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COMMONWEALTH OF VIRGINIA 

STANDARD CONTRACT 

 

Contract Number: VTS-1481-2021 
 
 

This contract entered into this 1st day of February 2021 by AAA Club Alliance hereinafter called the 
"Contractor" and Commonwealth of Virginia, Virginia Polytechnic Institute and State University called 
"Virginia Tech." 

 
WITNESSETH that the Contractor and Virginia Tech, in consideration of the mutual covenants, promises 
and agreements herein contained, agree as follows: 

 
 

SCOPE OF CONTRACT:  The Contractor shall provide the Travel Management Services to Virginia  
Tech as set forth in the Contract Documents. 

 
 

PERIOD OF CONTRACT:     From February 1st, 2021 through January 31st, 2024 with the option for  one 
(2) two-year renewal. 

 
 

COMPENSATION AND METHOD OF PAYMENT: The Contractor shall be paid by Virginia Tech in 
accordance with the Contract Documents. 

 
 

CONTRACT DOCUMENTS: The Contract Documents shall consist of this signed contract, Request for 
Proposal (RFP) number 0061265 dated July 27, 2020, together with Addendum Number 1 to RFP dated 
July 29, 2020, Addendum Number 2 to RFP dated August 24, 2020, Addendum Number 3 to RFP dated 
August 26, 2020, the proposal submitted by the Contractor dated September 1, 2020 and the negotiation 
responses dated January 20, 2021, all of which Contract Documents are incorporated herein. 

 
 

In WITNESS WHEREOF, the parties have caused this Contract to be duly executed intending to be bound 
thereby. 

 
 

Contractor Virginia Tech 
By:    By:    

(Signature) 
Vice President/GM Mary Helmick 

 

  Name and Title  Director of Procurement 



 
 

 
 
 

 

 
 
 
 
 
 

Request for Proposal # 0061265 
 

For 
 
 

Travel Management Services 
 
 
 
 
 
 
 
 
 
 
 
 

July 29, 2020 
 

Note: This public body does not discriminate against faith-based organizations in accordance with 
the Code of Virginia, § 2.2-4343.1 or against a bidder or offeror because of race, religion, color, sex, 
national origin, age, disability, or any other basis prohibited by state law relating to discrimination 
in employment. 
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RFP 0061265 
GENERAL INFORMATION FORM 

 
QUESTIONS:  All inquiries for information regarding this solicitation should be directed to: John 
Spence, CPPB Phone: (540) 231-3333 e-mail: jspenc@vt.edu. 
 
DUE DATE:  Proposals will be received until August 26, 2020 at 3:00 PM.  Failure to submit proposals 
to the correct location by the designated date and hour will result in disqualification. 
 
PROPOSAL SUBMISSION: 
Bids or Proposals may NOT be hand deliver to the Procurement Office. 
 
Due to the COVID-19 Emergency Declaration, Virginia Tech will be accepting electronic 
submission of proposals. All submissions should be submitted to procurement@vt.edu with 
the RFP number, due date, and time in the subject line of the email.  
 
Virginia Tech will not confirm receipt of proposals. It is the responsibility of the proposers to 
make sure their proposal is delivered on time. Delivery Confirmation functionality is 
recommended from the proposer’s email system.  
 
Attachments must not exceed 25MB to avoid delivery issues thru email servers. 
 
TYPE OF BUSINESS: (Please check all applicable classifications). If your classification is certified by 
the Virginia Department of Small Business and Supplier Diversity (SBSD), provide your certification 
number: ___________.  For assistance with SWaM certification, visit the SBSD website at 
http://sbsd.virginia.gov/ . 

 
____ Large 

 
____ Small business – An independently owned and operated business which, together with 

affiliates, has 250 or fewer employees or average annual gross receipts of $10 million or less 
averaged over the previous three years.  Commonwealth of Virginia Department of Small 
Business and Supplier Diversity (SBSD) certified women-owned and minority-owned business 
shall also be considered small business when they have received SBSD small business 
certification. 

 
____ Women-owned business – A business concern that is at least 51% owned by one or more 

women who are U. S. citizens or legal resident aliens, or in the case of a corporation, 
partnership, or limited liability company or other entity, at least 51% of the equity ownership 
interest is owned by one or more women who are citizens of the United States or non-citizens 
who are in full compliance with the United States immigration law, and both the management 
and daily business operations are controlled by one or more women who are U. S. citizens or 
legal resident aliens. 

 
____ Minority-owned business – A business concern that is at least 51% owned by one or more 

minority individuals (see Section 2.2-1401, Code of Virginia) or in the case of a corporation, 
partnership, or limited liability company or other entity, at least 51% of the equity ownership 
interest in the corporation, partnership, or limited liability company or other entity is owned by 
one or more minority individuals and both the management and daily business operations are 
controlled by one or more minority individuals. 

  

mailto:procurement@vt.edu
http://sbsd.virginia.gov/
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COMPANY INFORMATION/SIGNATURE:  In compliance with this Request For Proposal and to all the 
conditions imposed therein and hereby incorporated by reference, the undersigned offers and agrees 
to furnish the goods or services in accordance with the attached signed proposal and as mutually 
agreed upon by subsequent negotiation. 

 
FULL LEGAL NAME (PRINT) 
(Company name as it appears with your Federal 
Taxpayer Number) 
 
 

FEDERAL TAXPAYER NUMBER (ID#) 

BUSINESS NAME/DBA NAME/TA NAME 
(If different than the Full Legal Name) 
 
 

BILLING NAME 
(Company name as it appears on your invoice) 
 
 

PURCHASE ORDER ADDRESS 
 
 
 

PAYMENT ADDRESS 

CONTACT NAME/TITLE (PRINT) 
 
 

E-MAIL ADDRESS 
 

TELEPHONE 
NUMBER 

TOLL FREE TELEPHONE 
NUMBER 
 
 

FAX NUMBER TO 
RECEIVE  
E-PROCUREMENT 
ORDERS 
 

 

 
I acknowledge that I have received the following addendums posted for this solicitation.    
 

1 _____ 2 _____ 3 _____ 4 _____ 5_____ 6_____ (Please check all that apply) 
 
Is any member of the firm an employee of the Commonwealth of Virginia who has a personal 
interest in this contract pursuant to the Code of Virginia,  2.2 – 3102 - 3112    
 
YES____________ NO_____________ 

 
 
 

SIGNATURE ____________________________________ Date: _________________________ 
 
 

03/17/2020 
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I. PURPOSE: 
 

The purpose of this Request for Proposal (RFP) is to solicit proposals to establish a contract 
through competitive negotiations for travel management services by Virginia Polytechnic Institute 
and State University (Virginia Tech), an agency of the Commonwealth of Virginia.  
 

II. SMALL, WOMAN-OWNED AND MINORITY (SWAM) BUSINESS PARTICIPATION: 
The mission of the Virginia Tech supplier opportunity program is to foster inclusion in the university 
supply chain and accelerate economic growth in our local communities through the engagement 
and empowerment of high quality and cost competitive small, minority-owned, women-owned, and 
local suppliers. Virginia Tech encourages prime suppliers, contractors, and service providers to 
facilitate the participation of small businesses, and businesses owned by women and minorities 
through partnerships, joint ventures, subcontracts, and other inclusive and innovative relationships. 

 
III. CONTRACT PERIOD: 
 

The term of this contract is for three (3) year(s), or as negotiated.  There will be an option for one 
(1) two year renewal, or as negotiated. 

 
IV. BACKGROUND: 
 

Virginia Polytechnic Institute and State University (Virginia Tech) is located in Blacksburg, Virginia, 
approximately 40 miles southwest of Roanoke, Virginia, the major commercial hub of the area.  In 
addition to the university’s main campus in Blacksburg, major off campus locations include twelve 
agriculture experiment research stations, the Marion duPont Scott Equine Medical Center and 
graduate centers in Roanoke and Fairfax, Virginia. Regularly scheduled air service is provided at 
the Roanoke Regional Airport. 

 
Dedicated to its motto, Ut Prosim (That I May Serve), Virginia Tech takes a hands-on, engaging 
approach to education, preparing scholars to be leaders in their fields and communities.  As the 
Commonwealth’s most comprehensive university and its leading research institution, Virginia Tech 
offers 240 undergraduate degree programs to more than 31,000 students and manages a research 
portfolio of nearly $513 million.  The university fulfills its land-grant mission of transforming 
knowledge to practice through technological leadership and by fueling economic growth and job 
creation locally, regionally, and across Virginia.   
 
Employees at Virginia Tech travel to domestic and international destinations on a daily basis 
throughout the year. The university does not have a travel management office and thus relies on 
the following to obtain travel services:  
 
1. Travel agencies on contract  
 
2. Travel agencies not on contract  
 
3. The Internet Web Sites  
 
4. Direct purchases from airlines  
 
Although there are several options for university travelers to purchase travel related services, the 
university may contract with two or more travel agencies. The current annual volume of airfare is 
approximately $6 million dollars.  
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A major user of travel management services is Virginia Tech’s Athletic Department. The Athletic 
Department uses travel agencies to arrange both team travel to competitions and individual travel 
for recruiting purposes. Flights for teams are often required for competitions against ACC 
conference members Miami, Florida State, Syracuse, Notre Dame, and Boston College, as well 
as for distant non-conference opponents and post-season competitions.  
 
Many teams charter a bus to the airport and to locations within a few hours drive of Blacksburg; 
although often arranged through existing university contracts for this service, transportation is 
sometimes needed in distant locations when the team has traveled by airline, or when the coach 
prefers to use a travel agency to make all-inclusive arrangements.  
 
A listing of current Athletic teams and schedules may be viewed by going to 
www.hokiesports.com, and selecting “schedules” in the left side listing of links.  
 
Travel services for study abroad programs sponsored by a number of Virginia Tech academic departments 
are needed regularly. Services are needed primarily for travel originating and concluding in foreign countries. 
 

V. EVA BUSINESS-TO-GOVERNMENT ELECTRONIC PROCUREMENT SYSTEM: 
 

The eVA Internet electronic procurement solution streamlines and automates government 
purchasing activities within the Commonwealth of Virginia.  Virginia Tech, and other state agencies 
and institutions, have been directed by the Governor to maximize the use of this system in the 
procurement of goods and services.  We are, therefore, requesting that your firm register as a 
vendor within the eVA system.   
 
There are transaction fees involved with the use of eVA.  These fees must be considered in the 
provision of quotes, bids and price proposals offered to Virginia Tech.  Failure to register within the 
eVA system may result in the quote, bid or proposal from your firm being rejected and the award 
made to another vendor who is registered in the eVA system.   
 
Registration in the eVA system is accomplished on-line.  Your firm must provide the necessary 
information.  Please visit the eVA website portal at http://www.eva.virginia.gov/pages/eva-
registration-buyer-vendor.htm and register both with eVA and Ariba.  This process needs to be 
completed before Virginia Tech can issue your firm a Purchase Order or contract.  If your firm 
conducts business from multiple geographic locations, please register these locations in your initial 
registration. 
 
For registration and technical assistance, reference the eVA website at: 
http://www.eva.virginia.gov, or call 866-289-7367 or 804-371-2525.  

 
VI. CONTRACT PARTICIPATION: 

 

 
 

It is the intent of this solicitation and resulting contract to allow for cooperative procurement.  
Accordingly, any public body, public or private health or educational institutions, or Virginia Tech’s 

http://www.eva.virginia.gov/pages/eva-registration-buyer-vendor.htm
http://www.eva.virginia.gov/pages/eva-registration-buyer-vendor.htm
http://www.eva.virginia.gov/
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affiliated corporations and/or partnerships may access any resulting contract if authorized by the 
contractor. 

 
Participation in this cooperative procurement is strictly voluntary.  If authorized by the Contractor, 
the resultant contract may be extended to the entities indicated above to purchase at contract prices 
in accordance with contract terms.  The Contractor shall notify Virginia Tech in writing of any such 
entities accessing the contract, if requested.  No modification of this contract or execution of a 
separate contract is required to participate.  The Contractor will provide semi-annual usage reports 
for all entities accessing the Contract, as requested.  Participating entities shall place their own 
orders directly with the Contractor and shall fully and independently administer their use of the 
contract to include contractual disputes, invoicing and payments without direct administration from 
Virginia Tech.  Virginia Tech shall not be held liable for any costs or damages incurred by any other 
participating entity as a result of any authorization by the Contractor to extend the contract.  It is 
understood and agreed that Virginia Tech is not responsible for the acts or omissions of any entity, 
and will not be considered in default of the contract no matter the circumstances. 
 
Please refer to Attachment B, Zone Map, if the offeror wishes to submit separate pricing structure 
based on approved zones for cooperative institutions.  Refer to Attachment B for the approved 
Zone Map.  If no other prices are offered, pricing provided will apply to all zones in the 
Commonwealth.  If you wish to provide pricing for a zone other than which this solicitation 
originated, please indicate you are doing so in the response.  If you anticipate pricing 
differentials for different zones, a separate pricing sheet must be submitted for each zone 
that includes appropriate pricing for that zone. 

 
Use of this contract does not preclude any participating entity from using other contracts or 
competitive processes as the need may be. 

 
VII. STATEMENT OF NEEDS: 
 

A. General: 
 

a. Virginia Tech needs a Contractor to provide travel management services to the 
University. 
 

b. The Contractor or its authorized representatives shall meet with Virginia Tech 
representatives as requested. 
 

c. The Contractor and Virginia Tech may mutually establish routine procedures for 
handling the services described herein.  Such procedures are subject to Virginia Tech’s 
approval. 
 

d. The Contractor shall provide, to designated offices of Virginia Tech, tickets/reservations 
for air, rail, hotel and/or vehicle rental accommodations within 24 hours of request by 
Virginia Tech, or at a future date as requested.   

 
e. The Contractor shall secure the lowest available rate for any services within the scope 

of this contract, unless the lowest rate available was refused by the traveler and is 
included in the Rejection of Lowest Available Fare Report.  If the lowest rate was not 
rejected by the traveler, the Contractor shall refund Virginia Tech the difference in cost 
if it has failed to secure the lowest available rate. 
 

f. The Contractor shall provide travel estimates for budget planning to individuals for 
specific trips, conferences or other. 
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g. The University will rely on the Contractor to secure the best rates for group travel 
services required by University departments.   

 
h. The Contractor shall be able to receive orders by email or fax. 

 
B. Service Requirements 

 
a. Transportation 

 
i. The Contractor shall provide domestic and/or international airline and railway 

ticket service at the lowest fare available within the arrival/departure times and 
locations specified by the requestor. 
 

ii. At its option, Virginia Tech may require charter airline and/or bus service.  When 
such charters are requested, the Contractor must negotiate with a minimum of 
three vendors, if available, to secure the most favorable rates and service for the 
University. 

 
iii. State travel regulations require that transportation by common carrier shall use 

tourist class accommodations. Business class travel is permissible for 
international flights. 

 
iv. Travel credits, reduced rates, or free services received from public facilities by 

persons for whatever reason, accrue to the University. 
 

v. The Contractor shall provide advance seat assignment and advance boarding 
passes when available from the airlines. 

 
vi. At its option, Virginia Tech may elect to make transportation arrangements with 

non-contract sources. 
 

b. Lodging: The Contractor shall arrange hotel/motel accommodations for individuals or 
groups, as requested, taking advantage of government or corporate discounts, 
whichever is greater.  If a specific hotel/motel is not requested, the location of the lodging 
should be reasonably close to the required destination.  Virginia Tech may elect to make 
direct arrangements on a case-by-case basis. 
 

c. Vehicle Rental: The Contractor shall arrange vehicle rentals, as requested, at the 
lowest rate available.  The rate shall be confirmed when the reservation is made and 
shall be included in the traveler’s itinerary.  

 
d. International Travel 

 
i. The Contractor shall arrange for international travel, including reservations and 

ticket delivery for air, rail, bus or ship transportation, and for hotel/motel 
accommodations and car rentals when required.  

 
ii. The Contractor shall provide assistance in obtaining passports, visas and 

documents regarding health requirements.  
 

iii. At its option, Virginia Tech may elect to make international travel arrangements 
with non-contract sources.  
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e. Traveler Itineraries:  The Contractor shall provide two itinerary copies to the traveler 
including, but not limited to, the following information: 
 

i. Carrier(s) 
ii. Flight, train, bus or voyage numbers. 
iii. Departure and arrival times for each segment of the trip. 
iv. Ground transportation facilities at destination (e.g. taxi or shuttle service) 
v. Meals provided 
vi. Name, phone number and location of hotel/motel and room rates. 
vii. Name, phone number and location of car rental agency and rates. 

 
f. Contractor Assistance:  The Contractor shall provide assistance, training, and 

orientation as required by the Office of the Controller. 
g. Refunds: 

 
i. The Contractor shall provide any refunds due as a result of the Office of the 

University Controller returning unused tickets. 
 

ii. The Contractor shall identify each refund by original ticket and/or invoice 
number. 
 

iii. The Contractor shall make refunds within 30 days of ticket return. 
 

iv. Refunds shall not be made to the individual traveler except for tickets purchased 
using the travelers’ personal funds or their BOA Visa Corporate Travel Card.  
 

v. The Contractor shall not accept unused tickets directly from the individual 
traveler except for those purchased with personal funds or their BOA Visa 
Travel Card.  

 
h. Hours of Operation: The Contractor should provide at least seven hours of service 

daily from 9:00 a.m. to 5 p.m., Monday through Friday.  
 

i. Schedule Changes, Cancellations, and Delays:  
 

i. The Contractor should make every effort to notify travelers of airport closings, 
cancelled or delayed flights, trains, buses or voyages.  
 

ii. The Contractor shall provide alternate travel arrangements whenever a carrier 
defaults or cancels a scheduled departure.  
 

j. Common Carrier and Flight Insurance: The Contractor should provide free automatic 
common carrier and flight insurance for all air and rail travelers in an amount of at 
least $200,000.  

 
C. Reporting, Invoicing and Delivery Requirements 

 
a. On a monthly basis, the Contractor shall submit a statement summarizing the itinerary, 

traveler name, and related PO/TA# to the Office of the Controller. This information must 
be received each calendar month in order for the Controller’s Office to pay the Agency 
Travel Card (ATC) invoice promptly.  
 

b. Within four days of reporting non-ATC (Airlines Reporting Corporation) purchases (cash 
sales), the Contractor shall submit invoices, itineraries, and approved PO / TA forms to 
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the Office of the Controller. This method of payment shall be used only when the ATC 
card or credit cards are not accepted. The PO / TA must have the departments 
“received” and “authorized” signatures / approvals in place.  
 

c. When departments use the traveler’s BOA Visa Corporate Travel Card or the 
department’s BOA Visa Corporate Purchasing Card, central reporting is not required.  
 

d. Rejection of Lowest Available Fare Report: This report shall be provided on a monthly 
basis in the event a traveler rejects the lowest available fare. Lower rates based on 
differences in the flight schedule do not have to be reported and do not have to be 
included in management reports. The report should be sorted in “reason rejected” order, 
i.e., all fares rejected because a “Saturday night stay was required” should be sorted 
together on the report, and then the next reason should be listed, etc. The list should 
also include:  

 
i. Name of Traveler 
ii. Date of ticket 
iii. Ticket number or other transaction ID number 
iv. Cost of offered reservation 
v. Actual cost of accepted reservation 

 
i. Other reports as requested by the Office of the Controller. 

 
VIII. PROPOSAL PREPARATION AND SUBMISSION: 
 

A. Specific Requirements 
 

Proposals should be as thorough and detailed as possible so that Virginia Tech may properly 
evaluate your capabilities to provide the required goods or services.  Offerors are required to 
submit the following information/items as a complete proposal:  
1. Plan For Providing Services: 

 
a. Provide specific plans for providing service to Virginia Tech employees located 

throughout the state.  Include plans for delivering tickets, costs or such delivery, express 
mail costs, toll free phone numbers if available and plan for obtaining the PO / TA from 
the departments. 

 
b. Describe your approach to securing the lowest rates available to meet the traveler’s 

needs. 
 

c. Provide a list of additional services that you could provide Virginia Tech to improve its 
travel program. 
 

d. If applicable, identify and list the amount of any fees (transaction, processing, service 
charge, etc.) that may be charged. 
 

e. Provide completed sample forms including itinerary, invoice, reservation vouchers, 
customer reports, as well as internal forms such as procedures and policies, which your 
staff is required to follow. 

 
f. Identify the location of the office that will provide services and its proximity to Virginia 

Tech. 
 
2. Qualifications and Experience: 
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a. Describe the experience and variety of services provided by your agency. 

 
b. Describe the expertise of your staff and a description of your training and development 

program, which will assure that all personnel assigned to perform under any resultant 
contract, shall be capable and qualified in the work assigned to them.  Include resumes 
for staff that will provide service to Virginia Tech. 
 

c. Provide evidence of financial stability. 
 

d. Describe service enhancements unique to your agency including franchise agreements. 
 

e. Are you a member of a consortium?  If so, which one and why did you select that one? 
Provide a list of services that the consortium provides to your agency. 
 

f. Provide four (4) recent references, either educational or governmental, for whom you 
have provided the type of services described herein.  Include the date(s) the services 
were furnished, the client name, address and the name and phone number of the 
individual Virginia Tech has your permission to contact 

 
3. Equipment, Systems, Automation: 
 

Describe your degree of automation, procedures for electronically transferring data, and 
plans for future enhancements that may provide efficiencies for processing invoices at 
Virginia Tech. 
 
 

4. Participation of Small, Women-owned and Minority-owned Business (SWAM) Business: 
 
If your business cannot be classified as SWaM, describe your plan for utilizing SWaM 
subcontractors if awarded a contract. Describe your ability to provide reporting on SWaM 
subcontracting spend when requested. If your firm or any business that you plan to 
subcontract with can be classified as SWaM, but has not been certified by the Virginia 
Department of Small Business and Supplier Diversity (SBSD), it is expected that the 
certification process will be initiated no later than the time of the award. If your firm is 
currently certified, you agree to maintain your certification for the life of the contract. For 
assistance with SWaM certification, visit the SBSD website at http://www.sbsd.virginia.gov/  
 

5. The return of the General Information Form and addenda, if any, signed and filled out as 
required. 

 
B. General Requirements 

 
1. RFP Response:  In order to be considered for selection, Offerors shall submit a complete 

response to this RFP to include; 
 

a. One (1) electronic document in WORD format or searchable PDF (flash drive) of the 
entire proposal as one document, INCLUDING ALL ATTACHMENTS emailed to 
procurement@vt.edu.  
 
Reference the Due Date and Hour, and RFP Number in the subject line of the 
email.  No confirmation receipt will be provided by Virginia Tech. 
  
Any proprietary information should be clearly marked in accordance with 2.d. below. 

http://www.sbsd.virginia.gov/
mailto:procurement@vt.edu
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b. Should the proposal contain proprietary information, provide one (1) redacted 

electronic copy of the proposal and attachments with proprietary portions 
removed or blacked out.  This copy should be clearly marked “Redacted Copy” 
within the name of the document. The classification of an entire proposal 
document, line item prices and/or total proposal prices as proprietary or trade 
secrets is not acceptable. Virginia Tech shall not be responsible for the 
Contractor’s failure to exclude proprietary information from this redacted copy. 

 
 No other distribution of the proposals shall be made by the Offeror. 

 
2. Proposal Preparation: 

 
a. Proposals shall be signed by an authorized representative of the Offeror.  All information 

requested should be submitted.  Failure to submit all information requested may result 
in Virginia Tech requiring prompt submission of missing information and/or giving a 
lowered evaluation of the proposal.  Proposals which are substantially incomplete or 
lack key information may be rejected by Virginia Tech at its discretion.  Mandatory 
requirements are those required by law or regulation or are such that they cannot be 
waived and are not subject to negotiation. 

 
b. Proposals should be prepared simply and economically providing a straightforward, 

concise description of capabilities to satisfy the requirements of the RFP.  Emphasis 
should be on completeness and clarity of content. 

 
c. Proposals should be organized in the order in which the requirements are presented in 

the RFP.  All pages of the proposal should be numbered.  Each paragraph in the 
proposal should reference the paragraph number of the corresponding section of the 
RFP.  It is also helpful to cite the paragraph number, subletter, and repeat the text of 
the requirement as it appears in the RFP.  If a response covers more than one page, 
the paragraph number and subletter should be repeated at the top of the next page.  
The proposal should contain a table of contents which cross references the RFP 
requirements.  Information which the offeror desires to present that does not fall within 
any of the requirements of the RFP should be inserted at an appropriate place or be 
attached at the end of the proposal and designated as additional material.  Proposals 
that are not organized in this manner risk elimination from consideration if the evaluators 
are unable to find where the RFP requirements are specifically addressed. 

 
d. Ownership of all data, material and documentation originated and prepared for Virginia 

Tech pursuant to the RFP shall belong exclusively to Virginia Tech and be subject to 
public inspection in accordance with the Virginia Freedom of Information Act.  Trade 
secrets or proprietary information submitted by an Offeror shall not be subject to public 
disclosure under the Virginia Freedom of Information Act.  However, to prevent 
disclosure the Offeror must invoke the protections of Section 2.2-4342F of the Code of 
Virginia, in writing, either before or at the time the data or other materials is submitted.  
The written request must specifically identify the data or other materials to be protected 
and state the reasons why protection is necessary.  The proprietary or trade secret 
material submitted must be identified by some distinct method such as highlighting or 
underlining and must indicate only the specific words, figures, or paragraphs that 
constitute trade secret or proprietary information.  The classification of an entire 
proposal document, line item prices and/or total proposal prices as proprietary or trade 
secrets is not acceptable and may result in rejection of the proposal. 
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3. Oral Presentation:  Offerors who submit a proposal in response to this RFP may be required 
to give an oral presentation of their proposal to Virginia Tech.  This will provide an 
opportunity for the Offeror to clarify or elaborate on the proposal but will in no way change 
the original proposal.  Virginia Tech will schedule the time and location of these 
presentations.  Oral presentations are an option of Virginia Tech and may not be conducted.  
Therefore, proposals should be complete. 

 
IX. SELECTION CRITERIA AND AWARD:   
 

A. Selection Criteria 
 

Proposals will be evaluated by Virginia Tech using the following: 
 
 Maximum Point 
Criteria Value  
 
1. Quality of products/services offered and suitability for 25 
 the intended purposes 
 
2. Qualifications and experiences of Offeror in providing 25 
 the goods/services 
 
3. Specific plans or methodology to be used to provide the 30 
 Services 
 
4. Cost (or Price) 10 
 
5. Participation of Small, Women-Owned and Minority 10 
 (SWAM) Business ______ 
 Total   100 

 
 
Award To Multiple Offerors:  
 
Selection shall be made of two or more offerors deemed to be fully qualified and best suited 
among those submitting proposals on the basis of the evaluation factors included in the Request 
for Proposals, including price, if so stated in the Request for Proposals.  Negotiations shall be 
conducted with the offerors so selected.  Price shall be considered, but need not be the sole 
determining factor.  After negotiations have been conducted with each offeror so selected, the 
agency shall select the offerors which, in its opinion, has made the best proposal, and shall 
award the contract to that offeror. Virginia Tech reserves the right to make multiple awards as 
a result of this solicitation.  Virginia Tech may cancel this Request for Proposals or reject 
proposals at any time prior to an award, and is not required to furnish a statement of the reasons 
why a particular proposal was not deemed to be the most advantageous. Should the 
Commonwealth determine in writing and in its sole discretion that only one offeror is fully 
qualified, or that one offeror is clearly more highly qualified than the others under consideration, 
a contract may be negotiated and awarded to that offeror.  The award document will be a 
contract incorporating by reference all the requirements, terms and conditions of the solicitation 
and the contractor’s proposal as negotiated.  See Attachment C for sample contract form. 

 
XI. INQUIRIES: 
 
 All inquiries concerning this solicitation should be submitted in writing via email, citing the particular 

RFP section and paragraph number.  All inquiries will be answered in the form of an addendum.  
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Inquiries must be submitted by 3:00 PM on August 17, 2020.  Inquiries must be submitted to the 
procurement officer identified in this solicitation.  

 
XII.  INVOICES: 
 

Invoices for goods or services provided under any contract resulting from this solicitation shall be 
submitted by email to vtinvoices@vt.edu or by mail to: 

 
Virginia Polytechnic Institute and State University (Virginia Tech) 
Accounts Payable 
North End Center, Suite 3300 
300 Turner Street NW 
Blacksburg, Virginia  24061 

 
XIII. METHOD OF PAYMENT: 
 

Virginia Tech will authorize payment to the contractor as negotiated in any resulting contract from 
the aforementioned Request for Proposal.   
 
Payment can be expedited through the use of the Wells One AP Control Payment System.  Virginia 
Tech strongly encourages participation in this program.  For more information on this program 
please refer to Virginia Tech’s Procurement website: 
http://www.procurement.vt.edu/vendor/wellsone.html or contact the procurement officer identified 
in the RFP.  
 

XIV. ADDENDUM: 
 

Any ADDENDUM issued for this solicitation may be accessed at 
http://www.apps.vpfin.vt.edu/html.docs/bids.php.  Since a paper copy of the addendum will not be 
mailed to you, we encourage you to check the web site regularly. 

 
XV. COMMUNICATIONS: 
 

Communications regarding this solicitation shall be formal from the date of issue, until either a 
Contractor has been selected or the Procurement Department rejects all proposals.  Formal 
communications will be directed to the procurement officer listed on this solicitation.  Informal 
communications, including but not limited to request for information, comments or speculations 
regarding this solicitation to any University employee other than a Procurement Department 
representative may result in the offending Offeror’s proposal being rejected. 
 

XVI. CONTROLLING VERSION OF SOLICITATION: 
 

The posted version of the solicitation and any addenda issued by Virginia Tech Procurement 
Services is the mandatory controlling version of the document. Any modification of/or additions to 
the solicitation by the Offeror shall not modify the official version of the solicitation issued by Virginia 
Tech Procurement Services. Such modifications or additions to the solicitation by the Offeror may 
be cause for rejection of the proposal; however, Virginia Tech reserves the right to decide, on a 
case by case basis, in its sole discretion, whether to reject such a proposal.  
 

XVII. TERMS AND CONDITIONS: 
 

This solicitation and any resulting contract/purchase order shall be governed by the attached terms 
and conditions, see Attachment A. 
 

mailto:vtinvoices@vt.edu
http://www.procurement.vt.edu/vendor/wellsone.html
http://www.apps.vpfin.vt.edu/html.docs/bids.php
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XVIII. CONTRACT ADMINISTRATION:  
 

A. Stacy King, Associate Controller for Accounting Operations, Controller’s Office at Virginia Tech 
or their designee, shall be identified as the Contract Administrator and shall use all powers 
under the contract to enforce its faithful performance. 

 
B. The Contract Administrator, or their designee, shall determine the amount, quantity, 

acceptability, fitness of all aspects of the services and shall decide all other questions in 
connection with the services.  The Contract Administrator, or their designee, shall not have 
authority to approve changes in the services which alter the concept or which call for an 
extension of time for this contract.  Any modifications made must be authorized by the Virginia 
Tech Procurement Department through a written amendment to the contract. 

 
  
XIX. ATTACHMENTS: 
 

Attachment A - Terms and Conditions 
Attachment B - Zone Map for Cooperative Contracts  
Attachment C - Sample of Standard Contract Form  
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ATTACHMENT A 
 

TERMS AND CONDITIONS 
 

RFP GENERAL TERMS AND CONDITIONS  
 
See: 
http://procurement.vt.edu/content/dam/procurement_vt_edu/docs/terms/GTC_RFP_07012019.pdf 
 
ADDITIONAL TERMS AND CONDITIONS  
 
A. ADDITIONAL GOODS AND SERVICES: The University may acquire other goods or services that the 

supplier provides other than those specifically solicited.  The University reserves the right, subject to 
mutual agreement, for the Contractor to provide additional goods and/or services under the same 
pricing, terms and conditions and to make modifications or enhancements to the existing goods and 
services. Such additional goods and services may include other products, components, accessories, 
subsystems, or related services newly introduced during the term of the Agreement. 

 
B. AUDIT:  The Contractor hereby agrees to retain all books, records, and other documents relative to 

this contract for five (5) years after final payment, or until audited by the Commonwealth of Virginia, 
whichever is sooner.  Virginia Tech, its authorized agents, and/or the State auditors shall have full 
access and the right to examine any of said materials during said period. 

 
C. AVAILABILITY OF FUNDS:  It is understood and agreed between the parties herein that Virginia Tech 

shall be bound hereunder only to the extent of the funds available or which may hereafter become 
available for the purpose of this agreement. 

 
D. CANCELLATION OF CONTRACT:  Virginia Tech reserves the right to cancel and terminate any 

resulting contract, in part or in whole, without penalty, upon 60 days written notice to the Contractor.  
In the event the initial contract period is for more than 12 months, the resulting contract may be 
terminated by either party, without penalty, after the initial 12 months of the contract period upon 60 
days written notice to the other party.  Any contract cancellation notice shall not relieve the Contractor 
of the obligation to deliver and/or perform on all outstanding orders issued prior to the effective date of 
cancellation.  

 
E. CONTRACT DOCUMENTS:  The contract entered into by the parties shall consist of the Request for 

Proposal including all modifications thereof, the proposal submitted by the Contractor, the written 
results of negotiations, the Commonwealth Standard Contract Form, all of which shall be referred to 
collectively as the Contract Documents. 

 
F. IDENTIFICATION OF BID/PROPOSAL EMAIL:  Due to the COVID-19 emergency declaration, Virginia 

Tech will be accepting electronic submission of proposals. All submissions should be submitted to 
procurement@vt.edu with the RFP number, due date, and time in the subject line of the email. No 
confirmation receipt will be provided. It is the responsibility of the proposers to make sure their proposal 
is delivered on time. Delivery Confirmation receipts are highly recommended from the vendor side. 
Attachments must be smaller than 25MB in order to be received by the University.  

The offeror takes the risk that if the email is not marked as described above, it may be inadvertently opened 
and the information compromised, which may cause the proposal to be disqualified.  Bids or Proposals 
may NOT hand deliver to the Procurement Office.  

 
G. NOTICES:  Any notices to be given by either party to the other pursuant to any contract resulting from 

this solicitation shall be in writing via email. 

http://procurement.vt.edu/content/dam/procurement_vt_edu/docs/terms/GTC_RFP_07012019.pdf
mailto:procurement@vt.edu
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H. SEVERAL LIABILITY:  Virginia Tech will be severally liable to the extent of its purchases made against 
any contract resulting from this solicitation.  Applicable entities described herein will be severally liable 
to the extent of their purchases made against any contract resulting from this solicitation. 

 
I. CLOUD OR WEB HOSTED SOFTWARE SOLUTIONS: For agreements involving Cloud-based Web-

hosted software/applications refer to link for additional terms and conditions: 
http://www.ita.vt.edu/purchasing/VT_Cloud_Data_Protection_Addendum_final03102017.pdf 
 

  

http://www.ita.vt.edu/purchasing/VT_Cloud_Data_Protection_Addendum_final03102017.pdf
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SPECIAL TERMS AND CONDITIONS   
 

ADVERTISING:  In the event a contract is awarded for supplies, equipment, or services resulting from 
this solicitation, no indication of such sales or services to Virginia Tech will be used in product literature 
or advertising.  The contractor shall not state in any of the advertising or product literature that the 
Commonwealth of Virginia or any agency or institution of the Commonwealth has purchased or uses 
its products or services. 
 
CONTRACT PERIOD:  The contract shall be for a period of three years. 
 
INSURANCE:  

 
By signing and submitting a Proposal/Bid under this solicitation, the offeror/bidder certifies that if 
awarded the contract, it will have the following insurance coverages at the time the work commences. 
Additionally, it will maintain these during the entire term of the contract and that all insurance coverages 
will be provided by insurance companies authorized to sell insurance in Virginia by the Virginia State 
Corporation Commission.  
 
During the period of the contract, Virginia Tech reserves the right to require the contractor to furnish 
certificates of insurance for the coverage required.  
 
INSURANCE COVERAGES AND LIMITS REQUIRED: 
A. Worker's Compensation - Statutory requirements and benefits. 
B. Employers Liability - $100,000.00 
C. General Liability - $2,000,000.00 combined single limit.  Virginia Tech and the Commonwealth of 

Virginia shall be named as an additional insured with respect to goods/services being procured. 
This coverage is to include Premises/Operations Liability, Products and Completed Operations 
Coverage, Independent Contractor's Liability, Owner's and Contractor's Protective Liability and 
Personal Injury Liability. 

D. Automobile Liability - $500,000.00 
 
F. The contractor agrees to be responsible for, indemnify, defend and hold harmless Virginia Tech, 

its officers, agents and employees from the payment of all sums of money by reason of any claim 
against them arising out of any and all occurrences resulting in bodily or mental injury or property 
damage that may happen to occur in connection with and during the performance of the contract, 
including but not limited to claims under the Worker's Compensation Act.  The contractor agrees 
that it will, at all times, after the completion of the work, be responsible for, indemnify, defend and 
hold harmless Virginia Tech, its officers, agents and employees from all liabilities resulting from 
bodily or mental injury or property damage directly or indirectly arising out of the performance or 
nonperformance of the contract. 

 
PRICE ESCALATION/DEESCALATION:  Price adjustments for changes in the contractor’s price of 
materials, labor and transportation may be permitted.  Request for price adjustments for any other 
reasons will not be granted.  No price increases will be authorized for 365 calendar days after the 
effective date of the contract.  Contractor shall give not less than 30 days advance notice prior to the 
annual renewal of the contract of any desired price increase.   
 
The Contractor shall document the amount and proposed effective date of any general change in the 
price of materials, labor and transportation.  Documentation shall be supplied with the contractor’s 
request for increase which will (1) verify that the requested price increase is general in scope and not 
applicable just to Virginia Tech, and (2) verify the amount or percentage of increase which is being 
passed on to the contractor by the contractor’s suppliers.  Failure by the contractor to supply the 
aforementioned verification with the request for price increase will result in a delay of the effective date 
of such increase.  The Virginia Tech Procurement Department may verify such change in price 
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independently.  The Virginia Tech Procurement Department may make such verification as it deems 
adequate.  However, any increase which the Virginia Tech Procurement Department determines is 
excessive, regardless of any documentation supplied by the contractor, may be cause for cancellation 
of the contract by the Virginia Tech Procurement Department.  The Virginia Tech Procurement 
Department will notify the contractor in writing of the effective date of any increase which is approved.  
However, the contractor shall fill all purchase orders received prior to the effective date of the price 
adjustments of the old contract prices. 
 
“Across the Board” price decreases are subject to implementation at any time and shall be immediately 
conveyed to Virginia Tech.  The contractor is further advised that price decreases which affect the price 
of materials, labor, and transportation are required to be passed on to Virginia Tech immediately.  
Failure to do so will result in action to recoup such amounts. 

 
 
RENEWAL OF CONTRACT: This contract may be renewed by Virginia Tech upon written agreement 
of both parties for two years, under the terms of the current contract, and at a reasonable time 
(approximately 90 days) prior to the expiration.  
 
SPECIAL OR PROMOTIONAL DISCOUNTS:  The Contractor shall extend any special promotional 
sale prices or discounts immediately to Virginia Tech during the term of the contract.  Such notice shall 
also advise the duration of the specific sale or discount price. 
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ATTACHMENT B 

 
Zone Map 

 

Virginia Association of State College & University Purchasing Professionals (VASCUPP) 
 

List of member institutions by zones 
 

Zone 1  
George Mason University 
(Fairfax)  

Zone 2  
James Madison University 
(Harrisonburg)  
 

Zone 3  
University of Virginia 
(Charlottesville)  

Zone 4  
University of Mary Washington 
(Fredericksburg)  

Zone 5  
College of William and Mary 
(Williamsburg)  
Old Dominion University (Norfolk)  
 

Zone 6  
Virginia Commonwealth 
University (Richmond)  

Zone 7  
Longwood University 
(Farmville)  

Zone 8  
Virginia Military Institute 
(Lexington)  
Virginia Tech (Blacksburg)  
Radford University (Radford)  

Zone 9  
University of Virginia - Wise 
(Wise)  

 
The zone map is provided for the offeror to determine appropriate pricing structures based on approved 

zones for cooperative institutions.  If no other prices are offered, pricing provided will apply to all zones in 
the Commonwealth.  If you wish to provide pricing for a zone other than which this solicitation originated, 
please indicate you are doing so in the response.  If you anticipate pricing differentials for different zones, 
a separate pricing sheet must be submitted for each zone that includes appropriate pricing for that zone
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ATTACHMENT C 
 

SAMPLE CONTRACT FORM 
 

Standard Contract form for reference only 
Offerors do not need to fill in this form 

 
COMMONWEALTH OF VIRGINIA 

STANDARD CONTRACT 
 

Contract Number:_______________________ 
 
 
This contract entered into this ____ day of ____________ 20___, by ______________________, 
hereinafter called the "Contractor" and Commonwealth of Virginia, Virginia Polytechnic Institute and State 
University called "Virginia Tech". 
 
 
WITNESSETH that the Contractor and Virginia Tech, in consideration of the mutual covenants, promises 
and agreements herein contained, agrees as follows: 
 
 
SCOPE OF CONTRACT:  The Contractor shall provide the _____________ to Virginia Tech as set forth 
in the Contract Documents. 
 
 
PERIOD OF CONTRACT:  From _________________________ through ________________________. 
 
 
COMPENSATION AND METHOD OF PAYMENT:  The Contractor shall be paid by Virginia Tech in 
accordance with the contract documents. 
 
 
CONTRACT DOCUMENT:  The Contract Documents shall consist of this signed contract, Request For 
Proposal Number __________ dated __________, together with all written modifications thereof and the 
proposal submitted by the Contractor dated _________ and the Contractor's letter dated __________, all 
of which Contract Documents are incorporated herein. 
 
 
In WITNESS WHEREOF, the parties have caused this Contract to be duly executed intending to be bound 
thereby. 
 
 
Contractor: Virginia Tech 
 
By:___________________________________ By: ___________________________________ 
 
Title:__________________________________ Title:__________________________________ 
 









QUESTION: Do you anticipate any group and/or study abroad travel? 
 
ANSWER: Eventually the intent is to return to normal operations, at which time group and study 
abroad travel may be covered by travel management contract(s).  However, no such travel is 
anticipated in the immediate future due to the COVID-19 Pandemic.  
 
QUESTION: Please provide 1Q2020 air, car and hotel spend. 
  
ANSWER: This breakdown of spend by type of booking is not available 
 
QUESTION: What is the status of your travel program as a result of COVID-19? 
 
ANSWER: Currently only essential travel is currently permitted, travelers much have the approval of 
their Department head before any travel is permitted.   
 
QUESTION: Our preferred form of payment for travel is to be compensated at the time of ticketing 
for all products and fees utilizing either a ghost (corporate card) or a traveler credit card. Automated 
travel authorization can be realized with travel approvers getting detailed emails on each itinerary in 
which project and department codes can be incorporated. Will this system meet the requirements for 
travel approval on your account? 
  
ANSWER:  The model you describe seems generally acceptable.  Please include your payment 
requirements in your proposal, and if there are any specific issues they can be addressed in 
negotiations. 
 
QUESTION: Will Virginia Tech release a standard table to submit costs, fees or pricing template? 
 
ANSWER: Your standard cost/pricing structure should be included with your proposal. 
 
QUESTION: Can you provide any additional detail on what type of travelers or programs at the 
University are using travel services under this contract?  The proposal lists main campus, major off 
campus locations, and other locations across the state.  Are all of these locations covered by this 
contract?  Is there a breakdown of travel spend by location?  Are travel services required between 
these locations? 
 
ANSWER: Travel services under this contract may be utilized by all areas of Virginia Tech, the one 
stated exception is the Athletic Department which maintains its own contract for travel services.  
There is no specific usage or spend data by location, no minimum amount of business is 
guaranteed. 
 
QUESTION:  You have mentioned that regularly scheduled air service is provided at the Roanoke 
Regional Airport.  What volume of service is in/out of this airport? 
 
ANSWER:  The Roanoke Regional Airport is the primary airport nearest the main campus in 
Blacksburg.  As such, the Roanoke airport is used in high volume.  Specific spend data by airport is 
not available. 
 
QUESTION: There is no specific place for us to respond to the Statement of Needs, how would you 
like us to respond? 
 
ANSWER:  Please submit your proposal, at a minimum the University is interested in seeing those 
areas defined in the RFP. 
 
QUESTION: What is your current configuration for travel management services? 
 
ANSWER:  The University currently maintains contracts with multiple travel management 
companies. 





 
 
 
 
 
 
 

 
 
 
 
 
 

Request for Proposal # 0061265 

For 

Travel Management Services 
 

July 29, 2020 
Note: This public body does not discriminate against faith-based organizations in accordance with 
the Code of Virginia, § 2.2-4343.1 or against a bidder or offeror because of race, religion, color, sex, 
national origin, age, disability, or any other basis prohibited by state law relating to discrimination 
in employment. 

 
 

SUBMITTED BY 

 
 

SEPTEMBER 1, 2020
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RFP 0061265 
GENERAL INFORMATION FORM 

 
QUESTIONS: All inquiries for information regarding this solicitation should be directed to: John Spence, 
CPPB Phone: (540) 231-3333 e-mail: jspenc@vt.edu. 

 
DUE DATE: Proposals will be received until August 26, 2020 at 3:00 PM. Failure to submit proposals 
to the correct location by the designated date and hour will result in disqualification. 

 
PROPOSAL SUBMISSION: 
Bids or Proposals may NOT be hand deliver to the Procurement Office. 

 
Due to the COVID-19 Emergency Declaration, Virginia Tech will be accepting electronic 
submission of proposals. All submissions should be submitted to procurement@vt.edu with 
the RFP number, due date, and time in the subject line of the email. 

 
Virginia Tech will not confirm receipt of proposals. It is the responsibility of the proposers to 
make sure their proposal is delivered on time. Delivery Confirmation functionality is 
recommended from the proposer’s email system. 

 
Attachments must not exceed 25MB to avoid delivery issues thru email servers. 

 
TYPE OF BUSINESS: (Please check all applicable classifications). If your classification is certified by 
the Virginia Department of Small Business and Supplier Diversity (SBSD), provide your certification 
number:  . For assistance with SWaM certification, visit the SBSD website at 
http://sbsd.virginia.gov/ . 

 

 X  Large 
 

            Small business – An independently owned and operated business which, together with 
affiliates, has 250 or fewer employees or average annual gross receipts of $10 million or less 
averaged over the previous three years. Commonwealth of Virginia Department of Small 
Business and Supplier Diversity (SBSD) certified women-owned and minority-owned business 
shall also be considered small business when they have received SBSD small business 
certification. 

 

            Women-owned business – A business concern that is at least 51% owned by one or more 
women who are U. S. citizens or legal resident aliens, or in the case of a corporation, 
partnership, or limited liability company or other entity, at least 51% of the equity ownership 
interest is owned by one or more women who are citizens of the United States or non-citizens 
who are in full compliance with the United States immigration law, and both the management 
and daily business operations are controlled by one or more women who are U. S. citizens or 
legal resident aliens. 

 

            Minority-owned business – A business concern that is at least 51% owned by one or more 
minority individuals (see Section 2.2-1401, Code of Virginia) or in the case of a corporation, 
partnership, or limited liability company or other entity, at least 51% of the equity ownership 
interest in the corporation, partnership, or limited liability company or other entity is owned by 
one or more minority individuals and both the management and daily business operations are 
controlled by one or more minority individuals. 

mailto:jspenc@vt.edu
mailto:procurement@vt.edu
http://sbsd.virginia.gov/
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COMPANY INFORMATION/SIGNATURE: In compliance with this Request For Proposal and to all the 
conditions imposed therein and hereby incorporated by reference, the undersigned offers and agrees 
to furnish the goods or services in accordance with the attached signed proposal and as mutually 
agreed upon by subsequent negotiation. 

 
FULL LEGAL NAME (PRINT) 
(Company name as it appears with your Federal 
Taxpayer Number) 
AAA Club Alliance  

FEDERAL TAXPAYER NUMBER (ID#) 
 
 

 

BUSINESS NAME/DBA NAME/TA NAME 
(If different than the Full Legal Name) 

 AAA Corporate Travel 

BILLING NAME 
(Company name as it appears on your invoice) 
AAA Corporate Travel 

PURCHASE ORDER ADDRESS 
15 W. Central Parkway 
Cincinnati, Ohio  45202 
Attn:  Corporate Travel 

PAYMENT ADDRESS 
15 W. Central Parkway 
Cincinnati, Ohio  45202 
Attn:  Corporate Travel 

CONTACT NAME/TITLE (PRINT) 
Gina Lofland, Business Development Manager 

E-MAIL ADDRESS 
glofland@aaa-
alliedgroup.com 

TELEPHONE 
NUMBER 
513-763-8869 

TOLL FREE 
TELEPHONE NUMBER 
800-354-4514 

FAX NUMBER TO 
RECEIVE 
E-PROCUREMENT 
ORDERS 
513-763-5919 

 

 
I acknowledge that I have received the following addendums posted for this solicitation. 

 
1    X 2 X 3 X 4  5  6  (Please check all that apply) 

 
Is any member of the firm an employee of the Commonwealth of Virginia who has a personal 
interest in this contract pursuant to the Code of Virginia, 2.2 – 3102 - 3112 

 

YES   NO    X  
 
 
 

SIGNATURE  Date:    
 
Signed copy included in PDF Attachments 

 
 

03/17/2020 
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I. PURPOSE: 
 

The purpose of this Request for Proposal (RFP) is to solicit proposals to establish a contract 
through competitive negotiations for travel management services by Virginia Polytechnic Institute 
and State University (Virginia Tech), an agency of the Commonwealth of Virginia. 

 
II. SMALL, WOMAN-OWNED AND MINORITY (SWAM) BUSINESS PARTICIPATION: 

The mission of the Virginia Tech supplier opportunity program is to foster inclusion in the university 
supply chain and accelerate economic growth in our local communities through the engagement 
and empowerment of high quality and cost competitive small, minority-owned, women-owned, and 
local suppliers. Virginia Tech encourages prime suppliers, contractors, and service providers to 
facilitate the participation of small businesses, and businesses owned by women and minorities 
through partnerships, joint ventures, subcontracts, and other inclusive and innovative relationships. 

 
III. CONTRACT PERIOD: 

 

The term of this contract is for three (3) year(s), or as negotiated. There will be an option for one 
(1) two year renewal, or as negotiated. 

 
IV. BACKGROUND: 

 

Virginia Polytechnic Institute and State University (Virginia Tech) is located in Blacksburg, Virginia, 
approximately 40 miles southwest of Roanoke, Virginia, the major commercial hub of the area. In 
addition to the university’s main campus in Blacksburg, major off campus locations include twelve 
agriculture experiment research stations, the Marion duPont Scott Equine Medical Center and 
graduate centers in Roanoke and Fairfax, Virginia. Regularly scheduled air service is provided at 
the Roanoke Regional Airport. 

 
Dedicated to its motto, Ut Prosim (That I May Serve), Virginia Tech takes a hands-on, engaging 
approach to education, preparing scholars to be leaders in their fields and communities. As the 
Commonwealth’s most comprehensive university and its leading research institution, Virginia Tech 
offers 240 undergraduate degree programs to more than 31,000 students and manages a research 
portfolio of nearly $513 million. The university fulfills its land-grant mission of transforming 
knowledge to practice through technological leadership and by fueling economic growth and job 
creation locally, regionally, and across Virginia. 

 
Employees at Virginia Tech travel to domestic and international destinations on a daily basis 
throughout the year. The university does not have a travel management office and thus relies on 
the following to obtain travel services: 

 
1. Travel agencies on contract 

 
2. Travel agencies not on contract 

 
3. The Internet Web Sites 

 
4. Direct purchases from airlines 

 
Although there are several options for university travelers to purchase travel related services, the 
university may contract with two or more travel agencies. The current annual volume of airfare is 
approximately $6 million dollars. 
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A major user of travel management services is Virginia Tech’s Athletic Department. The Athletic 
Department uses travel agencies to arrange both team travel to competitions and individual travel 
for recruiting purposes. Flights for teams are often required for competitions against ACC 
conference members Miami, Florida State, Syracuse, Notre Dame, and Boston College, as well 
as for distant non-conference opponents and post-season competitions. 

 

Many teams charter a bus to the airport and to locations within a few hours drive of Blacksburg; 
although often arranged through existing university contracts for this service, transportation is 
sometimes needed in distant locations when the team has traveled by airline, or when the coach 
prefers to use a travel agency to make all-inclusive arrangements. 

 

A listing of current Athletic teams and schedules may be viewed by going to 
www.hokiesports.com, and selecting “schedules” in the left side listing of links. 

 

Travel services for study abroad programs sponsored by a number of Virginia Tech academic departments 
are needed regularly. Services are needed primarily for travel originating and concluding in foreign countries. 

 
V. EVA BUSINESS-TO-GOVERNMENT ELECTRONIC PROCUREMENT SYSTEM: 

 

The eVA Internet electronic procurement solution streamlines and automates government 
purchasing activities within the Commonwealth of Virginia. Virginia Tech, and other state agencies 
and institutions, have been directed by the Governor to maximize the use of this system in the 
procurement of goods and services. We are, therefore, requesting that your firm register as a 
vendor within the eVA system. 

 
There are transaction fees involved with the use of eVA. These fees must be considered in the 
provision of quotes, bids and price proposals offered to Virginia Tech. Failure to register within the 
eVA system may result in the quote, bid or proposal from your firm being rejected and the award 
made to another vendor who is registered in the eVA system. 

 
Registration in the eVA system is accomplished on-line. Your firm must provide the necessary 
information. Please visit the eVA website portal at http://www.eva.virginia.gov/pages/eva- 
registration-buyer-vendor.htm and register both with eVA and Ariba. This process needs to be 
completed before Virginia Tech can issue your firm a Purchase Order or contract. If your firm 
conducts business from multiple geographic locations, please register these locations in your initial 
registration. 

 
For registration and technical assistance, reference the eVA website at: 
http://www.eva.virginia.gov, or call 866-289-7367 or 804-371-2525. 

 

VI. CONTRACT PARTICIPATION: 
 

 
It is the intent of this solicitation and resulting contract to allow for cooperative procurement. 
Accordingly, any public body, public or private health or educational institutions, or Virginia Tech’s 

http://www.eva.virginia.gov/pages/eva-registration-buyer-vendor.htm
http://www.eva.virginia.gov/pages/eva-registration-buyer-vendor.htm
http://www.eva.virginia.gov/
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affiliated corporations and/or partnerships may access any resulting contract if authorized by the 
contractor. 

 
Participation in this cooperative procurement is strictly voluntary. If authorized by the Contractor, 
the resultant contract may be extended to the entities indicated above to purchase at contract prices 
in accordance with contract terms. The Contractor shall notify Virginia Tech in writing of any such 
entities accessing the contract, if requested. No modification of this contract or execution of a 
separate contract is required to participate. The Contractor will provide semi-annual usage reports 
for all entities accessing the Contract, as requested. Participating entities shall place their own 
orders directly with the Contractor and shall fully and independently administer their use of the 
contract to include contractual disputes, invoicing and payments without direct administration from 
Virginia Tech. Virginia Tech shall not be held liable for any costs or damages incurred by any other 
participating entity as a result of any authorization by the Contractor to extend the contract. It is 
understood and agreed that Virginia Tech is not responsible for the acts or omissions of any entity, 
and will not be considered in default of the contract no matter the circumstances. 

 
Please refer to Attachment B, Zone Map, if the offeror wishes to submit separate pricing structure 
based on approved zones for cooperative institutions. Refer to Attachment B for the approved Zone 
Map. If no other prices are offered, pricing provided will apply to all zones in the Commonwealth. If 
you wish to provide pricing for a zone other than which this solicitation originated, please 
indicate you are doing so in the response. If you anticipate pricing differentials for different 
zones, a separate pricing sheet must be submitted for each zone that includes appropriate 
pricing for that zone. 

 
Use of this contract does not preclude any participating entity from using other contracts or 
competitive processes as the need may be. 

 
VII. STATEMENT OF NEEDS: 

 

A. General: 
 

a. Virginia Tech needs a Contractor to provide travel management services to the 
University. 

 
b. The Contractor or its authorized representatives shall meet with Virginia Tech 

representatives as requested.  Agreed 
 

c. The Contractor and Virginia Tech may mutually establish routine procedures for 
handling the services described herein. Such procedures are subject to Virginia Tech’s 
approval.   Agreed 

 
d. The Contractor shall provide, to designated offices of Virginia Tech, tickets/reservations 

for air, rail, hotel and/or vehicle rental accommodations within 24 hours of request by 
Virginia Tech, or at a future date as requested.   Agreed 

 
e. The Contractor shall secure the lowest available rate for any services within the scope 

of this contract, unless the lowest rate available was refused by the traveler and is 
included in the Rejection of Lowest Available Fare Report. If the lowest rate was not 
rejected by the traveler, the Contractor shall refund Virginia Tech the difference in cost 
if it has failed to secure the lowest available rate.   Agreed 

 
f. The Contractor shall provide travel estimates for budget planning to 

individuals for specific trips, conferences or other.  Agreed
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g. The University will rely on the Contractor to secure the best rates for group travel 
services required by University departments.   Agreed 

 
h. The Contractor shall be able to receive orders by email or fax.   Agreed 

 
B. Service Requirements 

 
a. Transportation 

 
i. The Contractor shall provide domestic and/or international airline and railway 

ticket service at the lowest fare available within the arrival/departure times and 
locations specified by the requestor.   Agreed 

 
ii. At its option, Virginia Tech may require charter airline and/or bus service. When 

such charters are requested, the Contractor must negotiate with a minimum of 
three vendors, if available, to secure the most favorable rates and service for the 
University.   Agreed 

 
iii. State travel regulations require that transportation by common carrier shall use 

tourist class accommodations. Business class travel is permissible for 
international flights.   Agreed 

 
iv. Travel credits, reduced rates, or free services received from public facilities by 

persons for whatever reason, accrue to the University.   Agreed 
 

v. The Contractor shall provide advance seat assignment and advance boarding 
passes when available from the airlines.   Agreed 

 
vi. At its option, Virginia Tech may elect to make transportation arrangements with 

non-contract sources.   Agreed 
 

b. Lodging: The Contractor shall arrange hotel/motel accommodations for individuals or 
groups, as requested, taking advantage of government or corporate discounts, 
whichever is greater. If a specific hotel/motel is not requested, the location of the lodging 
should be reasonably close to the required destination. Virginia Tech may elect to make 
direct arrangements on a case-by-case basis.   Agreed 

 
c. Vehicle Rental: The Contractor shall arrange vehicle rentals, as requested, at the lowest 

rate available. The rate shall be confirmed when the reservation is made and shall be 
included in the traveler’s itinerary.   Agreed 

 
d. International Travel 

 
i. The Contractor shall arrange for international travel, including reservations and 

ticket delivery for air, rail, bus or ship transportation, and for hotel/motel 
accommodations and car rentals when required.   Agreed 

 
ii. The Contractor shall provide assistance in obtaining passports, visas and 

documents regarding health requirements.   Agreed 
 

iii. At its option, Virginia Tech may elect to make international travel arrangements with 
non-contract sources.  Agreed 
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e. Traveler Itineraries: The Contractor shall provide two itinerary copies to the traveler 
including, but not limited to, the following information:  Agreed 

 
i. Carrier(s) 
ii. Flight, train, bus or voyage numbers. 
iii. Departure and arrival times for each segment of the trip. 
iv. Ground transportation facilities at destination (e.g. taxi or shuttle service) 
v. Meals provided 
vi. Name, phone number and location of hotel/motel and room rates. 
vii. Name, phone number and location of car rental agency and rates. 

 
f. Contractor Assistance: The Contractor shall provide assistance, training, and 

orientation as required by the Office of the Controller.  Agreed 
 

g. Refunds: 
 

i. The Contractor shall provide any refunds due as a result of the Office of the 
University Controller returning unused tickets.  Agreed 

 
ii. The Contractor shall identify each refund by original ticket and/or invoice 

number.  Agreed 
 

iii. The Contractor shall make refunds within 30 days of ticket return.  Agreed 
 

iv. Refunds shall not be made to the individual traveler except for tickets purchased 
using the travelers’ personal funds or their BOA Visa Corporate Travel Card.   
Agreed 

 
v. The Contractor shall not accept unused tickets directly from the individual 

traveler except for those purchased with personal funds or their BOA Visa 
Travel Card.   Agreed 

 
h. Hours of Operation: The Contractor should provide at least seven hours of service 

daily from 9:00 a.m. to 5 p.m., Monday through Friday.  AAA Corporate Travel 
agents are available 24/7  

 
i. Schedule Changes, Cancellations, and Delays: 

 
i. The Contractor should make every effort to notify travelers of airport closings, 

cancelled or delayed flights, trains, buses or voyages.  Agreed 
 

ii. The Contractor shall provide alternate travel arrangements whenever a carrier 
defaults or cancels a scheduled departure.   Agreed 

 
j. Common Carrier and Flight Insurance: The Contractor should provide free automatic 

common carrier and flight insurance for all air and rail travelers in an amount of at 
least $200,000.   Agreed 

 
C. Reporting, Invoicing and Delivery Requirements 

 
a. On a monthly basis, the Contractor shall submit a statement summarizing the itinerary, 

traveler name, and related PO/TA# to the Office of the Controller. This information must 
be received each calendar month in order for the Controller’s Office to pay the Agency 
Travel Card (ATC) invoice promptly.   Agreed 
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b. Within four days of reporting non-ATC (Airlines Reporting Corporation) purchases (cash 

sales), the Contractor shall submit invoices, itineraries, and approved PO / TA forms to 
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the Office of the Controller. This method of payment shall be used only when the ATC 
card or credit cards are not accepted. The PO / TA must have the departments 
“received” and “authorized” signatures / approvals in place.   Agreed 

 
c. When departments use the traveler’s BOA Visa Corporate Travel Card or the 

department’s BOA Visa Corporate Purchasing Card, central reporting is not required.   
Agreed 

 
d. Rejection of Lowest Available Fare Report: This report shall be provided on a monthly 

basis in the event a traveler rejects the lowest available fare. Lower rates based on 
differences in the flight schedule do not have to be reported and do not have to be 
included in management reports. The report should be sorted in “reason rejected” order, 
i.e., all fares rejected because a “Saturday night stay was required” should be sorted 
together on the report, and then the next reason should be listed, etc. The list should 
also include:  Agreed.  Sample Exceptions reports included as Attachment A 

 
i. Name of Traveler 
ii. Date of ticket 
iii. Ticket number or other transaction ID number 
iv. Cost of offered reservation 
v. Actual cost of accepted reservation 

 
i. Other reports as requested by the Office of the Controller.   Agreed.  Sample reports included 

as Attachment B 
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VIII. PROPOSAL PREPARATION AND SUBMISSION: 
 

A. Specific Requirements 
 

Proposals should be as thorough and detailed as possible so that Virginia Tech may properly 
evaluate your capabilities to provide the required goods or services. Offerors are required to 
submit the following information/items as a complete proposal: 
 
1. Plan For Providing Services: 

 
a.  Provide specific plans for providing service to Virginia Tech employees located 

throughout the state. Include plans for delivering tickets, costs or such delivery, express 
mail costs, toll free phone numbers if available and plan for obtaining the PO / TA from 
the departments. 
 

  The AAA Corporate Travel (AAA CT) approach to travel management is not a one-
size-fits-all solution. Your designated Relationship Manager (RM), Kelly Fitzgerald and 
Account Manager (AM), Oneal Wiggins will partner with your team to develop a 
customized service solution to fit your culture and program goals. We understand the 
importance of balancing the best interests of both your business and the safety and 
well-being of your people. We are true partners who recognize the symbiotic 
importance and the inherent nature in which both your employees and your 
organization fit and function together.  
 
Booking assistance: To ensure a positive booking experience and manage the 
overall cost of your program, we recommend a combination program configuration that 
allows traveler and arranger utilization of our on-line booking tool (OBT) Concur and 
access to a full service team of agents. 
 
Virginia Tech (VT) employees across the Commonwealth will be supported by a 
dedicated team of travel agents, and will have 24/7/365 access to our OBT which 
includes access to our support team for any technical related questions or issues. Toll 
free telephone numbers and e-mail addresses will be provided for direct access to 
your respective teams. 
 
Ticket delivery: All tickets and itineraries are delivered electronically, as is any other 
documentation requested by VT personnel. Should there be a need for express mail 
deliveries, our team will accommodate these requests at no additional cost to VT.   
 
Purchasing process: For purchase orders and travel authorizations, we will confer 
with VT representatives to establish a process required by your internal departments. 
We recommend an automated process but will accept manual delivery of this 
information if preferred by VT. 
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Implementation process:  AAA CT will design a customized service solution around 
the VT culture and program goals.  Your AAA RM and AM, will share ownership of the 
implementation phase of this initiative. Both have a thorough understanding of the 
requirements set forth in this RFP.  Together with VT representatives, they will 
facilitate a comprehensive review of the project scope and introduce systems, 
technologies and processes to enhance your existing program. 
 
Kelly’s in-depth knowledge gained from her tenured and highly engaged relationship 
with VT will complement Oneal’s strong account management skill set.  Throughout 
the discovery phase to post implementation, Kelly and Oneal will coordinate with 
internal AAA departments and manage the various tasks required for a smooth and 
seamless program evolution. 
 
Throughout the implementation phase, we will map out a process and share best 
practices that compliment your program goals including: 
 

• Travel policy/guidelines 
• Communication Plan and Traveler Engagement campaign 
• Out of policy/non-compliance actions 
• On-line booking tool design and site customization 
• Traveler safety and security/duty of care solution 
• Comprehensive reporting 
• Goal setting and benchmarking 

 
All program details are documented and stored in our CRM, Salesforce. Specific travel 
policy requirements are configured into Concur and in our scripting applications which 
guides operations through your account specific requirements and encourages 
compliance in both the OBT and full service environment. After implementation is 
complete, your AAA Relationship Manager will meet with your team regularly to 
discuss program goals and provide updates on new initiatives or suggested 
modifications to your existing program.  

 
 

b. Describe your approach to securing the lowest rates available to meet the traveler’s 
needs.   

 
AAA CT subscribes to the Sabre Red 360 pricing model.  This is the most comprehensive 
global distribution system (GDS) pricing platform available in the industry. It incorporates fare 
search qualifiers to deliver over 150 fare options.  Additionally, users may search for fares using 
flex options including: 

• Alternate airport origination and destination points 
• Alternate departure and arrival dates 
• Same day flight options 
• Low fare search qualifiers 

 
Further, we suggest an audit of your existing airline point of sale discount contracts to validate 
that your discounts align with other higher education institutions with similar spend.  We will also 
introduce other discount program options to you for consideration and facilitate and test the 
integration into our systems.   
 
We offer a price match guarantee should a VT associate report a lower fare found using 
equivalent parameters and timeline. 
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c. Provide a list of additional services that you could provide Virginia Tech to improve its 
travel program. 
 
AAA Corporate Travel offers the following additional services to VT (some are 
currently available and deployed across your travel program): 

• Goal setting and strategic account reviews 
• Unused ticket management 

o As of August 27, Martin Travel has proactively refunded a total of 118 
eligible tickets at a savings of almost $135,000 

o VT currently has 299 unused tickets/credits on file that will be applied to 
future travel  

o Kelly will continue to monitor and communicate at the department level 
to ensure utilization of these funds 

• Access to reporting technology and analytics 
o We recommend a thorough review of your current monthly reports to 

identify additional reports that may be beneficial in managing your 
travel program.   

• Carrier & supplier relationships within the hospitality and travel industry for 
pricing negotiations to maximize cost savings 

• Real time duty of care alerts and traveler tracking 
• VIP Program for C-Suite travelers 
• Credit card reconciliation 
• Air and bus charters 
• Comprehensive group and meeting planning assistance 

o Services detailed in Attachment C 
• Athletic and team travel 
• Fan and alumni travel coordination 
• Study abroad and mission travel 

 
d. If applicable, identify and list the amount of any fees (transaction, processing, service 

charge, etc.) that may be charged. 
 
Please refer to Attachment D - Managed Travel Services – Financial Proposal 
 

e. Provide completed sample forms including itinerary, invoice, reservation vouchers, 
customer reports, as well as internal forms such as procedures and policies, which your 
staff is required to follow. 
 
Sample forms: Please refer to Attachment E - Sample Forms 
 
Sample policies and procedures: Please refer to Attachment F - Sample 
Procedures Forms. 
 
We utilize a SharePoint portal accessible to Corporate Travel associates only.  This 
houses a vast amount of information covering pertinent operational topics including 
customer profiles, job aides, shared responsibilities, reservation guides and tips plus 
internal policies.   
 

f. Identify the location of the office that will provide services and its proximity to Virginia 
Tech. 
 
1344 Main Street 
Blacksburg, VA  24060 
This location is 2.5 miles from the main campus 



15  

 
 

2. Qualifications and Experience: 
 

a. Describe the experience and variety of services provided by your agency. 
 
AAA CT, founded in 1962, focuses solely on delivering managed travel solutions to our 
customers. We employ more than 60 associates across multiple time zones in the U.S. and 
support over 450 corporate customers. 
 
For almost 60 years, AAA CT has approached every client relationship as a true partnership 
to ensure a successful outcome.  We develop a customized program for our clients that 
include the following services and processes: 

• Goal setting with measurable results 
• Travel policy design and review 
• Automated quality control (record integrity) 
• Out of policy/Exceptions automation 
• Comprehensive reporting 
• Strategic Account Reviews 
• Duty of care solution 
• Flight disruption notifications 
• Benchmarking and predictive analytics portal 
• Consultative services 
 
We offer the following travel management services: 
• Fulfillment services 

o Air, car, rail and hotel reservations 
o Designated team of agents  

• On-line booking tool platforms 
o Site design, programming and on-going maintenance 
o Dedicated help desk for user and technical support 
o Continuous training 
o Recorded training sessions 

• Group air 
• Meeting services 
• Charter services 

o Air and motor coach 
• Fan and alumni travel packages 
• Study abroad travel 
• 24/5/365 AAA provided assistance (not outsourced) 
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b. Describe the expertise of your staff and a description of your training and development 
program, which will assure that all personnel assigned to perform under and resultant 
contract, shall be capable and qualified in the work assigned to them.  Include resumes for 
staff that will provide service to Virginia Tech.   
 
AAA proposes to continue the existing service configuration currently in place.  Additional 
resources will be introduced to support your expanded travel program. Following are short 
resumes and role descriptions for those who will be involved in delivering service to VT: 
 
Dedicated Travel Counselors 
Trish Knighton, Lead Agent 
33 years industry experience 
 
Suzanne Williams, Travel Agent 
22 years industry experience 
 
Both Trish and Suzanne are highly skilled at supporting the VT travel program as they have 
been delivering domestic, international and group travel services for 25+ years.   
 
Our full time trainer has developed annual assessments and training curriculums to support new 
and enhanced technologies deployed in our environment.  All associates supporting the VT 
travel program have been trained and tested on the enhanced technologies we propose. 

 
Kelly Fitzgerald, Key Relationship Manager  
Kelly will be instrumental in the ongoing success of our relationship through her knowledge of 
the Virginia Tech account and dedication to driving change for the betterment of the program. 
She will be a key stakeholder in all aspects of the relationship and will work closely with your 
AAA Account Manager to ensure delivery of the program components required for success. 
 
Through her close proximity to the main campus, Kelly will be your main point of contact while 
she continues to oversee the service delivery quality of your dedicated team.  She will apply 
her 24 years of business travel experience to enhance your travel program and will 
demonstrate her commitment to Virginia Tech through her accessibility and timely service 
issue resolution. 
 
Oneal Wiggins, Account Manager 
As your designated Account Manager, Oneal’s primary role is to ensure that the strategic 
initiatives and program goals of VT are fully understood and achieved. Oneal will gain a 
thorough understanding of any current program challenges and short term goals through 
discovery calls and collaborative interaction. He will apply his exceptional analytical and data 
skills to identify potential areas for cost savings and improved efficiencies without sacrificing 
exceptional customer experience. He will bring enhanced technology offerings and 
streamlined processes to your travel program owner for review and consideration. As the 
University elects to integrate these recommendations, Oneal will develop a project plan and 
lead the team throughout the entire integration. 
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Kim Collins, Director, Account Management 
Kim has been in the travel industry for more than 30 years, with an expertise in leading 
account management and operations teams. Kim began her career with Maritz Travel 
Company. She held a variety of leadership positions for Maritz and continued in key leadership 
roles with Carlson Wagonlit Travel after Maritz was acquired by CWT in 2003. Kim’s energetic 
and motivational communication style have been key assets to effectively lead change and 
obtain organizational goals. 
 
As the Director of Account Management for AAA Corporate Travel, Kim uses her exceptional 
expertise in supervising the strategic planning and on-going management of our corporate 
clients. Her strength in people development, client retention, and traveler satisfaction 
compliments AAA’s strategic goals.  In addition, Kim understands that successful travel 
programs mirrors client culture, and works in tandem with her staff to customize programs that 
provide balance. With Kim’s guidance, our clients are assured of the highest quality travel 
management practices that will drive the results our clients expect.   

 
 Beth Heisel, Director of Operations 

Beth has been in the corporate travel industry for 30 + years, working at a mega agency for 30 
years before joining AAA Corporate Travel in February 2020. In this capacity, her primary 
focus is overseeing frontline agent teams, coaching the operations supervisory team and 
training and development.  Beth is committed to improving processes to ensure the upmost 
customer service experience and delivering best in class of service to our travelers.   
 
As Director of Operations Beth partners with her peers in Sales and Account Management to 
ensure an alignment with client travel policies and initiatives from the very beginning and on-
going to maintain positive results are delivered to our valued client partners.   

 
Lori Hawkins, Manager, Travel Technology 
Lori possesses more than 20 years’ experience in corporate travel; primarily in the technology 
and systems sector.  In her role as Manager of Travel Technology, Lori is responsible for the 
design, programming, training, implementation/on-boarding and on-going maintenance of our 
on-line booking solution, Concur Travel.  Lori holds a BA degree in Business Administration 
from Hanover College. 
 

Jenny Gustin, Operations, Trainer 
Jenny has been in the travel industry for over 30 years in various positions, most recently in the 
training department for AAA Corporate Travel. She is responsible for training our staff of agents 
in the various GDS systems, including Sabre, Apollo and Worldspan.  Her training duties also 
include the agents employed by our on-site customers.  She oversees the recurrent training for 
our existing agents as well as developing and maintaining the curriculum for new hires to 
ensure every agent follows AAA Corporate Travel policies and procedures.                                   
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Anthony Jover, Technology and Meeting Services Manager 
Anthony Jover has been with AAA Corporate Travel since February 2017.  Anthony focuses on 
the company’s technology initiatives and strategies, supports the internal teams and clients to 
assess technology needs with the objective of maximizing efficiencies, reduce cost and 
enhance the user experience.  Additionally, he manages the Meetings department which 
provides a variety of meetings services to our clients and our company.   
 
Anthony has been in the Travel industry for over 25+ years.  He started his corporate travel 
career with American Express Business Travel where he started as a Travel Counselor then 
became an Operations Manager where he managed multiple travel accounts and offices.  Prior 
to joining AAA Corporate Travel, he was the Travel/Operations Manager for Macy’s Inc. 
Corporate Travel Department where he was responsible for the travel operations, groups and 
meetings, corporate card administration, expense reporting and audit, and travel technology.   
 
a. Provide evidence of financial stability. 

 
AAA Club Alliance, Inc. (ACA) was founded in 1902 as a part of the American Automobile 
Association. We are a tax paying, not for profit-corporation and exist to service our members 
and clients.   
 
We are the 3rd largest AAA Club in North America with a membership base of over six million 
members nationwide. ACA has no history of bankruptcies or any current or pending lawsuits. 
Our members are our shareholders and our profits are reinvested back into the club.   
 
AAA Corporate Travel (AAA CT) is an operating division of AAA Club Alliance, Inc. (ACA). We 
were established in the early 1960’s to provide travel services to businesses in the Ohio Valley 
region. Today we deliver highly customizable and fluid global managed travel solutions to over 
450 organizations across North America. 
 
Our diverse business lines are responsible for the success, longevity, and reputation of our 
organization. During the current pandemic crisis, this factor alone provided the reassurance to 
our travel clients that AAA Corporate Travel will continue to operate as we always have to 
support your people on the road, air, and rail. The following business lines are housed under 
the AAA Club alliance umbrella: 
• AAA Retail Stores  
• Commercial and Personal Insurance  
• Financial Services  
• Corporate Travel   
• Leisure Travel  
• Roadside Assistance  
• Car Care  
• Groups and Meeting Services 
 
Please refer to Attachment G – Evidence of Financial Stability documents 
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b. Describe service enhancements unique to your agency including franchise agreements. 
 
Airline Relationships 
AAA CT has achieved the following designation with the legacy carriers: 

• Key Account – American Airlines 
• Executive Agency – United Airlines 
• Elite Agency – Delta Airlines 

 
This designation allows us to offer unique allowances to our valued client partners.  Details 
surrounding the above designations will be shared during the implementation phase. 
 
Financial Stability 
As evidenced in Attachment G, AAA remains financially strong and continues to thrive; even 
during the current economic environment. 
 
Close Proximity to Campus / Local Presence 
Your designated AAA CT primary representatives, Kelly Fitzgerald and Oneal Wiggins reside 
in the Commonwealth of Virginia.   
 
Marketing Sponsorship 
AAA Club Alliance (ACA) and Martin Travel, a wholly owned subsidiary of ACA, continue to 
demonstrate a commitment to the VT community through our multi-year marketing 
sponsorship. 
 
Rental Car Agency Relationships 
AAA CT has partnered with Enterprise Holdings Inc. representing National Car Rental and 
Enterprise Rental as our preferred supplier.  This partnership allows us access to a National 
Account Manager for expedited issue resolution and quality assurance.  We also have strong 
relationships with Hertz and Avis brands. 
 
Flight insurance 
We provide a $200,000 life-flight insurance benefit for every ticket issued. 
 
Rideshare 
Benefits include expense tool integration, discount rate program, portal access for reporting 
and a direct bill plan. 
 
AAA Membership Program 
AAA CT will offer complimentary memberships to be assigned at the discretion of VT.  Further, 
we will offer a customized discounted membership program available to all VT associates and 
students.  Members receive an average discount of 18% for hotel bookings. 
 
SAP Concur  
AAA CT is a Concur Travel certified travel management company.  Different than a Preferred 
status which requires purchase and use of all SAP Concur offered products, this designation 
must be achieved through successful completion of structured in-person coursework and 
continuing education seminars by our OBT Specialists.  We have been a Concur Travel 
partner agency since 2001.   
 
In-house After Hours / Emergency Assistance 
We currently and will continue to deliver assistance to VT through our AAA staffed After 
Hours /Emergency desk.  This is a service that is routinely outsourced by many travel 
management companies.   



20 
 

c. Are you a member of a consortium? If so, which one and why did you select that one? 
Provide a list of services that the consortium provides to your agency. 
 
Yes, we have been a BCD Affiliate Agency for 15 years.  We selected BCD due to 
their best in class hotel rate program and their comprehensive implementation plan for 
onboarding global accounts. 

 
d. Provide four (4) recent references, either educational or governmental, for whom you 

have provided the type of services described herein. Include the date(s) the services 
were furnished, the client name, address and the name and phone number of the 
individual Virginia Tech has your permission to contact 
 

 
University of Kentucky 

 
 

 
 

University of Cincinnati 
 

 
 

 
Campbellsville University 

 
 

 
 

 
 

Xavier University 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



21 
 

B. Equipment, Systems, Automation 
 

Describe your degree of automation, procedures for electronically transferring data, and 
plans for future enhancements that may provide efficiencies for processing invoices at 
Virginia Tech. 
 
Historically, AAA CT has embraced proven technologies to enhance and support travel 
management; that practice continues today as we identify, qualify and integrate cutting edge 
technology and work flow systems to our service offerings including the following: 
 

• Multiple on-line booking tools (OBT’s) 
• Risk Management Solution 

o Traveler notification 
o Travel Manager reporting 
o “Where’s My Travelers” dashboard 

• Virtual payment card  
• Mobile App 
• Lodging aggregator 
• Hotel RFP portal 
• International tax recovery  
• Low fare finder - air 
• Low rate finder – hotels 
• Meeting registration software  
• Flight disruption notifications 
• Actionable data analytics dashboard 

o Compliance goal tracking 
o Benchmarking 
o Vendor utilization and savings analysis 
o Interactive reporting 
o Industry stats 
o Traveler scorecard 

• Automated quality control systems 
o Queue management 
o E-mail documentation 
o Unused ticketing tracking including auto apply 
o Record integrity 
o Pre-trip approval 

 
C. Participation of Small, Women-owned and Minority-owned Business (SWAM) Business: 

 
If your business cannot be classified as SWaM, describe your plan for utilizing SWaM 
subcontractors if awarded a contract. Describe your ability to provide reporting on SWaM 
subcontracting spend when requested. If your firm or any business that you plan to 
subcontract with can be classified as SWaM, but has not been certified by the Virginia 
Department of Small Business and Supplier Diversity (SBSD), it is expected that the 
certification process will be initiated no later than the time of the award. If your firm is 
currently certified, you agree to maintain your certification for the life of the contract. For 
assistance with SWaM certification, visit the SBSD website at http://www.sbsd.virginia.gov/ 
 
AAA is not a SWaM classified business.  We agree to engage with SWaM subcontractors 
when available in support of your travel program and will incorporate your travel related 
SWaM suppliers into our systems. 

http://www.sbsd.virginia.gov/
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Negotiation Questions 
 

1. As part of Virginia Tech standard procedures, all awarded contracts will be publicly 
posted on an online contracts portal. Is there any information included that would be 
used to identify or harm a person’s identity, finances or personal information? If so, 
please provide a redacted copy of your proposal.  There is no information that could 
be harmful.  

 
2. Are there any additional financial or value-added incentives you would like to offer 

at this time?  Currently offering service fee rebate, AAA memberships, and Multi- 
year marketing agreement.  No additional incentives at this time. 

   
3. Do you agree that you will be performing services as an Independent Contractor, 

Company, Corporation or other business entity and are not an employee of Virginia 
Tech or any other Commonwealth Entity?  Yes 

 
4. End of Contract Service Transition Expectations:  If or when a transition of service 

to another provider is required (end of contract life or otherwise), the university 
would require the incumbent firm to cooperative fully in a successful transition of 
services.  Explain any requirements your firm might have in preparing for such a 
transition of services.  Additionally, please indicate your willingness to establish a 
transition plan alongside the new provider of service which may include but not be 
limited to sharing important data and/or existing service information via a 
cooperative knowledge transfer process.   We will be more than willing to provide 
the necessary information needed and will give our guidance and assistance when 
needed. No special requirements needed.  

 
5. Do you agree that the initial contract period shall be three (3) years?  Yes 

 
6. Upon completion of the initial contract period, do you agree that the contract may be 

renewed by Virginia Tech upon written agreement of both parties for one (1) two 
year period, under the terms of the current contact? Yes 

   
7. If awarded a contract, do you agree to limit price increases to no more than the 

increase in the Consumer Price Index, CPI-W, All Items category for the latest 
twelve (12) months for which statistics are available at the time of renewal or 3 
percent, whichever is less?  Yes  

 
8. If awarded a contract, are you willing to hold prices firm for the initial contract period 

and the first renewal year?  Yes.   
 

 
9. Will you agree to participate in the Wells One AP Control Payment System?  Yes, 

currently when direct bill is applied, ACH payments are sent and VT’s current 
account manager, Oneal Wiggins, has provided VT with the information.   
  

 
10. Please identify the highest-level executive in your organization that is aware of this 

solicitation.  Describe that person’s commitment to assuring the highest quality 
service to Virginia Tech if your organization is awarded a contract.  Lynn Miller, 
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President, Eastern Region.  Mr. Miller is committed to providing the highest quality 
of service to Virginia Tech and understands the importance of Virginia Tech to AAA 
CT.  Mr. Miller conducts monthly calls with corporate travel leadership reviewing 
account production and overall satisfaction.   

 
 

11. Please describe your quickest turn-around time if emergency services are needed.  
We operate 24 hours a day, 7 days a week, 365 days a year.  AAA CT has travel 
advisors located in all time zones, and never outsourced.  We are open 24 hours 
every day.  

 
12. Are you willing to contact departments on a monthly basis to address service 

issues?  Yes 
 

13. Will you be able to handle increased volumes of business and/or provide service to 
additional departments during the course of the contract?  Yes 

 
14. How soon after contract award can you begin providing services? Immediately 

 
15. Are you registered with and willing to participate in the eVA internet procurement 

solution described in the terms and conditions of the RFP?  Yes 
 
16. Do you acknowledge, agree and understand that Virginia Tech cannot guarantee a 

minimum amount of business if a contract is awarded to your company?  Agree and 
understand. 

 
17. Are the prices for all goods/services listed in your proposal inclusive of all applicable 

eVA system transaction fees?  Yes 
   
18. Does the vendor acknowledge, agree, and understand that the terms and conditions 

of the RFP # 0061265 shall govern the contract if a contract is awarded to your 
company?  Yes 

 
19. For purposes of interacting with HokieMart, please identify the person (name, phone 

number, email address, etc.) in your company that will serve as liaison for a) e-
commerce, b) accounts receivable, c) emergency orders.   

Trish Knighton  
Kelly Spencer    
 
20. Please confirm that you are willing to negotiate to add Online Booking Tool services 

at a future date.  Yes 
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