contractor in whole or in part without prior written consent of the College.  
 
5.7. CONTRACT TERMINATION AND REMEDIES FOR FAILURE TO COMPLY WITH 
MATERIAL CONTRACT REQUIREMENTS:  In the event that the Contractor shall fail to 
comply with any of the conditions herein provided and as covered by the Contract, the College 
shall notify the Contractor of such failure or default and demand that the same be remedied within 
a specific period of time.  In the event of the failure of the Contractor to remedy the same within 
said period, the College shall take steps to terminate the contract.  In this event, the College will 
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authorize the service to be performed by any available means, the difference between the actual 
cost paid and the bid of the defaulting Contractor to be deducted from any monies due.  It shall 
also be incumbent upon the Contractor to continue operations until relieved by a newly selected 
Contractor. 
 
5.8. CHANGE OF CIRCUMSTANCE: Where the needs of the College significantly change, or 
the contract is otherwise deemed no longer to be in the College’s best interest, the College may 
terminate the contract upon 30 days written notice to the Contractor. 
 
5.9. COLLEGE’S OPTION TO REDUCE SCOPE OF WORK: The College has the option, in its 
sole discretion, to reduce the scope of work for any task or subtask called for under this contract.  
In such event, the College shall provide advance written notice to the Contractor. 
 
5.10. AVAILABILITY OF FUNDS:  The College’s obligation hereunder is contingent upon the 
availability of appropriated funds from which payment for contract purposes can be made.  No 
legal liability on the part of the College for payment of any money shall arise unless and until 
funds are made available for each fiscal year. 
 
5.11. PREVAILING WAGE: Not applicable for this RFP.   
 
5.12. PUBLIC WORKS CONTRACT – ADDITIONAL AFFIRMATIVE ACTION 
REQUIREMENT: During the term of the contract the Contractor agrees to comply with N.J.S.A 
10:5-33 regarding anti-discrimination.  See the RFP attachment titled Affirmative Action 
Supplement. 
 
5.13. INDEMNIFICATION: See the attachment titled Ramapo College Terms and Conditions. 
 
5.14. INSURANCE: The successful bidder shall secure and maintain in force for the term of the 
contract automobile liability insurance in the amount of not less than five million dollars 
($5,000,000) per each occurrence.   In addition, the Bidder shall obtain and keep in force for the 
term of the contract, workers compensation insurance and employer’s liability insurance in the 
amounts described in Section 2.3 of the attached Terms and Conditions.     
 
5.15. STATEMENT OF SURETY, BID BOND AND PERFORMANCE BOND:  Not required 
for this RFP.  

 
 

6. PROPOSAL EVALUATION 
 
6.1. PROPOSAL EVALUATION COMMITTEE: Bid proposals may be evaluated by a 

committee composed of members of the College Unit/Department responsible for managing 
the service, the College’s Purchasing Department and other College employees. 

 
6.2. ORAL PRESENTATION AND/OR CLARIFICATION OF BID PROPOSAL: A bidder may 

be required to give an oral presentation to the College concerning its bid proposal.  The 
College may also require a bidder submit written responses to questions regarding the bid 
proposal.  The purpose of such communication with bidder, either through an oral 
presentation or a letter of clarification, is to provide an opportunity for the bidder to clarify 
its bid.  Original bid proposals submitted, however, cannot be supplemented, changed, or 
corrected in any way. 
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6.3. EVALUATION CRITERIA:  The College may use, but is not limited to, the following 
evaluation criteria; A) The bidder’s general approach and plans in meeting the requirements 
of the RFP, B) The bidders detailed approach and plans to perform the services required, C) 
The bidder’s documented experience in successfully performing contracts of a similar size 
and scope, D) The qualifications and experience of the bidder’s management, supervisory or 
other key personnel assigned to the contract E) The overall ability of the bidder to mobilize, 
undertake and successfully complete the contract and be responsive to the College’s needs 
and F) the price quoted and all other related costs to be incurred by the College.  

 
6.4. ERRORS AND OMISSIONS: If it is discovered that there is an arithmetic disparity between 

the unit price and the total extended price, the unit price shall prevail.  If there is any other 
ambiguity in the pricing other than a disparity between unit price and extended price and the 
bidder’s intention is not readily discernible from other parts of the bid proposal, the Director 
of Purchasing may seek clarification from the bidder to ascertain the true intent of the bid. 

 
Ramapo College reserves the right to waive any technical or formal defects found in the 
RFP submission. 

  
6.5. REJECTION OF PROPOSAL: The College reserves the right, in its sole discretion, to reject 

any or all bids, or to accept a proposal in whole or in part, if deemed to be in the best interest 
of the College to do so.   
 

6.6. NEGOTIATION AND BEST AND FINAL OFFER (BAFO): Following the opening of bid 
proposals, the College, may, pursuant to N.J.S.A. 52:34-12(f), negotiate one or more of the 
following contractual issues: the technical services offered, the terms and conditions and/or 
the price of a proposed contract award with any bidder, and/or solicit a best and final offer 
(BAFO) from one or more of the bidders. 

 
Initially, the College will conduct a review of all the bids and select bidders to contact to 
negotiate and/or conduct a BAFO based on its evaluation and determination of the bid 
proposals that best satisfy the evaluation criteria and RFP requirements, and that are most 
advantageous to the College, price and other factors considered.  The College may not 
contact all bidders to negotiate and/or to submit a BAFO. 
 
In response to the College’s request to negotiate, bidders must continue to satisfy all 
mandatory RFP requirements but may improve upon their original technical proposal in any 
revised technical proposal.  However, any revised technical proposal that does not continue 
to satisfy all mandatory requirements will be rejected as non-responsive and the original 
technical proposal will be used for any further evaluation purposes in accordance with the 
following procedure. 
 
In response to the College’s request for a BAFO, bidders may submit a revised price 
proposal that is equal to or lower in price than their original submission, but must continue to 
satisfy all mandatory requirements.  Any revised price proposal that is higher in price than 
the original will be rejected as non-responsive and the original bid will be used for any 
further evaluation purposes. 
 
After receipt of the results of the negotiation and/or the BAFO, the College will complete its 
evaluation and issue an award to the responsible bidder(s) whose bid proposal, conforming 
to this RFP, is most advantageous to the College, price and other factors considered.  
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7. CONTRACT AWARD 
 

7.1. MULTIPLE AWARDS: The College reserves the right to award contracts as a result of this 
RFP to more than one bidder. 

 
 

8. CONTRACT ADMINISTRATION 
 

8.1. AUDIT:  The College reserves the right to request from the Contractor during the term of the 
agreement copies of the Contractor’s documentation and or information reports related to the 
performance of the contract.  The requests could include, but are not limited to, copies of 
licenses or permits, reporting of invoiced data, copies of call reports.          
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9. SIGNATURE PAGE 
 

RAMAPO COLLEGE ADVERTISED REQUEST FOR PROPOSAL BID RESPONSE 

This bid proposal MUST be received by the Ramapo College Purchasing Department before or at  
4:00 P.M. on October 20, 2017.  Any proposal arriving at the Purchasing Department after the submission due 
date and time will not be accepted.   

  
Read the entire Request for Proposal, including all terms, conditions and attachments.   

Documentation below marked with an X must be submitted: 
 

Document With RFP Submission Document With RFP Submission 

Signature Page X Conflicts of Interest X 
All Price sheets  X Bid Security Not Required 
Bidder Contact Information X Statement of Surety Not Required 
Bidder Business References X Disclosure of Investment Activities in Iran X  
Bidder Terminated Contracts X W-9 X 
Cooperative Purchasing  X Business Registration Certificate X   
Ownership Disclosure Form X Public Works Contractor Reg. Cert. Not Required 
Non-Collusion Affidavit X   

 
Document Before Contract Award 
Performance Bond Not Required 
MacBride Principle X 
Affirmative Action Employee Information Report X 
PL 2005 Chapter 51 & Executive Order No. 117 (2008) X 
Insurance Certificate X 

 
 INFORMATION TO BE COMPLETED BY BIDDER 
1. Bidder’s Company Name : 2. Phone Number: 3. Fax Number: 

4. Bidder’s Company Address: 5. Bidder’s Tax ID: 6. Cash Discount Terms: 

7. Estimated Amount of Contract: 8. Amount of Bid Security $: 
             

9. Amount of Performance Security $: 
               

10. All addenda to this RFP will become part of the RFP and part of any contract awarded as a result of this RFP.  Bidder acknowledges 
receipt of the following addenda:    Addendum Number          Date of Addendum 
 
                                                          ______________             _________________ 
 
                                                         ______________              _________________ 
 
                                                         ______________              _________________ 
                                        
11. SIGNATURE of BIDDER: 12. TITLE 13. DATE Notice:  The college will pay invoices 

only when the contractor has complied 
with all terms and conditions of the 
contract 

14. NAME: (Print or Type) 15. E-Mail 

 
 

 

Bid Identification # 18-005A Description:  Student Travel Services 
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10. PRICE SHEET 
 

Bid# 18-005A Student Travel Services 
 

10.1. UNIT PRICING  
 

10.1.1. The pricing, terms, and conditions stated in your response must remain valid for 
a period of ninety (90) days from the date of delivery of the proposal to Ramapo College. 
 
10.1.2. Bidder shall complete the attached pricing sheet which is also referenced below. 
The pricings identified in the pricing sheet will not change for the duration of the contract or 
any renewal years and no additional charges or surcharges of any kind will be added, unless 
required by law.   

 
10.1.3. The number of trips identified on the price sheet is an estimate of the College’s 
schedules for the spring 2018 semesters.  It is not a firm commitment and is subject to change. 
This schedule is to be used as an estimate for the Bidder to provide pricing for years two 
and three of the contract. 

 
10.1.4. Quoted price shall include trip cost plus the Bidder’s service fee. 
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Bid #18-005A
Student Travel Services  2018

PRICING SHEET

YEAR 1 YEAR 2 YEAR 3 NOTES

Program 
Destination

Dates Deposit Minimum 
No. of 

Passengers
Per Ticket 

Price

TOTAL 
(Price x No. 

of 
Passengers)

Per Ticket 
Price

TOTAL 
(Price x No. 

of 
Passengers)

Per Ticket 
Price

TOTAL 
(Price x No. 

of 
Passengers)

.angalore, Lndia
04 January - 19 
April 2018

aUST .E 
WALVE5

10

-$                       -$                       -$                       

San Jose, Costa 
Rica

03 - 11 January 
2018

aUST .E 
WALVE5

10

-$                       -$                       -$                       

Accra, Dhana
03 - 12 January 
2018

aUST .E 
WALVE5

10

-$                       -$                       -$                       

Lisbon, tortugal
10 - 18 aarch 
2018

aUST .E 
WALVE5

11

-$                       -$                       -$                       

Accra, Dhana
10 - 18 aarch 
2018

aUST .E 
WALVE5

20

-$                       -$                       -$                       

Shanghai & 
.eijing, China

10 - 18 aarch 
2018

aUST .E 
WALVE5

12

-$                       -$                       -$                       

10 aarch - EWR to 
tEK/18 aarch - tVD to 
EWR

San Jose, Costa 
Rica

10 - 17 aarch 
2018

aUST .E 
WALVE5

12

-$                       -$                       -$                       

Tokyo, Japan & 
Seoul, S. Korea

14 - 20 aay 
2018

aUST .E 
WALVE5

12

-$                       -$                       -$                       

14 aay - EWR to NRT/20 
aay - LTa to LCN/25 - 
LCN to EWR

Lima, teru
14 - 26 aay 
2018

aUST .E 
WALVE5

11

-$                       -$                       -$                       

Iavana, Cuba
14 - 26 aay 
2018

aUST .E 
WALVE5

10

-$                       -$                       -$                       

Accra, Dhana
13 - 26 aay 
2018

aUST .E 
WALVE5

12

-$                       -$                       -$                       

.angalore, Lndia
09 July - 19 
August 2018

aUST .E 
WALVE5

6

-$                       -$                       -$                       

DRAN5 TOTAL
-$                       -$                       -$                       

*All outbound flights have EWR as preferred airport

 
 
COMPANY NAME        _____________________________________________ 
 
 
REPRESENTATIVE SIGNATURE ____________________________________ 
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10.2. INCENTIVES  
 

10.2.1. Bidder should specify any additional services or incentives that will be offered to 
Ramapo College and included in the quoted price.  Any incentives must be identified in the 
response package.  The College cannot accept any incentives that are offered post bid. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
COMPANY NAME        _____________________________________________ 
 
 
REPRESENTATIVE SIGNATURE ____________________________________ 
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10.3. PAYMENT BY CREDIT CARD  
 

10.3.1.  The Bidder shall confirm if it will accept the Visa Purchasing Card as a form of 
payment. 

 
 YES ___________________     NO____________________ 
 
 
 
COMPANY NAME        _____________________________________________ 
 
 
REPRESENTATIVE SIGNATURE ____________________________________ 
 
 



 
 

RCNJ _RFP#18-005A 9/26/17 Page 20 of 23  
 

 
11. BIDDER CONTACT INFORMATION  

 

      Bidder's Company Name:         
      
 ________________________________________________________________________ 

Company Owner:  
________________________________________________________________________ 

       Address:  
 ____________________________________________________________ 

   
 ____________________________________________________________ 

   
 ____________________________________________________________ 

 

Number of years firm has been furnishing services: ___________ 

 

 

PERSON TO CONTACT FOR PLACING ORDERS:     

      _______________________________________________________ 

BUSINESS TELEPHONE:  

 _______________________________________________________ 

EMERGENCY TELEPHONE: 

                     _______________________________________________________ 

FAX NUMBER:  

                 _______________________________________________________ 

CELL PHONE NUMBER:  

                 _______________________________________________________ 

 

      EMAIL ADDRESS: ____________________________________________ 

 

      OFFICE PERSON TO CONTACT FOR BILLING ISSUES: _________________________ 
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12. BIDDER BUSINESS REFERENCES 
 
Please provide three (3) business references for contracts awarded of similar size and scope 
to the requirements of this RFP: 
 
Reference 1. 
Business Name: ________________________________________________________________ 
 
Address: ______________________________________________________________________ 
 
Phone: _______________________ Fax: ____________________ e-mail: _____________ 
 
Contact Person: _______________________ Title:  _________________________________ 
 
Number of years agreement in place: ________________________________________________ 
 
 
 
Reference 2. 
Business Name: ________________________________________________________________ 
 
Address: ______________________________________________________________________ 
 
Phone: _______________________ Fax: ____________________ e-mail: _____________ 
 
Contact Person: _______________________ Title:  _________________________________ 
 
Number of years agreement in place: ________________________________________________ 
 
 
 
Reference 3. 
Business Name: ________________________________________________________________ 
 
Address: ______________________________________________________________________ 
 
Phone: _______________________ Fax: ____________________ e-mail: _____________ 
 
Contact Person: _______________________ Title:  _________________________________ 
 
Number of years agreement in place: ________________________________________________ 
 
 
 
 
 
COMPANY NAME        _____________________________________________ 
 
 
REPRESENTATIVE SIGNATURE ____________________________________ 
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13. BIDDER TERMINATED CONTRACTS 
 
 
Contract 1. 
Business Name: ________________________________________________________________ 
 
Address: ______________________________________________________________________ 
 
Phone: _______________________ Fax: ____________________ e-mail: _____________ 
 
Contact Person: _______________________ Title:  _________________________________ 
 
Reason for Termination: __________________________________________________________ 
 
 
 
Contract 2. 
Business Name: ________________________________________________________________ 
 
Address: ______________________________________________________________________ 
 
Phone: _______________________ Fax: ____________________ e-mail: _____________ 
 
Contact Person: _______________________ Title:  _________________________________ 
 
Reason for Termination: __________________________________________________________ 
 
 
 
 
Contract 3. 
Business Name: ________________________________________________________________ 
 
Address: ______________________________________________________________________ 
 
Phone: _______________________ Fax: ____________________ e-mail: _____________ 
 
Contact Person: _______________________ Title:  _________________________________ 
 
Reason for Termination: __________________________________________________________ 

 
 
 
 

COMPANY NAME        _____________________________________________ 
 
 
REPRESENTATIVE SIGNATURE ____________________________________ 
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14. COOPERATIVE PURCHASING 
 

A. Will you extend contract prices to other State Colleges and Universities in New Jersey? (See the 
list below.) 

  Yes__________ No__________ 
 

Kean University 
Montclair State University 
New Jersey City University 
New Jersey Institute of Technology 
Ramapo College of New Jersey 
Rowan University 
Rutgers, The State University of New Jersey 
The College of New Jersey 
The Richard Stockton College of New Jersey 
Thomas Edison State College 
William Paterson University of New Jersey 
University of Medicine & Dentistry of New Jersey 

  
B. Ramapo College of New Jersey is a member of the New Jersey Higher Education Purchasing 
Association (NJHEPA), whose members include the four year public colleges and universities as 
well as private institutions.  Will you extend contract prices to the association? (See the list below.) 
 

  Yes__________ No__________ 
 
Public: Private: 
Kean University Monmouth University 
Montclair State University Princeton University 
New Jersey City University Rider University 
New Jersey Institute of Technology Seton Hall University 
Ramapo College of New Jersey  
Rowan University  
Rutgers, The State University of New Jersey  
The College of New Jersey  
The Richard Stockton College of New Jersey  
Thomas Edison State College  
William Paterson University of New Jersey  
University of Medicine & Dentistry of New Jersey  
 
 
Each College/University shall be responsible for issuing purchase orders and payments directly 
with Contractor(s). Each institution will be responsible for signing individual contracts and is 
financially responsible for the services purchased. The Colleges/Universities listed in this section 
are under no obligation to use the Contractor(s) having extended pricing and services as the result 
of this bid. 
 
 
COMPANY NAME        _____________________________________________ 
 
REPRESENTATIVE SIGNATURE ____________________________________ 
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