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1.0.	Introduction: ETS2
[bookmark: _Toc311639345]1.1.	Background

The E-Gov Travel Program is sponsored by the General Services Administration (GSA), which serves as the E-Gov Managing Partner for this E-Gov service. The E-Gov Travel Service (ETS) model was chartered through a cross-agency collaborative task force that included GSA, 70+ federal agencies, and the Office of Management and Budget (OMB). Since its inception in 2003, the E-Gov Travel Program has consolidated and automated back-office travel management by leveraging the bulk-buying capabilities of the federal civilian sector to compete and acquire a web-based, self-service solution offering end-to-end commercial travel management services. 
The current/original ETS Master Contract expires on November 11, 2013. In anticipation of this date, GSA, in conjunction with over 70 federal agencies, awarded the follow-on Master Contract, E-Gov Travel Service 2 (ETS2) on <DATE>.  ETS2 replaces ETS1 and represents a comprehensive, best value end-to-end travel management service that automates and consolidates the federal travel process in a secure web-centric environment.  ETS2 includes all aspects of official federal business travel, including travel planning, authorization, reservations, ticketing, fulfillment, expense reimbursement, and travel management reporting.  
The Federal Travel Regulation (FTR) requires that all executive branch civilian agencies use ETS (and therefore its successor, ETS2) for planning and managing official travel.  ETS2 serves as the foundation for achieving federal goals for government-wide travel management.  ETS2 introduces new industry partners and new technology while leveraging the government’s buying power to obtain highly competitive prices from the newly awarded ETS2 vendors.  These ETS2 providers will foster an environment of government-wide collaboration among all parties to include all federal agencies, all service provider contractors, subcontractors and supporting partners, as well as the Federal Government’s "Managing Partner," GSA.  
[bookmark: _Toc311639346]1.1.1.	ETS 2 Acquisition Strategy:
GSA conducted a Full and Open competitive procurement in accordance with the Federal Acquisition Regulation.  This best-value acquisition approach permitted the Government to evaluate tradeoffs between price and non-price factors when making the award.  The evaluation of proposals was performed in two phases.  The first phase included an evaluation of the following technical and non-technical factors:  Performance Work Statement (PWS), Project Management Plan (PMP), Demonstration, Key Personnel, Socio-Economic, Past Performance and Price.  The second phase of the evaluation utilized government-developed test scenarios to perform Independent Verification and Validation (IV&V) of the ETS2 solution/s offered.  Within this phase the following technical and non-technical factors were evaluated: Computational Ratings, Functional/Usability, Security, and Section 508/Accessibility.  

At the conclusion of the evaluation, the best value for the Government, as determined in the aforementioned acquisition process, was a dual award of Indefinite Delivery Indefinite Quantity (IDIQ) contracts to <Vendor A> and <Vendor B>*.  The contract(s) terms will consist of a Base Period of three (3) years; Option Period One (1) of four (4) years; Option Period two (2) of four (4) years; and Option Period three (3) of four (4) years with a total contract period (including all Options) of 15 years.  The contract(s) consist primarily of Firm-Fixed Price (FFP) Contract Line Item Numbers (CLINs) with some Level-of-Effort (LOE) CLINs.  FFP CLINs may not be further discounted while LOE CLINs are negotiable and may be reduced (only) at the task order level.   
*As of December 12, 2011 a determination of awards has not been made.

[bookmark: _Toc311639347]1.1.2.	Vendors*
	ETS2 Vendor
	Contact Information:

	Vendor A
	Project Manager: 
Contract Administrator: 


	Vendor B
	Project Manager: 
Contract Administrator: 



	* As of December 12, 2011, a determination of awards has not been made.
[bookmark: _Toc311639348]1.2.	Purpose

This ETS2 Task order guide is designed to provide all of the necessary information and instruction to federal agencies to enable them to obtain ETS2 services through the General Services Administration (GSA) Master Contract/s.  The main objective of this guide is to provide a set of uniform ordering procedures and guidelines that can be used across all agencies to obtain travel services under the ETS2 contract.  This guide describes step-by-step procedures that will assist each agency in selecting an ETS2 vendor and successfully transitioning from ETS1 to ETS2.  Utilization of and adherence to the procedures and recommendations outlined in this guide will help each agency navigate the potentially burdensome task-ordering process.  Within this guide are instructions and templates for properly developing requirements tied to corresponding Contract Line Item Number (CLINs) from the ETS2 Master Contract, preparation of a task order package, fair opportunity evaluations and selection of the appropriate vendor.  This guide flows chronologically from the beginning stages of the task order development process through the task order management process and is intended to be followed as such.     

This guide is intended for use by any and all agency officials involved in placing task orders under the ETS2 Master Contract including but not limited to transition managers, contracting officers and staff as well as agency program office personnel. 


[bookmark: _Toc311639349]2.0.	ETS2 Ordering Process

[bookmark: _Toc311639350]2.1.	Overview of Ordering Process

The ETS2 task ordering process is designed to allow federal agencies to define their requirements, select an ETS2 contractor and place an order with the selected contractor in accordance with the terms and conditions of the ETS2 Master Contract.  The main steps in the ordering process are: 

· Develop Requirements 
· Prepare Task Order Package (Including SOW if necessary) 
· Conduct Fair Opportunity Evaluation and Decision
· Place Task Order 
· Fulfill Task Order 

[bookmark: _Toc311639351]2.2.	ETS2 Ordering and Fair Opportunity 

Each ETS2 Master Contract is a multiple-award, IDIQ contract which falls under the ordering provisions of FAR Subpart 16.5 “Indefinite-Delivery Contracts”.  Under these guidelines, formal proposals and extensive technical and price evaluations and discussions are not required in order to place a task order.  However, agencies are required to provide Fair Opportunity to all vendors.  

Fair Opportunity, as outlined in FAR 16.505(b) states that all contractors in a multiple-award contract be given a fair opportunity to be considered for an order placed under that contract.  The most fundamental rule is to create a level playing field for all ETS2 vendors.  This approach follows the reasoning behind the FAR rule that states an agency may not aggregate orders or split orders to pre-select a particular contractor.  Furthermore, an agency may not formulate a statement of work to give an unfair advantage to one contractor.  Fair Opportunity can be accomplished through agency review of vendor information available on the web, ETS2 marketing publications, or contact with ETS2 Master Contract vendors.  The ETS2 Program Management Office (PMO) strongly recommends that at a minimum, agencies should interview vendors and establish meaningful and concise dialogue to ensure clear understanding of agency requirements and vendor solutions.  This dialogue will also help to determine appropriate implementation service levels and, most importantly, negotiate price reductions for CLINs that are negotiable under the Master Contract.  As a buyer, you strengthen your bargaining position when all of the awardees on the contract have a chance to compete.  

There are a few exceptions outlined in the FAR that preclude agencies from participating in the Fair Opportunity process.  Per FAR 16.505(b)(2), the contracting officer shall give every awardee a fair opportunity to be considered for a delivery order or task order exceeding $3,000 unless one of the following statutory exceptions applies:

(A) The agency need for the supplies or services is so urgent that providing a fair opportunity would result in unacceptable delays.
(B) Only one awardee is capable of providing the supplies or services required at the level of quality required because the supplies or services ordered are unique or highly specialized.
(C) The order must be issued on a sole-source basis in the interest of economy and efficiency because it is a logical follow-on to an order already issued under the contract, provided that all awardees were given a fair opportunity to be considered for the original order.
(D) It is necessary to place an order to satisfy a minimum guarantee.
(E) For orders exceeding the simplified acquisition threshold, a statute expressly authorizes or requires that the purchase be made from a specified source.
(F) In accordance with section 1331 of Public Law 111-240 (15 U.S.C. 644(r)), contracting officers may, at their discretion, set aside orders for any of the small business concerns identified in 19.000(a)(3).  When setting aside orders for small business concerns, the specific small business program eligibility requirements identified in part 19 apply.

[bookmark: _Toc311639352]2.2.1.	Contract Requirements 

The ETS2 task order requirements correspond directly to the CLINs in the ETS2 Master Contract.  The ETS2 Master Contract contains 18 main CLINs that were competed and priced by the awardees to facilitate ordering directly off the ETS2 Master Contract.  The ETS2 CLIN structure determines how a task order will be structured and placed under the ETS2 Master Contract.  For example the Reservation and Fulfillment Services must be ordered along with Authorization and Voucher Services and Standard Implementation Services as part of an agency’s first task order.  The ETS2 task ordering process supports both a standard process, which utilizes only the standard fixed price CLINs previously negotiated in the Master Contract, and a tailored process for exceptional needs that may lie outside the standard CLINs.  The ETS2 Master Contract includes CLINs for supplemental services such as VIP services, custom reports development and non-emergency after hours TMC service to accommodate these specific needs.  These CLINs are broad in scope, therefore their use must be more sharply defined in the agency’s task order, and additional time and effort will be involved when an agency requires these CLINs.  When using tailored task ordering procedures, agencies must develop a SOW to define the agency objectives (to which vendors will respond with a performance work statement describing their approach to meet those objectives), establish evaluation criteria, issue a RFP to all qualified ETS2 vendors in order to provide fair opportunity, and receive and evaluate proposals.  This process will allow for increased competition and subsequently lower prices on negotiable CLINs.  

Agencies are strongly encouraged to seek price reductions for Standard Implementation Services and all other Level of Effort CLINs.   However, price reductions are not authorized at the task order level on the CLINs for ETS2 Reservation and Fulfillment Services or ETS2 Authorization and Voucher Services.  Any price reductions on these CLINs will be carried out at the Master Contract level only.  Any modification to the Master Contracts with respect to a price reduction or a price increase under these CLINs shall automatically be effective on all current and subsequent task orders with the effective date of the modification to the Master Contracts.  Agencies need not modify their respective task orders to affect these price changes at the Master Contract level because the ETS2 vendors will apply the new rates automatically to the customer agencies.

The following CLINs (including sub-CLINs) have a Firm Fixed Price and are non-negotiable at the task order level:

	0001
	ETS2 Reservation and Fulfillment Services (Large Business (LB) TMC)

	0001AA
	OTRS Domestic/Intl w/Air/Rail

	0001AB
	OTRS Domestic/Intl w/o Air/Rail (Lodging and/or Car Only)

	0001AC
	LB ATRS Domestic w/Air/Rail

	0001AD
	LB ATRS Intl w/Air/Rail

	0001AE
	LB ATRS Domestic/Intl w/o Air/Rail (Lodging and/or Car Only)

	0001AF
	LB OTRS Domestic/Intl RESERVATION ONLY w/Air/Rail

	0001AG
	LB OTRS Domestic/Intl RESERVATION ONLY w/o Air/Rail (Lodging and/or Car Only)

	0001AH
	LB ATMC ATRS QC

	0001AI
	LB OTRS Domestic/Intl RESERVATION ONLY w/Air/Rail for DoD and other agencies not required to use the FTR per §301-50.3


	0001AJ
	LB OTRS Domestic/Intl RESERVATION ONLY w/o Air/Rail (Lodging and/or Car Only) for DoD and other agencies not required to use the FTR per §301-50.3




	0001SB
	ETS2 Reservation and Fulfillment Services (Small Business (SB) TMC)

	0001SBAA
	OTRS Domestic/Intl w/Air/Rail

	0001SBAB
	OTRS Domestic/Intl w/o Air/Rail (Lodging and/or Car Only)

	0001SBAC
	SB ATRS Domestic w/Air/Rail

	0001SBAD
	SB ATRS Intl w/Air/Rail

	0001SBAE
	SB ATRS Domestic/Intl w/o Air/Rail (Lodging and/or Car Only)

	0001SBAF
	SB OTRS Domestic/Intl RESERVATION ONLY w/Air/Rail

	0001SBAG
	SB OTRS Domestic/Intl RESERVATION ONLY w/o Air/Rail (Lodging and/or Car Only)

	0001SBAH
	SB ATMC ATRS QC

	0001SBAI
	SB OTRS Domestic/Intl RESERVATION ONLY w/Air/Rail for DoD and other agencies not required to use the FTR per §301-50.3

	0001SBAJ
	SB OTRS Domestic/Intl RESERVATION ONLY w/o Air/Rail (Lodging and Car Only) for DoD and other agencies not required to use the FTR per §301-50.3

	0002
	ETS2 Authorization and Voucher Services

	0002AA
	Local Voucher

	0002AB
	TDY Voucher

	0002J
	ETS2 JFTR Authorization and Voucher Services

	0002JAA
	TDY Voucher

	0004
	International Rate Desk



	0006
	Onsite Reservation and Fulfillment Services (ORFS)

	0006AC
	LB ORFS

	0006AD
	SB ORFS

	0007
	VIP Services

	0007AA
	LB VIP Services

	0007AB
	SB VIP Services

	0008
	Nonemergency After Hours TMC Service

	0008AA
	LB Nonemergency After Hours TMC Service

	0008AB
	SB Nonemergency After Hours TMC Service

	0012AC
	Tier One

	0014
	FEMA Surge Blanket Travel

	0016
	Foreign Affairs Manual (Travel w/family members excluding relocation)

	0017
	Software for Profile Management through Mass Uploading/Updating Functionality

	0018
	NIH Patient Travel




[bookmark: _Toc311639353]2.3.	GSA Support 

[bookmark: _Toc311639354]2.3.1.	GSA Acquisition Support (SOW and TO Assistance)

GSA’s E-Gov Travel PMO offers all agencies task order development assistance through the Office of Travel Acquisition Support Division (QMAD), upon request, at no additional cost to the agency/organization.  In some instances, agencies can request that GSA act as the contracting arm and assist an agency with full task order placement services including requirements development, fair opportunity evaluations, task ordering and implementation.  This service will be granted on a case-by-case basis depending on complexity and size of the requesting agency.  A fee may or may not be charged for this type of support.    

[bookmark: _Toc311639355]3.0.	Task Order Development   

[bookmark: _Toc311639356]3.1.	Defining Agency Requirements and Objectives

The ETS2 Master Contract is the direct result of a disciplined and collaborative effort to develop a comprehensive set of requirements and objectives that encompass the travel management needs and inputs of a broad segment of federal agencies.  ETS2 provides robust capabilities that meet the travel administration needs of the vast majority of federal civilian agencies while simplifying and enhancing the travelers’ experience.  

Agencies must determine their ETS2 requirements as the initial step in the Task Order development process.  An agency’s requirements should be driven by the mission needs and operational model of the agency.  The specific requirements defined will be relied upon to drive what services are ordered and in what quantity.  When developing specific requirements for ETS2, each agency must take a comprehensive look at their operational environment and asses travel needs from several viewpoints.  First, agencies should look backward to assess what they have used in the past.  This will shed light on historical travel trends and assist with anticipating future trends.  Second, agencies should take a comprehensive look at their existing environment, document specific objectives and needs, and develop a list of tasks and required resources that exist today.  This will allow them to evaluate where they stand and determine what they need from ETS2.    An in-depth analysis of current travel types, travel volume, travelers and travel service needs is critical.  Finally, each agency should look to the future and forecast to the best of their ability the emerging needs of the agency.  Agencies must determine their ETS2 requirements as the initial step in the process, and this comprehensive look at the past, present and future is critical to forecasting accurate requirements.  

[bookmark: _Toc311639357]3.1.1.	Determining Which CLINs to Order

Once agencies have completed their migration planning and understand their travel requirements and parameters, the next step is to determine which CLINs or combination of CLINs should be ordered to satisfy those requirements.  Each agency should use their requirements and marry them to the corresponding CLINs in the ETS2 Master Contract.  In some cases agencies will be able to order directly off the ETS2 Master Contract utilizing the established fixed priced CLINs.  However, some agencies will identify unique requirements, consisting of a combination of CLINs, which will require the creation of a Statement of Work (SOW) (See Section 3.3 SOW Process).  Full definitions and explanations for each CLIN are available in Appendix E.   Appendix E contains full definitions and listing for each CLIN (including sub-CLINs) detailing the services available on the ETS2 contract.  This list can and should be used to capture agency quantities and to determine whether or not an order will be placed.  Enter the quantity in the quantity box and place an X in the order box indicating intent to order the corresponding CLIN.  The CLIN table should be used to ensure an accurate representation of requirements and price estimates and can be used as the backbone in price negotiations[image: Close].  

[bookmark: _Toc311639358]3.1.2.	Determine Acquisition Type (SOW, Standard)

When placing a task order off of the Master Contract there are two acquisition options that are inherent to the process.  The first option is the standard method which may be used when an agency orders solely off of the established fixed price CLINs.  The second option incorporates the need for supplemental services and tailored ordering, which must be used if an agency has requirements for the use of Supplemental Services, Custom Report Development, or On-Site Support Services in addition to any other CLIN described in the Master Contract.  

The second option, which incorporates exceptional needs that may not be satisfied by the standard order CLINs, requires the use of a Request for Proposal (RFP).  Because these standard CLINs are broad in scope, their use must be more sharply defined in the agency’s task order, and therefore additional time and effort will be involved when an agency requires any of these CLINs.  When using tailored ordering procedures, agencies must develop a SOW to define the agency objectives (to which vendors will respond with a statement of work describing their approach to meet those objectives), establish evaluation criteria, issue an RFP to all ETS2 vendors in order to provide fair opportunity, and receive and evaluate proposals.


[bookmark: _Toc311639359]3.2.	Standard Task Ordering Process

The standard task ordering process offers agencies a streamlined method to enable quick and simple placement of task orders and eliminates the need for a time-consuming and paper-intensive solicitation and evaluation process.  When using this ordering procedure, agencies need only provide fair opportunity to all vendors, select the vendor that best meets their needs, place the order, document how fair opportunity was provided and explain how the selected vendor meets the agency’s needs.  Vendor interviews and/or demonstrations are permitted when using this method.    

[bookmark: _Toc311639360]3.2.1.	Confirm CLINS and Estimates

Each agency should use their previously created requirements document to confirm that all requirements can be met under the ETS2 Master Contracts using the established fixed price CLINs.  This includes confirming all market research estimates, volumes and quantities.   
	
[bookmark: _Toc311639361]3.2.2.	Conduct Evaluation (Evaluation Factors)

The only mandatory evaluation factor in the fair opportunity process is the price factor.  While price must always be a factor an agency may also consider factors such as technical, management and past performance.  If these factors are used the agency will determine the relative weights of these factors in making the award decision.  A good business approach is to base the selection criteria on the features of each agency’s particular case.  Agencies may evaluate these criteria based on all available information including the vendor websites and other contractor provided information.  At a minimum each agency should conduct a meaningful discussion with each vendor to ensure clarity in relaying their requirements to the vendor as well as the solution the vendor will provide.   

[bookmark: _Toc311639362]3.2.3.	Fair Opportunity Decision

Each agency will select the contractor that they have, through the fair opportunity evaluation process, determined to be best suited to provide the required services under the ETS2 Master Contract.  For orders above the micro-purchase threshold, orders may be placed in accordance with FAR 16.505 (www.acqnet.gov/far), taking into account applicable order limitations and other restrictions as stated in the Information for Ordering Offices at Appendix A.  There is no limitation on the number of task orders that may be placed.  

[bookmark: _Toc311639363]3.3.	Statement of Work (SOW) Process

The statement of work process incorporates the need for supplemental services, and tailored ordering, which must be used if an agency has unique requirements that cannot be met using the standard CLIN structure.  This process is used to address the services for which priced CLINs are not established in the ETS2 Master Contract.  The SOW should be based on the identified unique requirements and the information needed to satisfy the requirements.  Each agency is responsible for developing an SOW that is in compliance with the ETS2 Master Contract.  The complexity of the SOW will depend upon the complexity of the agency’s requirements.  There is no FAR-prescribed template when it comes to writing an SOW; however, a recommended step-by-step outline detailing the procedures for creating an SOW are as follows:  

1. Project Overview 

1.1 Title 

Provide a short, descriptive title of the project to be executed. 

Sample: 

	“The insert agency here plans to award a firm fixed price (FFP) Indefinite Delivery-Indefinite Quantity (IDIQ) Task Order that includes all line items under the General Services Administration’s (GSA) ETS2 Master Contract.  In addition to these line items, a number of unique requirements have been identified and are presented in the following SOW.  The offeror who can provide your agency the “best-value” for our specified requirements and overall end-to-end electronic travel system (ETS2) solution for the contracted period of performance.”  

1.2 Background 

Provide a brief description/summary of the project and the services sought from the ETS2 contractor.  Describe the services provided by the current vendors.  Describe strategic direction and objectives for the solution sought by the agency, e.g., what is the main objective for the migration of services, what emerging services are envisioned to be supported by the solution sought, etc. Information provided should be clear and concise.

	Sample:

	“The insert agency here ETS2 travel project is to provide follow on web based, end to end travel 	management service for use by all agencies and mission areas of your agency.  The purpose of this 	procurement and statement of work (SOW) is to acquire follow on service and support necessary to 	transition from the current electronic travel service(ETS1) and its vendors set to expire in 2012 to the 	newly contracted electronic travel service (ETS2) and its newly contracted vendors.  The your agency 	is a (large, small, medium) agency composed of multiple (# agencies) and a large geographic footprint 	requiring the need for an efficient and standardized travel process that is in compliance with the 	Federal 	Travel Regulations (FTR) and other applicable travel regulations.”	

1.3 Objective

Describe the desired end result and the expectations and or goals of the contractor.  

	Sample:

	“This solicitation is for selection of an ETS2 vendor which will serve as the primary replacement for the 	expiring ETS1 contract and represents a comprehensive, best value End-to-End travel management service 	that automates and consolidates the federal travel process in a secure Web-centric environment.  ETS2 	includes all aspects of official federal business travel, including travel planning, authorization, 	reservations, ticketing, fulfillment, expense reimbursement, and travel management reporting.  ETS2 is 	intended to provide your agency the capability to perform all aspects of official travel management online 	with processes and procedures consistent with applicable federal Travel Regulations and policies and 	incorporate information technology (IT) advances within the travel industry.”

1.4 Fair Opportunity Exception (if applicable) 

If the SOW is being released under an exception to Fair Opportunity, state the exception that applies to the services defined in the SOW.  Document the rationale for any Fair Opportunity exception in the acquisition record. 

	Sample:  

	 “The agency need for the supplies or services is so urgent that providing a fair opportunity would result in unacceptable delays”. (When using this exception provide a detailed justification with supporting documentation that explains the exact urgency of the requirement and the mission impact if awarded to any other contractor)

2. Specific Tasks and/or Services 

Provide a descriptive summary of the tasks and services required.  This summary should provide sufficient detail to allow the contractor to understand the full scope of the project.  If the contractor is expected or invited to identify alternative services and CLINs to be used or created, state that here.  State any requirements for plans or contractor-provided information that will be needed for the Fair Opportunity decision.  

	Sample:

	“The services rendered by the Task Order contractor shall comprise of those specified in the GSA ETS2 	Master Contract including:
a) Implementation and integration planning and support
b) Specialized agency travel requirements including FEMA and Group Travel
c) Web based reservation service
d) Etc…
	
	
2.1 Agency-Specific Service Requirements  

List required services and features, both on contract and priced (fixed price) and not priced (LOE).  
If agency-specific services or requirements are needed, provide the additional requirements to be satisfied.  Provide sufficient detail to allow contractors to price the requirements, focusing on those aspects that differ from the standard ETS2 capabilities.  For existing Level of Effort (LOE) CLINs, provide the specific parameters that will allow the contractor to establish a price.  For new capabilities, provide the technical, operational or other requirements to be satisfied.  Relate the new requirements to the existing ETS capabilities with appropriate references.  

Sample:

 “The contractor shall provide the following services with the features and options indicated in accordance with the requirements found in the corresponding ETS2 contract section.

a) Core Functionality Implementation
b) Interface requirements
c) Help Desk
d) Mandatory requirements 
e) Optional Requirements 
f) Functional Requirements 
g) Travel Planning and authorization”

	This section should be the longest portion of the SOW.  Under each specified task or service 	should be a detailed explanation of what is required and what is expected.  

2.2 Performance Measures 

Identify metrics and Service Level Agreements (SLAs) to be used to assess quality of service delivery based on ETS2 contract specified performance measures or others as needed.  If standard Key Performance Indicators (KPIs) and SLAs will be used, a simple statement to that effect should be provided.  If LOE performance measures will be used, provide sufficient information to allow the contractor to price the corresponding CLIN.  If new SLAs are required, provide sufficient detail to allow the contractor to understand and price them. 

Sample:

“All incentives will be reviewed by the Contracting Officer Technical Representative (COTR) and approved by the Contracting Officer (CO).  Attached you will find the performance measures that are specified by your agency.”  

	
	Service
	Standard
	Measuring
	Meeting Standards

	Implementation
	Implementation across your agency 

	Implementation in accordance with previously established implementation schedule 
	Phase Implemented
	$for achieving implementation ahead of schedule, etc..

	System Availability
	% from Tech Proposal 
	% from Tech proposal
	Monthly system uptime reports
	$ for above established %,or 5 days for corrective action plan

	Small Business Subcontracting
	Small Business Subcontracting Participation 
	Whatever % in the Master Contract
	% as reported in the annual SF 294/SF295
	$ for exceeding standards 




2.3 Government-Furnished Equipment and Information

Identify the government-furnished equipment and information, if any, to be provided to the contractor and identify any limitations on use.  Be as specific as possible.  Indicate interoperability requirements as needed.  

Sample:

“Your Agency will provide the on-site personnel.  The provided workspace will have general office furniture, telephone and workstation with LAN connection.  The contractor shall be responsible for all Government property in their possession.  All Government property shall be returned, in its original condition, at the end of the contract period of performance, less fair wear and tear.  All products developed under this project will remain the sole property of the Government.”

3.  Place of Performance 

Specify the services that will be provided at the contractor’s site(s).  Specify the services that will be provided at government sites.  Provide a complete list of sites to be served and the initial bandwidth required at each site.  If the service mix or characteristics will vary by site, also indicate which services, features, options, performance levels, etc. will be required at which sites.  

4. Period of Performance 

State the start date for the period of performance (POP) in terms of total calendar days after award for services requested. If the POP is expected to be coincident with that of the ETS2 contract, say so.  If the POP will be shorter, specify the expected end date.  Note that the end date may not extend beyond the end date of the ETS2 contract.  

Sample:

“This Task Order will have a period of performance of a Base Period of Three (3) years; Option Period One (1) of Four (4) years; Option Period Two (2) of Four (4) years; and Option Period Three (3) of Four (4) years with a total contract period (including all Options) of 15 years.”

5. Pricing CLINs and Tables 

For defined ETS2 services previously listed (see Section 3.1, table XX above), provide the corresponding contract references or instruct the contractor to provide price information corresponding to the listed services.  For new services, features or capabilities, either provide or instruct the contractor to provide pricing information consistent with the structure and content of existing ETS2 CLIN price charts.  In some cases (e.g., a new feature) this may involve modification of an existing price table. 


6. Instructions to Offerors 

Provide instructions to guide the contractors in preparing proposals.  Contractors may be instructed to submit proposals or information in a specific format to facilitate evaluation.  The instructions may specify further organization of proposal or response parts, such as Price, Management, Technical, etc.  Also include agency contact information and proposal delivery instructions in this section.  If contractor presentations or negotiations are expected, describe here, including schedule, location, content, format and any other information as needed.  

	Sample:

	“Offerors must provide two proposals: a performance based technical proposal and a price proposal.  The 	offeror must present a live demonstration of their electronic travel service (ETS) that meets all of insert 	agency here requirements as identified in this RFP and enclosed Statement of Work (SOW).  Insert agency 	here contemplates a single award however reserves the right to NOT award if either a non-competitive 	price or technically unacceptable proposal is offered”

7.  Evaluation Plan

 Present sufficient high level information to allow the contractor to understand the basis for making the Fair Opportunity decision.  Provide schedule information as appropriate.   Specify the factors—technical, management, past performance, price, other—that will be used to evaluate contractor proposals.  State the importance of price relative to the other factors.  It is not necessary to provide specific details of the evaluation process. 

	Sample:

	“Offerors must provide two proposals: a performance based technical proposal and a price proposal.  The 	technical proposal shall contain the following factors:  Performance Work Statement, Management, Past 	Performance.  The offeror must present a live demonstration of their electronic travel service (eTS) that 	meets all of insert agency here requirements as identified in this RFP and enclosed Statement of Work 	(SOW).  Insert agency here contemplates a single award however reserves the right to NOT award if 	either a non-competitive price or technically unacceptable proposal is offered   Contractor selection will 	be made approximately 45 days after receipt of proposals and award will be made to the offeror which 	represent the “best value” to insert agency.”

	There should be language outlining the specific requirements located within each factor.  

8. Attachments

Include any attachments that are part of the Acquisition Package (lists of locations, network dia-grams, etc.) that would be of use to the contractors in formulating their response.
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Once an agency has created a SOW, the agency needs to submit it to a designated GSA Contracting Officer (CO) for review.  The designated GSA CO will then perform a comprehensive review.  This review will ensure the SOW is within scope of the ETS2 Master Contract.  Once the review has been completed the CO will issue a written scope determination finding to the agency.  If the SOW is not within scope, GSA will work with the agency to redefine the requirements to ensure they fall within the scope of the ETS2 Master Contract.  
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Once the in-scope determination has been made by GSA the agency will issue the RFP to the ETS2 vendor(s).  
[bookmark: _Toc311639366]3.2.6.	Evaluate Proposals

	The contractors will submit their proposals in accordance with the guidelines outlined within the 	RFQ.  The agency will then begin their evaluation of the proposals using the evaluation plan 	outlined in the RFP.  
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	Throughout the evaluation process the agency may contact the vendor(s) to discuss services 	needed and other issues that need further explanation or discussion or otherwise would impact 	the proposed offering.  
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	Using the fair opportunity guidelines the agency will select the best qualified contractor based 	on the SOW requirements and the agencies evaluation plan.    The resultant award decision and 	rationale should be thoroughly documented in the contract file by the agency.  
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	Each agency must notify the contractors of the award decision for any awards in excess of five 	million dollars and conduct debriefings as requested by the contractors.  
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Once the Fair Opportunity* process has been completed and a final review of the winning proposal has taken place the agency will submit the task order directly to the selected ETS2 vendor.  

Order Placement:  Each agency’s Chief Financial Officer (CFO), Chief Administrative Officer (CAO) and/or Chief Acquisition Officer or designees of each, will be responsible for making the decision on how the agency will place a task order for his/her agency.  The CFO, CAO and Chief Acquisition Officer, or designees, may allow various organizational elements to place their task order directly with the contractor or may ask GSA’s ETS2 PMO to do so on their behalf. 

The order shall include, at a minimum:  

(i) the statement “THIS IS A TASK ORDER FOR E-GOV TRAVEL SERVICE2” 

(ii) the names of the activity or activities authorized to issue sub-orders against the task order (e.g., for DHS, Coast Guard, Customs and Border Protection, TSA, etc.), 

(iii) date of order, 

(iv) GSA contract number, 

(v) task order number, 

(vi) CLINs, 

(vii) price, 
	
(viii) performance work statement,

(ix) period of performance, 

(x) place of delivery or performance; and accounting and appropriation data.  

*Fair Opportunity:  Reviewing all qualified Master Contractors for potential award.  This can be accomplished through agency review of the web-information, publications or contact with Master Contractors and is only applicable in the event award is made to more than one vendor.
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The final step in contracting with an ETS2 vendor is administering the task order.  The GSA Contracting Officer will administer the Master Contracts and monitor performance and incentives relative to the Master Contracts; however, task order administration is the responsibility of the ordering agency.  Following are some of the areas of task order administration that the agency may encounter:
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Agencies must assist in monitoring the performance of ETS2 vendors as it relates to their specific task orders.  If an agency has established any task order level incentives, the agency must conduct incentive reviews to evaluate vendor performance and determine incentive payouts.  Task order level incentive schemes for ETS2 vendors should be coordinated with the E-Gov Travel PMO in order to leverage performance information and government resources to the greatest possible degree.
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ETS2 vendors will provide the E-Gov Travel PMO with an Implementation Report that details the results of ETS2 implementations, including specific agency setup and configuration, within 60 calendar days of completion for consideration in vendor performance evaluations and inclusion in the ETS2 contract files and document libraries.  Agencies are encouraged to share other reports and documents delivered under ETS2 task orders with the E-Gov Travel PMO to facilitate vendor performance management and promote knowledge sharing (e.g., distillation and government-wide promulgation of lessons learned, best practices, etc.). 
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Any changes to a task order must be by mutual agreement and must be issued in writing by the agency contracting officer.  Only the agency contracting officer may modify the terms and conditions of the task order.    
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Any ordering office may, in respect to any one or more task orders placed by it under the Master Contract, exercise the same right of termination as described in the FAR clause 52.212-4, subparagraph (l) Termination for the Government's convenience, and subparagraph (m) Termination for Cause.  
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Access to the GSA Master Contracts is restricted to agency personnel on a “need to know” basis via a secure website in order to protect restricted or proprietary information.  This secure website contains the conformed copies of the contract including any modifications made at the Master Contract level.  Appendix D provides the procedures for gaining access to this library.  
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Following are selected details from the ETS Master Contract(s) to assist agency ordering offices in placing task orders against the ETS contract(s).  Please be sure to review the Master Contract(s) located on the E-Gov Travel website at http://www.gsa.gov/egovtravel for additional details and up-to-date information.  In the event of a conflict between this guide and the Master Contracts, the Master Contracts shall prevail.

	Contract Name
	ETS 2


	Contract Numbers
	(Please see Vendor Point of Contact (POC) section below)


	Contract / Task Order Type

	The ETS contract(s) are Firm Fixed Price, Indefinite Delivery/Indefinite Quantity (FFP/IDIQ) performance-based contracts with FFP task orders available.

Electronic copies of task orders are required.


	Competition Requirements and Fair Opportunity



	The Master Contract(s) have been competed on a full-and-open basis and meets the Competition in Contracting Act (CICA) requirements for a competitive award.  Vendor(s) have been determined to be responsible and offer fair and reasonable pricing.

Fair Opportunity (reviewing all qualified Master Contract vendors for potential award) can be accomplished through agency review of the web information, publications or contact with Master Contract vendors.


	CLIN List:
	

	Period of Performance 

	The ETS contract(s) consists of a three-year base period with three multi-year option periods:

Base – Three years  
Option 1 – Four Years 
Option 2 – Four Years 
Option 3 – Four Years 

IMPORTANT:  Task Orders must align with the Master Contract ordering periods.  Please see below for more detail.


	Minimum Task Order Length
	For the agency’s task order placed against a Master Contract, the minimum task order length is the Master Contract ordering period for each CLIN, or the remainder thereof.  Agency task orders may contain options to renew the initial task order contingent upon the Master Contract ordering period being extended if GSA exercises an option; however, the task order shall not exceed the period of the Master Contract.

For agencies that exist on yearly appropriations, it is appropriate for their order to contain an agency approved clause for the limitation "subject to availability of funds." Recommended FAR Clause:  FAR 52.232-18, Availability of Funds.

The Vendor may not accept task orders placed against the Master Contract that are less than the minimum length specified above.


	Maximum Task Order Length
	Agency task orders may not exceed the ordering period of the Master Contract.  If the Master Contract option(s) is/are exercised, the period of performance of the agency task orders will be limited to the contract-ordering period of the Master Contract for each CLIN.


	Minimum / Maximum Order

	Minimum Order - The minimum task order value that the Vendor is obligated to accept is $3, 000.

Maximum Order - The maximum task order value that the Vendor is obligated to accept is $500,000,000.

The vendor must return orders outside the minimum / maximum order limitations within 5 workdays after receipt or the order shall be deemed accepted.  Furthermore, the vendor must return any purchase card orders exceeding the maximum order threshold within 24 hours of receipt or acceptance is construed.


	Travel
	Contractor travel is authorized under the contracts and is reimbursable under CLINs 0008AA (base period), 0025AA (Option Period 1), 0045AA (Option Period 2), and 0065AA (Option Period 3).  It is GSA policy not to allow a charge of profit or fee on reimbursable items.


	Task Order Schedule 
	Each task order will establish a milestone or work breakdown schedule for submissions (deliverables, testing, etc.).


	Master Contract Terms and Conditions
	Include the following statement on all task orders:

“All task orders are subject to the terms and conditions of the Master Contract.  In the event of a conflict between a task order and the Master Contract, the Master Contract shall control.”


	Commercial Items




	The Master Contract(s) are subject to the provisions of FAR 52.212-4 “Contract Terms and Conditions – Commercial Items (Feb 2002)”.  All applicable terms and conditions apply to task orders issued under the Master Contracts.


	Protests
	A protest is not authorized in connection with the issuance or proposed issuance of a task order except for a protest on the ground that the task order increases the scope, period, or maximum value of the contract under which the order is issued.





	Vendor Point of 
Contacts for Contract Administration




	Contract Number: 	 
Vendor Name:	
Name:	
Title:	
Address: 	
                              
Phone: 	
Fax:	
Email:	                  
_________________________________________________________
Contract Number: 
Vendor Name:	
Name:	
Title:	
Address: 	
	
	
Phone: 	
Fax:	
Email:	 

Contract Number: 	
Vendor Name:	
Name:	
Title:	
Address: 	
	
	
Phone: 	
Fax:	
Email:	


	GSA Contracting Officer
	Name:	
Address: 	
                              
                              
	
Phone: 	
Fax:	
Email:	
mailto:                    
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I.	INTRODUCTION

This document has been prepared to provide guidance to the federal agencies in establishing basic roles, responsibilities, and rules of operations to deliver comprehensive, streamlined, high quality, secure travel services to the Government while ensuring each party is fairly treated and expectations are clearly understood.  It is anticipated that this guide will lead to more consistent and improved practices in pursuit of the overarching goal to provide an E-Gov World-Class travel solution.  The contents of this document are for guidance only and are not to be interpreted as either regulatory or mandatory.

II.	OBJECTIVES

a. To delineate the roles and responsibilities regarding accommodated (Travel Management …) TMC operations between the Agency, the TMC, and the ETS2 Vendor.
b. To establish clear expectations of each party’s roles and responsibilities in providing the e-Gov travel solution to the federal traveler.
c. To establish uniform policy and procedures regarding the use of the ETS2 vendor’s Online Booking Engine (OBE).
d. To eliminate confusion associated with conditions under which charges and fees can be made for the use of an ETS2 vendor’s OBE.
e. To communicate agency travel management performance goals and objectives.   
f. To eliminate duplication of effort and redundant costs.
g. To establish an efficient, effective travel service that delivers high quality, secure service to agency travelers.

III.	SCOPE

This document is considered supplementary guidance in support of the agencies’ contracts with their travel service providers and will help deliver World Class travel services to federal agencies.  

IV.	RESPONSIBILITY GUIDELINES

	a.	The AGENCY:

1.  Provide clear direction as to which vendor is responsible for providing a given service.

2.  Define the conditions under which the ETS2 vendor may charge fees for the use of its OBE consistent with Section B of the Master Contract.

3.  Describe Quality Assurance (QA) expectations of the TMC provider in terms of specific performance measures.

4.  Encourage the TMC to send monthly reports to the ETS2 vendor with the ticketed transaction numbers, to include CLIN AF & AG transactions.  


b.	The TMC:   Federal agencies should ensure that their task order addresses the
responsibilities noted below and make provisions to monitor the vendor’s performance.

1.  	Provide on-line, phone, and email reservation fulfillment capabilities during normal hours of business on Federal Government business days.   Fulfillment will include notification to the government traveler of their itinerary and ticket number.  

2.  	Identify which Travel Service Solution (TSS) Master Contract authorized fees are included and associated with a TMC fulfilled travel transaction.  
		
3.  	Maintain Passenger Name Recognition (PNR) Quality Assurance (QA) for all agency reservations consistent with the TSS Master Contract requirement.

4. 	Provide emergency services 24 hour x 7 day a week  x 365 days a year  during non-business hours as prescribed by the TSS Master Contract when requested by the agency.  Agencies should make certain that both the agency and vendor clearly understand what types of transactions qualify for emergency service.  A recommended Emergency Service definition is as follows:  Emergency Service is defined as travel reservation needs for travel within 24 hours or over a weekend or holiday that cannot wait until the next business day to book within the TMCs normal business hours. Typically this can include:

a) New reservations for new travel that will start within 24 hours/weekend or holiday.
b) Changes to modify existing reservations that traveler was notified about after normal business hours that cannot wait until the next business day to change for travel within next 24 hours/weekend or holiday.
c) Cancellation of travel arrangements scheduled within the next 24 hours/weekend or holiday.
d) En-route assistance if flight changes are necessary due to weather, mechanical, flight delays/cancellations.
e) Traveler assistance if traveler gets to airport/hotel/car rental agency and reservation has not been ticketed or reservation cannot be found.

5.  	For full service transactions, support the process for entering reservations into ETS2 including an accurate itinerary, rental car and hotel accommodation details, within pre-negotiated Government rates.

6.  	Provide management reports required by the agency to include:
a) Reservation usage by CLIN
b) Use of Government preferred travel programs (FedRooms, CityPair)
c) Other  (i.e.  …)

7.  	Provide comprehensive travel agency services, as stipulated in the Agency Task Order.

8.  	Designate which Global Distribution System (GDS) is to be used for full-service reservations.

9.  	Establish procedures to notify the ETS2 vendor when an online reservation is converted to agent-assisted.

10.  	Establish procedures to notify the ETS2 vendor when a ticket is issued for online reservations.

11.  	Establish an agreement with the ETS2 vendor on cancellation of reservations made within the online booking engine training area in order to preclude issuance of a debit memo from the airlines.

c.	The ETS2 VENDOR:  Federal agencies should ensure that their task order addresses
the responsibilities noted below and make provisions to monitor the vendor’s 
performance.

1.  	Support an effective working relationship and data/PNR exchange with the TMC as described in the ETS2 Vendor’s Master Contract/TMC accommodation document and the guidance provided herein.

2.  	Support self-booked reservations that are transferred to the TMC.

3.  	Ensure the OBE is available under the terms and conditions of the ETS2 Master Contract.

4.  	Describe how the ETS2 vendor will establish a cooperative relationship with the TMC to ensure no degradation in travel service to the federal traveler is experienced, consistent with the terms, conditions and scope of the contract.

5.  	Address and supplement any known limitations or differences between services provided by the accommodated TMC(s) versus the embedded TMC(s) as listed herein:  

a) Establish a process to ensure that the federal agency is only billed for ticketed transactions for the AF/AG CLINs.  This may include getting TMC reports of ticketed transactions or other such means.  
b) Agree to work with the TMC and federal agency to troubleshoot and resolve, in a timely manner, any data transmission errors.

6.  Establish help desk procedures with the supported agency and TMC to ensure continuity of service for all type of help desk assistance.  The procedures should include definitions of which type of questions should be directed to the TMC versus the agency, versus the ETS2 vendor.

7.  Notify the TMC of authorization approval to facilitate ticket issuance.

8.  In conjunction with the TMC and supported agency, establish and define error handling procedures to ensure seamless service to the government traveler.

9.  Describe how the agency’s identified performance measures will be accomplished, specifically, the use of pre-negotiated government rates for air, lodging, and rental car services.

V.	SUMMARY

There are significant benefits in realizing the operational efficiencies, cost-savings, and increased service to the federal traveler by utilizing ETS.  These benefits can be attained only by understanding, accepting, and efficiently fulfilling the roles and responsibilities of each individual party.  Embracing the guidelines and objectives contained within this document will assist the efforts in pursuit of the goal to provide an E-Gov World-Class travel solution. 
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The success of ETS2 requires a collaborative effort on the part of GSA, federal agencies and the ETS2 vendors.  The following is a description of the key leadership roles in the ETS2 migration effort:

E-Gov Travel PMO-The GSA E-Gov Travel PMO will play an active role in assisting federal agency migration to the new ETS2.  The PMO has assembled a Migration Toolkit and established Customer Service Representatives to support federal agencies in planning for and executing their ETS2 migration.

ETS Contracting Officer – The ETS2 Contracting Officer will administer the Master ETS2 Contract(s), monitor overall vendor performance against the Master Contract(s), including Master Contract-level performance metrics and incentives, and assist federal agencies in placing ETS2 task orders.

Agency Executive Sponsor- The Executive Sponsor (ES) is the champion for E-Gov Travel within their respective agency.  The ES will identify the resources on the agency Migration Team and guide the agency migration strategy and migration plan. The ES will play an integral role in reviewing the ETS2 vendor offerings and establishing the evaluation criteria for selecting the ETS2 vendor offering the solution that best fits the agency’s needs.

Agency Migration Manager-The Migration Manager (MM) leads the functional execution of the Migration Plan and manages the Agency Migration Team.  The MM will manage and track the progress of the agency plans, ensuring each step in the process is aligned with the agency ETS2 migration strategy.

Agency Contracting Officer –The Agency Contracting Officer (ACO) will assist the Migration Manager in translating agency objectives into an appropriate ordering strategy, place and administer task orders, and assist in monitoring vendor performance against the task order, and managing any agency-level incentives that have been put in place.

Vendors- ETS2 vendors shall provide the E-Gov Travel service in a full web-based environment.  Vendors shall support agency evaluation and decision making processes by providing detailed information regarding their offerings and respond to fair opportunity requests and submit proposals in response to agency requests for Proposals (RFPs)
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The General Services Administration (GSA) E-Gov Travel Service (ETS2) Program Management Office (PMO) maintains ETS2 on-line digital library created specifically for ETS2 Contracting Officers and designated agency personnel on a “need-to-know” basis.  The digital library currently contains only the conformed copies of the basic contract terms and conditions related to each ETS2 contractor.  It is designed to assist with the procurement of ETS2 services from the GSA Master Contracts and contract administration of agency task orders.

To ensure protection of proprietary and/or restricted information, following are procedures for agencies to gain access into the library:

1.	Submit a request with the requestor’s name, agency, title, email address and telephone number along with the attached non-disclosure agreement (NDA) form (Attachment 1 for government personnel or Attachment 2 for designated contractor personnel) and either fax it to the ETS2 PMO, Attn: Mr.  Ted Croushore at 703-605-9804 or email a scanned copy in *pdf format to Ted Croushore at (kenneth.croushore@gsa.gov.  The request should also contain concurrence from the agency contracting officer (this can be by separate email).  If the agency employee requesting access is not the contracting officer, he or she will also have to forward, via the agency contracting officer, a short explanation of rationale for accessing the digital library.

2.	Upon receipt of the signed NDA and approval from the ETS2 GSA Contracting Officer, the ETS2 PMO will provide via email information on gaining access to the library, including the web site address link and a password to access the site.  

3.	If you do not receive the email notification after completion of the NDA process or have difficulties in accessing the library please contact Mr. Ted Croushore at 703-605-9804or email at kenneth.croushore@gsa.gov) .
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AGENT-ASSISTED TRAVEL RESERVATION SERVICE (ATRS):   ATRS is one in which the services of a customer support agent are used explicitly for making and/or fulfilling travel arrangements.  The use of ETS2 customer support services for technical support or assistance in completing self service actions shall not constitute a full-service transaction, and any service or technology refreshment of the ATRS shall be included in this fee (as defined by Section C.5, Technology Capabilities and Characteristics).  Applicable to the following CLINs: CLIN 0001AC, CLIN 0001AD, CLIN 0001AE, CLIN 0001AG, CLIN 0001SBAC, CLIN 0001SBAD, CLIN 0001SBAE, CLIN 0001SBAG and their respective option year CLINs.

CLIN:  Contract Line Item Number.  
CUSTOM REPORT DEVELOPMENT:  Custom report development IAW Section C.9 Queries and Reports for the development of customer agency custom reports to support agency-specific reporting requirements.  Priced at a not-to-exceed (NTE), hourly rate.  The ceiling hourly rate includes wages, overhead, general and administrative expenses, and profit applicable to the Contractor as well as subcontractor(s)/teaming partners.  Applicable to CLIN 0011 and corresponding option CLINs.
FEMA SURGE BLANKET TRAVEL:  Federal Emergency Management Administration (FEMA) Surge Blanket Travel requires that an extremely large number of employees to be granted authority to travel under one Travel Authorization as required by Section C.3.2 Types of Travel, and IAW Section C Attachment 13, FEMA Surge Blanket Travel Requirements (Mandatory).  Applicable to CLIN 0014 and corresponding option CLINs.  
FOREIGN AFFAIRS MANUAL (FAM):  TDY travel of Foreign Service and other applicable classes of federal travelers in accordance with Section C.4.1 Federal Travel Policy Compliance, and Section C Attachment 19, Department of State Travel Requirements.   (Traveling with Family Members excluding relocation.)  Applicable to CLIN 0016 and corresponding option CLINs.  
INTERFACE DEVELOPMENT:  Interfaces between the ETS2 and customer agencies’ core business systems including but not limited to generation of accounting transactions as needed; updating and verification of funds control and the standard general ledger; and generation of disbursement actions by electronic funds transfer (EFT) or other means IAW Section C Attachment 9, Agency Business System Integration Guidance.  Priced at a NTE hourly rate. The ceiling hourly rate includes wages, overhead, general and administrative expenses, and profit applicable to the Contractor as well as subcontractor(s)/teaming partners. This work does not include efforts identified in CLIN 0005 for Standard Implementation and should be used for agency specific customized interface needs and not to charge for the standard integration capabilities as requested in Section C.8, Agency Business Systems Data Integration Capabilities and Characteristics or configuration efforts as requested as Standard Implementation Services.   Applicable to CLIN 0013 and corresponding option CLINs.

INTERNATIONAL RATE DESK:   Applicable when no GSA City Pair Program (CPP) is available for international destinations.  Includes capability for faring complex international itineraries using a comprehensive set of faring methods, exceptions and interpretations of airline policies, Department of Transportation (DOT) regulations, International Airlines Travel Agent Network (IATAN) policies, and tariff manuals to optimize best pricing for international travel.  Does not apply for CPP or combinations thereof or simple round trip commercial itineraries. This is optional CLIN based on agency needs.  In the event that a reservation is routed to this desk by a TMC agent that is not actionable by or applicable to international rate desk services, it will be redirected to the standard TMC services with no action and no fee.   Applicable to CLIN 0004 and its corresponding option CLINs.

NATIONAL INSTITUTES OF HEALTH (NIH) PATIENT TRAVEL:  Patient travel will be in accordance with C.3.2 Types of Travel, and Section C Attachment 18, NIH Patient Travel.  Applicable to CLIN 0018 and corresponding option CLINs.
NONEMERGENCY AFTER HOURS TMC SERVICE:  The transaction fee for this item is for the services of a full-service travel representative accessible for nonemergency travel planning and reservation services, including group travel and surge travel, outside of 7:00 a.m. to 10:00 p.m., U.S. Eastern Time on a 24/7/365 basis in accordance with Section C.4.2, Functional Capabilities and Characteristics.  Applicable to CLIN 0008, its subCLINs and corresponding option CLINs.  Examples of non-emergency service include but are not limited to:
· Requests for flight schedule or gate information
· Transaction fee questions
· Technical assistance with ETS booking engine
· Requests for invoice copies
· Requests to update traveler profiles
· Requests to add frequent flyer information to reservation
· Requests to change seat assignments

ONLINE TRAVEL RESERVATION SERVICE (OTRS):  An online transaction is one in which travel reservations and fulfillment are initiated and completed online, i.e., without direct contact between the user/traveler/travel arranger with a customer support agent for the explicit purpose of making and/or fulfilling travel arrangements.  The use of ETS2 customer support services for technical support or assistance in completing self service actions shall still constitute an OTRS, as well as any service or technology refreshment of the OTRS shall be included in this fee (as defined by Section C.5, Technology Capabilities and Characteristics).  Applicable to the following CLINs:  CLIN 0001AA, CLIN 0001AB, CLIN 0001AF, CLIN 0001SBAA, CLIN0001SBAB, CLIN 0001SBAF, and their respective option year CLINs.  

ONSITE RESERVATION AND FULFILLMENT SERVICES: Represents traditional travel agent services where travel reservations and fulfillment services are performed by dedicated, on-site travel agent personnel in accordance with the requirements of and other ancillary services such as completion of Authorization and Voucher data (excluding signature and submission) and Passport Services such as visas as negotiated in the agency task order. Offerors shall consider that onsite services could be required at CONUS and OCONUS locations. The customer agency will choose which subCLIN(s) best fits their needs.  

SubCLINs 0006AA and 0006AB ONSITE RESERVATION AND FULFILLMENT SERVICES: Priced at a NTE hourly rate.  The onsite ceiling hourly rate includes wages, overhead, general and administrative expenses, reservation and fulfillment fees, and profit applicable to the Contractor as well as subcontractor(s)/teaming partners.  The hourly rate will be negotiated at the TO / sub-TO level for the services required for each country or geographic region, as applicable.  Applicable to subCLINs 0006AA, 0006AB and their corresponding option subCLINs.

SubCLINs 0006AC and 0006AD ONSITE RESERVATION AND FULFILLMENT SERVICES:   Priced at a firm-fixed-price transaction fee.  The transaction fee will be negotiated at the TO / sub-TO level for the services required for each country or geographic region, as applicable. Applicable to subCLINs 0006AC and 0006AD and their corresponding option subCLINs.

PAPER TICKET:  A paper ticket is the paper instrument identifying the transportation to which the traveler is entitled.  A paper ticket refers to all physical documents such as flight coupon, passenger receipt, and detailed itinerary, for example, related to a single travel itinerary.  Applicable to CLIN 0003, including its subCLINs and corresponding option CLINs.

RESERVED:  This CLIN is reserved.
SOFTWARE FOR ETS2 PROFILE MANAGEMENT THROUGH MASS UPLOADING/UPDATING:  This CLIN is intended for post implementation mass updates ordered at the agency’s choice and includes software provided to customer agencies for uploading and importing data through an agency business system interface as determined by a customer agency in accordance with Section C.4.2.25.1, ETS2 Customer Configuration and Administration #3   Applicable to CLIN 0017 and corresponding option CLINs. 
STANDARD IMPLEMENTATION SERVICES:  The Contractor shall provide implementation support services required to establish agency-specific configuration and operational readiness in coordination with each customer agency placing a task order for ETS2 that will be priced at a not-to-exceed (NTE) per Lot amount. This amount includes wages, overhead, general and administrative expenses and profit applicable to the Contractor as well as subcontractors/teaming partners.  Discounts from the NTE price can be offered at the task order level for these services.   Implementation includes but is not limited to planning and execution; kick-off meetings with key stakeholders; communications planning and execution; data loads and configuration of ETS2; training services; standard integration configuration and deployment development (agency customized integration and interface capabilities are separately priced under CLIN 0013), and TMC services in accordance with (IAW) Section C.10 Standard Implementation Services.  Applicable to CLIN 0005, its subCLINs and corresponding option CLINs further defined as follows:

CLIN 0005A SERVICE LEVEL A:  The contractor shall load up to 1,000 user profiles IAW Section C.10.1.11 #1a).

CLIN 0005B SERVICE LEVEL B:  The contractor shall load up to 4,000 user profiles IAW Section C.10.1.11 #2a).

CLIN 0005C SERVICE LEVEL C:  The contractor shall load up to 10,000 user profiles IAW Section C.10.1.11#3a).

CLIN 0005D SERVICE LEVEL D:  The contractor shall load up to 120,000 user profiles IAW Section C.10.1.11#4a).

SUPPLEMENTAL CUSTOMER SERVICE:   Services not already defined in Section C but are within the scope of this contract not covered by the other mandatory or optional CLINs.  Applicable to CLIN 0019 and corresponding option CLINs.
SUPPLEMENTAL SECURITY SERVICES:  Supplemental security services IAW Section C.6.1.8, Security Capabilities and Characteristics, to include but are not limited to enhanced security risk analysis and enhanced security for access and transmission, to include any services requested at the task order level.  Priced at a NTE hourly rate.  The ceiling hourly rate includes wages, overhead, general and administrative expenses, and profit applicable to the Contractor as well as subcontractor(s)/teaming partners.  Applicable to CLIN 0010 and corresponding option CLINs.  
SUPPLEMENTAL TRAINING SERVICES (INCLUDING USER ROLES):  Supplemental Training Services as required by Section C.12.1, Training, to include but not limited to all user roles at CONUS and OCONUS sites to accommodate at least 25 students per class, customized step-by-step training aids, or other training material.  Priced at a NTE hourly rate. The ceiling hourly rate includes wages, overhead, general and administrative expenses, and profit applicable to the Contractor as well as subcontractor(s)/teaming partners. CLIN 0009.
TECHNICAL HELP DESK:  The help desk assists users IAW Section C.11.1.3, ETS2 Technical Help Desk, is priced at a NTE hourly rate and a transactional firm-fixed price rate. The customer agency will choose which subCLIN(s) best fits their needs. The ceiling hourly rate includes wages, overhead, general and administrative expenses, and profit applicable to the Contractor as well as subcontractor(s)/teaming partners. CLIN 0012, its subCLINs and corresponding option CLINs further as follows:
CLIN 0012AA TECHNICAL HELP DESK TIER ONE:   The Contractor shall provide agency-specific help desk Tier One IAW Section C.11.1.3, Technical Help Desk.  These CLINs, corresponding option CLINs is for agencies to define help desk support for a specific period of time or level of effort regardless of frequency of use for the specified time period.

CLIN 0012AB HELP DESK TIER ONE BEFORE 7:00 AM after 10:00 PM (U.S. Eastern Time) The Contractor shall provide help desk IAW Section C.11.1.3, Technical Help Desk.

CLIN 0012AC TECHNICAL HELP DESK TIER ONE:   The Contractor shall provide agency-specific help desk Tier One IAW Section C.11.1.3, Technical Help Desk.  These CLINs support a fixed fee price related to a specific issue per user and allows contact to the help desk multiple times until the issue is resolved.

TRANSACTION TYPE A:  Each transaction fee includes all arrangements and reservations related to one itinerary for which a domestic/international air or rail ticket is used.  The CLIN fee includes making and changing all arrangements (air/rail, lodging, and/or car rental) for one or multiple locations.  The fee may only be charged at time of ticket issuance and is not required to be refunded if the travel is subsequently cancelled.  The Contractor shall not charge a fee for cancellations made prior to ticket issuance.  The transaction fee covers the process of refunds or credits for unused tickets.  An additional transaction fee may be incurred if changes in the itinerary require the issuance of a new ticket.  Activities that do not result in the issuance of a ticket, such as research of travel arrangements, changes to existing arrangements prior to ticket issuance, and air and/or rail reservations for which tickets are not issued, for example, shall not be considered as a Transaction A transaction.   Applicable to the following CLINs:  CLIN 0001AA, CLIN 0001AC, CLIN 0001AD, CLIN 0001AF, CLIN 0001SBAA, CLIN 0001SBAC, CLIN0001SBAD, CLIN 0001SBAF, CLIN 0007AA, CLIN 0007AB, CLIN 0008AA, CLIN 0008AB, CLIN 0014, CLIN 0015, CLIN 0016, CLIN 0018, and their respective option year CLINs.

TRANSACTION TYPE B:  Each transaction fee includes all domestic and international arrangements and reservations related to one itinerary for which an air or rail ticket is not issued. The fee includes making and changing lodging and/or car rental arrangements for one or multiple locations when air or rail transportation is not included in the itinerary.  Research of travel arrangement and activities that result in changes to or cancellation of lodging and/or car rental reservations prior to the check-in or pickup date shall not be considered Transaction B transactions. Transaction B fees shall be charged at the point the authorization is approved by the customer agency travel authorizing/approving official or his/her designee.  Applicable to the following CLINs:  CLIN 0001AB, CLIN 0001AE, CLIN 0001AG, CLIN 0001SBAB, CLIN 0001SBAE, CLIN 0001SBAG, CLIN 0007, CLIN 0008, CLIN 0014, CLIN 0015, CLIN 0016, CLIN 0018, and their respective option year CLINs. 

See Appendix B-1: Guidance for Online Travel Reservation Service (OTRS) and Agent-Assisted Travel Reservation Service (ATRS) Pricing Applications for clarifications on the applications of OTRS and ATRS CLINs.

TRAVEL VOUCHER:  A digitally signed claim for reimbursement of expenses incurred in the performance of official travel.  For the purposes of pricing, the travel voucher includes travel planning, travel authorization, travel advance, to include the cost of Account Management, Online Help, Tier 2 and Tier 3 Technical Help Desk and standard integration capabilities outlined in Section C.8, Agency Business Systems Data Integration Capabilities and Characteristics  into the Voucher Transaction Fee and travel voucher functionalities in accordance with the mandatory requirements of Section C.4, ETS2 Capabilities and Characteristics, and any service and technology refreshment (as defined in Section C.5, Technology Capabilities and Characteristics).  The Joint Federal Travel Regulations (JFTR) for Uniformed Service Members in accordance with Section C.3.2 Types of Travel, and Section C Attachment 12, JFTR Requirements (Priced Objective Requirement Description), is applicable to CLIN 0002J.  Applicable to CLINs 0002, its subCLINs and corresponding option CLINs, further defined as follows: 

CLIN 0002AA:  LOCAL AUTHORIZATION AND/OR VOUCHER SERVICES:  A local voucher is a claim for expenses, such as taxi and mass transit fares, privately owned vehicle (POV) mileage, and other miscellaneous expenses incurred while performing official business within the vicinity of an employee’s designated post of duty, not connected with TDY travel.

CLIN 0002AB: TDY AUTHORIZATION AND/OR VOUCHER SERVICES:  A TDY travel voucher is a claim for expenses incurred in connection with travel away from an employee’s official duty station, where the employee is authorized to travel. 

CLIN 0002JAA:  JOINT FEDERAL TRAVEL REGULATION (JFTR) TDY AUTHORIZATION AND/OR VOUCHER SERVICES:  A travel voucher is a claim for expenses incurred in connection with travel away from an employee’s official duty station, where the employee is authorized to travel. 

VERY IMPORTANT PERSON (VIP) TRAVEL SERVICES:  VIP services are specialized travel agency services performed by specifically designated travel counselors who provide enhanced travel reservation services to designated customer agency personnel.  Priced at a firm-fixed-price transaction rate.  VIP travel services will be performed in accordance with the mandatory requirements of Section C.4.2.7, Agent-Assisted Travel Planning and Reservation Service.  VIP TMC Services will be charged at time of ticket issuance and is NOT required to be refunded if the travel is subsequently cancelled.  Applicable to CLIN 0007, its subCLINs and corresponding option CLINs.


Base Period (3 Years):
	CLIN
	Description
	Estimated Quantity
	Unit Price
	Unit of Issue
	Type of Fee
	Total
	
Order

	0001
	ETS2 Reservation and Fulfillment Services (Large Business (LB) TMC)
	

	0001AA
	OTRS Domestic/Intl w/Air/Rail
	599,854

	$
	Each Transaction A
	FFP
	$
	

	0001AB
	OTRS Domestic/Intl w/o Air/Rail (Lodging and/or Car Only)
	31,572

	$
	Each Transaction B
	FFP
	$
	

	0001AC
	LB ATRS Domestic w/Air/Rail
	289,216

	$
	Each Transaction A
	FFP
	$
	

	0001AD
	LB ATRS Intl w/Air/Rail
	32,135

	$
	Each Transaction A
	FFP
	$
	

	0001AE
	LB ATRS Domestic/Intl w/o Air/Rail (Lodging and/or Car Only)
	16,913

	$
	Each Transaction B
	FFP
	$
	

	0001AF
	LB OTRS Domestic/Intl RESERVATION ONLY w/Air/Rail
	149,964

	$
	Each Transaction A
	FFP
	$
	

	0001AG
	LB OTRS Domestic/Intl RESERVATION ONLY w/o Air/Rail (Lodging and/or Car Only)
	7,893
	$
	Each Transaction B
	FFP
	$
	

	0001AH
	LB ATMC ATRS QC
	
239,723

	$
	Each Transaction 
	FFP
	$
	

	0001AI
	LB OTRS Domestic/Intl RESERVATION ONLY w/Air/Rail for DoD and other agencies not required to use the FTR per §301-50.3

	1,398,624
	$
	Each Transaction A
	FFP
	$
	

	0001AJ
	LB OTRS Domestic/Intl RESERVATION ONLY w/o Air/Rail (Lodging and/or Car Only) for DoD and other agencies not required to use the FTR per §301-50.3

	69,930
	$
	Each Transaction B
	FFP
	$
	

	0001SB
	ETS2 Reservation and Fulfillment Services (Small Business (SB) TMC)
	

	0001SBAA
	OTRS Domestic/Intl w/Air/Rail
	599,854
	$
	Each Transaction A
	FFP
	$
	

	0001SBAB
	OTRS Domestic/Intl w/o Air/Rail (Lodging and/or Car Only)
	31,572
	$
	Each Transaction B
	FFP
	$
	

	0001SBAC
	SB ATRS Domestic w/Air/Rail
	289,216
	$
	Each Transaction A
	FFP
	$
	

	0001SBAD
	SB ATRS Intl w/Air/Rail
	32,135
	$
	Each Transaction A
	FFP
	$
	

	0001SBAE
	SB ATRS Domestic/Intl w/o Air/Rail (Lodging and/or Car Only)
	16,913
	$
	Each Transaction B
	FFP
	$
	

	0001SBAF
	SB OTRS Domestic/Intl RESERVATION ONLY w/Air/Rail
	149,964
	$
	Each Transaction A
	FFP
	$
	

	0001SBAG
	SB OTRS Domestic/Intl RESERVATION ONLY w/o Air/Rail (Lodging and/or Car Only)
	7,893
	$
	Each Transaction B
	FFP
	$
	

	0001SBAH
	SB ATMC ATRS QC
	
239,723

	$
	Each Transaction 
	FFP
	$
	

	0001SBAI
	SB OTRS Domestic/Intl RESERVATION ONLY w/Air/Rail for DoD and other agencies not required to use the FTR per §301-50.3
	1,398,624
	$
	Each Transaction A
	FFP
	$
	

	0001SBAJ
	SB OTRS Domestic/Intl RESERVATION ONLY w/o Air/Rail (Lodging and Car Only) for DoD and other agencies not required to use the FTR per §301-50.3
	69,930
	$
	Each Transaction B
	FFP
	$
	

	0002
	ETS2 Authorization and Voucher Services
	

	0002AA
	Local Voucher
	
468,325

	$
	Each Local Voucher
	FFP
	$
	

	0002AB
	TDY Voucher
	1,761,792
	$
	Each TDY Voucher
	FFP
	$
	

	0002J
	ETS2 JFTR Authorization and Voucher Services
	

	0002JAA
	TDY Voucher
	
154,660
	$
	Each TDY Voucher
	FFP
	$
	

	0003
	Paper Ticket Issuance and Delivery
	

	0003AA
	Paper Ticket w/U.S. Mail Delivery
	1,748
	$
	Each Ticket
	NTE
	$
	

	0003AB
	Paper Ticket w/Express Delivery
	8,739
	$
	Each Ticket
	NTE
	$
	

	0003AC
	Paper Ticket w/Courier Delivery
	1,748
	$
	Each Ticket
	NTE
	$
	

	
	
	

	0004
	International Rate Desk
	84
	$
	Each Ticket
	FFP
	$
	

	0005
	Standard Implementation Services
	

	0005AA
	Service Level A
	1
	$
	Lot
	NTE
	$
	

	0005AB
	Service Level B
	3
	$
	Lot
	NTE
	$
	

	0005AC
	Service Level C
	4
	$
	Lot
	NTE
	$
	

	0005AD
	Service Level D
	16
	$
	Lot
	NTE
	$
	




Option 1 (4 Years):
	CLIN
	Description
	Estimated Quantity
	Unit Price
	Unit of Issue
	Type of Fee
	Total
	
Order

	0021
	ETS2 Reservation and Fulfillment Services (Large Business (LB) TMC)
	

	0021AA
	OTRS Domestic/Intl w/Air/Rail
	3,140,590

	$
	Each Transaction A
	FFP
	$
	

	0021AB
	OTRS Domestic/Intl w/o Air/Rail (Lodging and/or Car Only)
	165,295

	$
	Each Transaction B
	FFP
	$
	

	0021AC
	LB ATRS Domestic w/Air/Rail
	1,514,214

	$
	Each Transaction A
	FFP
	$
	

	0021AD
	LB ATRS Intl w/Air/Rail
	168,245

	$
	Each Transaction A
	FFP
	$
	

	0021AE
	LB ATRS Domestic/Intl w/o Air/Rail (Lodging and/or Car Only)
	88,551

	$
	Each Transaction B
	FFP
	$
	

	0021AF
	LB OTRS Domestic/Intl RESERVATION ONLY w/Air/Rail
	785,149

	$
	Each Transaction A
	FFP
	$
	

	0021AG
	LB OTRS Domestic/Intl RESERVATION ONLY w/o Air/Rail (Lodging and/or Car Only)
	41,323

	$
	Each Transaction B
	FFP
	$
	

	0021AH
	LB ATMC ATRS QC
	
1,255,088

	$
	Each Transaction 
	FFP
	$
	

	0021AI
	LB OTRS Domestic/Intl RESERVATION ONLY w/Air/Rail for DoD and other agencies not required to use the FTR per §301-50.3
	7,737,665
	$
	Each Transaction A
	FFP
	$
	

	0021AJ
	LB OTRS Domestic/Intl RESERVATION ONLY w/o Air/Rail (Lodging and/or Car Only) for DoD and other agencies not required to use the FTR per §301-50.3
	386,880
	$
	Each Transaction B
	FFP
	$
	

	0021SB
	
	

	0021SBAA
	OTRS Domestic/Intl w/Air/Rail
	3,140,590
	$
	Each Transaction A
	FFP
	$
	

	0021SBAB
	OTRS Domestic/Intl w/o Air/Rail (Lodging and/or Car Only)
	165,295
	$
	Each Transaction B
	FFP
	$
	

	0021SBAC
	SB ATRS Domestic w/Air/Rail
	1,514,214
	$
	Each Transaction A
	FFP
	$
	

	0021SBAD
	SB ATRS Intl w/Air/Rail
	168,245
	$
	Each Transaction A
	FFP
	$
	

	0021SBAE
	SB ATRS Domestic/Intl w/o Air/Rail (Lodging and/or Car Only)
	88,551
	$
	Each Transaction B
	FFP
	$
	

	0021SBAF
	SB OTRS Domestic/Intl RESERVATION ONLY w/Air/Rail
	
785,149
	$
	Each Transaction A
	FFP
	$
	

	0021SBAG
	SB OTRS Domestic/Intl RESERVATION ONLY w/o Air/Rail (Lodging and/or Car Only)
	41,323
	$
	Each Transaction B
	FFP
	$
	

	0021SBAH
	SB ATMC ATRS QC
	
1,255,088

	$
	Each Transaction 
	FFP
	$
	

	0021SBAI
	SB OTRS Domestic/Intl RESERVATION ONLY w/Air/Rail for DoD and other agencies not required to use the FTR per §301-50.3
	7,737,665
	$
	Each Transaction A
	FFP
	$
	

	0021SBAJ
	SB OTRS Domestic/Intl RESERVATION ONLY w/o Air/Rail (Lodging and Car Only) for DoD and other agencies not required to use the FTR per §301-50.3
	386,880
	$
	Each Transaction B
	FFP
	$
	

	0022
	ETS2 Authorization and Voucher Services
	

	0022AA
	Local Voucher
	
2,451,952

	$
	Each Local Voucher
	FFP
	$
	

	0022AB
	TDY Voucher
	9,224,012

	$
	Each TDY Voucher
	FFP
	$
	

	0022J
	ETS2 JFTR Authorization and Voucher Services
	

	0022JAA
	TDY Voucher
	
809,733

	$
	Each Voucher
	FFP
	$
	

	0023
	Paper Ticket Issuance and Delivery
	

	0023AA
	Paper Ticket w/U.S. Mail Delivery
	9,152
	$
	Each Ticket
	NTE
	$
	

	0023AB
	Paper Ticket w/Express Delivery
	45,755
	$
	Each Ticket
	NTE
	$
	

	0023AC
	Paper Ticket w/Courier Delivery
	9,152
	$
	Each Ticket
	NTE
	$
	

	
	
	

	0024
	International Rate Desk
	
443
	$
	Each Ticket
	FFP
	$
	

	0025
	Standard Implementation Services
	

	0025AA
	Service Level A
	1
	$
	Lot
	NTE
	$
	

	0025AB
	Service Level B
	1
	$
	Lot
	NTE
	$
	

	0025AC
	Service Level C
	1
	$
	Lot
	NTE
	$
	

	0025AD
	Service Level D
	1
	$
	Lot
	NTE
	$
	




Option 2 (4 Years): 
	CLIN
	Description
	Estimated Quantity
	Unit Price
	Unit of Issue
	Type of Fee
	Total
	
Order

	0041
	ETS2 Reservation and Fulfillment Services (Large Business (LB) TMC)
	

	0041AA
	OTRS Domestic/Intl w/Air/Rail
	
3,177,464

	$
	Each Transaction A
	FFP
	$
	

	0041AB
	OTRS Domestic/Intl w/o Air/Rail (Lodging and/or Car Only)
	167,236

	$
	Each Transaction B
	FFP
	$
	

	0041AC
	LB ATRS Domestic w/Air/Rail
	1,531,992

	$
	Each Transaction A
	FFP
	$
	

	0041AD
	LB ATRS Intl w/Air/Rail
	170,220

	$
	Each Transaction A
	FFP
	$
	

	0041AE
	LB ATRS Domestic/Intl w/o Air/Rail (Lodging and/or Car Only)
	89,590

	$
	Each Transaction B
	FFP
	$
	

	0041AF
	LB OTRS Domestic/Intl RESERVATION ONLY w/Air/Rail
	794,368

	$
	Each Transaction A
	FFP
	$
	

	0041AG
	LB OTRS Domestic/Intl RESERVATION ONLY w/o Air/Rail (Lodging and/or Car Only)
	41,808

	$
	Each Transaction B
	FFP
	$
	

	0041AH
	LB ATMC ATRS QC
	
1,269,824

	$
	Each Transaction 
	FFP
	$
	

	0041AI
	LB OTRS Domestic/Intl RESERVATION ONLY w/Air/Rail for DoD and other agencies not required to use the FTR per §301-50.3
	8,209,920
	$
	Each Transaction A
	FFP
	$
	

	0041AJ
	LB OTRS Domestic/Intl RESERVATION ONLY w/o Air/Rail (Lodging and Car Only) for DoD and other agencies not required to use the FTR per §301-50.3
	410,500
	$
	Each Transaction B
	FFP
	$
	

	0041SB
	ETS2 Reservation and Fulfillment Services (Small Business (SB) TMC)
	

	0041SBAA
	OTRS Domestic/Intl w/Air/Rail
	3,177,464
	$
	Each Transaction A
	FFP
	$
	

	0041SBAB
	OTRS Domestic/Intl w/o Air/Rail (Lodging and/or Car Only)
	167,236
	$
	Each Transaction B
	FFP
	$
	

	0041SBAC
	SB ATRS Domestic w/Air/Rail
	1,531,992
	$
	Each Transaction A
	FFP
	$
	

	0041SBAD
	SB ATRS Intl w/Air/Rail
	170,220
	$
	Each Transaction A
	FFP
	$
	

	0041SBAE
	SB ATRS Domestic/Intl w/o Air/Rail (Lodging and/or Car Only)
	89,590
	$
	Each Transaction B
	FFP
	$
	

	0041SBAF
	OTRS Domestic/Intl RESERVATION ONLY w/Air/Rail
	794,368
	$
	Each Transaction A
	FFP
	$
	

	0041SBAG
	SB ATRS Domestic/Intl RESERVATION ONLY w/o Air/Rail (Lodging and/or Car Only)
	41,808
	$
	Each Transaction B
	FFP
	$
	

	0041SBAH
	SB ATMC ATRS QC
	
1,269,824


	$
	Each Transaction 
	FFP
	$
	

	0041SBAI
	SB OTRS Domestic/Intl RESERVATION ONLY w/Air/Rail for DoD and other agencies not required to use the FTR per §301-50.3
	8,209,920
	$
	Each Transaction A
	FFP
	$
	

	0041SBAJ
	SB OTRS Domestic/Intl RESERVATION ONLY w/o Air/Rail (Lodging and Car Only) for DoD and other agencies not required to use the FTR per §301-50.3
	410,500
	$
	Each Transaction B
	FFP
	$
	

	0042
	ETS2 Authorization and Voucher Services
	

	0042AA
	Local Voucher
	2,480,740

	$
	Each Local Voucher
	FFP
	$
	

	0042AB
	TDY Voucher
	9,332,312

	$
	Each TDY Voucher
	FFP
	$
	

	0042J
	ETS2 JFTR Authorization and Voucher Services
	

	0042JAA
	TDY Voucher
	
819,240
	$
	Each TDY Voucher
	FFP
	$
	

	0043
	Paper Ticket Issuance and Delivery
	

	0043AA
	Paper Ticket w/U.S. Mail Delivery
	9,260
	$
	Each Ticket
	NTE
	$
	

	0043AB
	Paper Ticket w/Express Delivery
	46,292
	$
	Each Ticket
	NTE
	$
	

	0043AC
	Paper Ticket w/Courier Delivery
	9,260
	$
	Each Ticket
	NTE
	$
	

	
	
	

	0044
	International Rate Desk
	
448
	$
	Each Ticket
	FFP
	$
	

	0045
	Standard Implementation Services
	

	0045AA
	Service Level A
	1
	$
	Lot
	NTE
	$
	

	0045AB
	Service Level B
	1
	$
	Lot
	NTE
	$
	

	0045AC
	Service Level C
	1
	$
	Lot
	NTE
	$
	

	0045AD
	Service Level D
	1
	$
	Lot
	NTE
	$
	




Option 3 (4 Years): 
	CLIN
	Description
	Estimated Quantity
	Unit Price
	Unit of Issue
	Type of Fee
	Total
	
Order

	0061
	ETS2 Reservation and Fulfillment Services (Large Business (LB) TMC)
	

	0061AA
	OTRS Domestic/Intl w/Air/Rail
	
3,177,464

	$
	Each Transaction A
	FFP
	$
	

	0061AB
	OTRS Domestic/Intl w/o Air/Rail (Lodging and/or Car Only)
	167,236

	$
	Each Transaction B
	FFP
	$
	

	0061AC
	LB ATRS Domestic w/Air/Rail
	
1,531,992

	$
	Each Transaction A
	FFP
	$
	

	0061AD
	LB ATRS Intl w/Air/Rail
	170,220

	$
	Each Transaction A
	FFP
	$
	

	0061AE
	LB ATRS Domestic/Intl w/o Air/Rail (Lodging and/or Car Only)
	89,590

	$
	Each Transaction B
	FFP
	$
	

	0061AF
	LB OTRS Domestic/Intl RESERVATION ONLY w/Air/Rail
	794,368
	$
	Each Transaction A
	FFP
	$
	

	0061AG
	LB OTRS Domestic/Intl RESERVATION ONLY w/o Air/Rail (Lodging and/or Car Only)
	41,808

	$
	Each Transaction B
	FFP
	$
	

	0061AH
	LB ATMC ATRS QC
	
1,269,824


	$
	Each Transaction 
	FFP
	$
	

	0061AI
	LB OTRS Domestic/Intl RESERVATION ONLY w/Air/Rail for DoD and other agencies not required to use the FTR per §301-50.3
	8,209,920
	$
	Each Transaction A
	FFP
	$
	

	0061AJ
	LB OTRS Domestic/Intl RESERVATION ONLY w/o Air/Rail (Lodging and Car Only) for DoD and other agencies not required to use the FTR per §301-50.3
	410,500
	$
	Each Transaction B
	FFP
	$
	

	0061SB
	ETS2 Reservation and Fulfillment Services (Small Business (SB) TMC)
	

	0061SBAA
	OTRS Domestic/Intl w/Air/Rail
	3,177,464
	$
	Each Transaction A
	FFP
	$
	

	0061SBAB
	OTRS Domestic/Intl w/o Air/Rail (Lodging and/or Car Only)
	167,236
	$
	Each Transaction B
	FFP
	$
	

	0061SBAC
	SB ATRS Domestic w/Air/Rail
	1,531,992
	$
	Each Transaction A
	FFP
	$
	

	0061SBAD
	SB ATRS Intl w/Air/Rail
	170,220
	$
	Each Transaction A
	FFP
	$
	

	0061SBAE
	SB ATRS Domestic/Intl w/o Air/Rail (Lodging and/or Car Only)
	89,590
	$
	Each Transaction B
	FFP
	$
	

	0061SBAF
	SB OTRS Domestic/Intl RESERVATION ONLY w/Air/Rail
	794,368
	$
	Each Transaction A
	FFP
	$
	

	0061SBAG
	SB OTRS Domestic/Intl RESERVATION ONLY w/o Air/Rail (Lodging and/or Car Only)
	41,808
	$
	Each Transaction B
	FFP
	$
	

	0061SBAH
	SB ATMC ATRS QC
	
1,269,824


	$
	Each Transaction 
	FFP
	$
	

	0061SBAI
	SB OTRS Domestic/Intl RESERVATION ONLY w/Air/Rail for DoD and other agencies not required to use the FTR per §301-50.3
	8,209,920
	$
	Each Transaction A
	FFP
	$
	

	0061SBAJ
	SB OTRS Domestic/Intl RESERVATION ONLY w/o Air/Rail (Lodging and Car Only) for DoD and other agencies not required to use the FTR per §301-50.3
	410,500
	$
	Each Transaction B
	FFP
	$
	

	0062
	ETS2 Authorization and Voucher Services
	

	0062AA
	Local Voucher
	
2,480,740

	$
	Each Local Voucher
	FFP
	$
	

	0062AB
	TDY Voucher
	
9,332,312

	$
	Each TDY Voucher
	FFP
	$
	

	0062J
	ETS2 JFTR Authorization and Voucher Services
	

	0062JAA
	TDY Voucher
	
819,240

	$
	Each TDY Voucher
	FFP
	$
	

	0063
	Paper Ticket Issuance and Delivery
	

	0063AA
	Paper Ticket w/U.S. Mail Delivery
	9,260
	$
	Each Ticket
	NTE
	$
	

	0063AB
	Paper Ticket w/Express Delivery
	46,292
	$
	Each Ticket
	NTE
	$
	

	0063AC
	Paper Ticket w/Courier Delivery
	9,260
	$
	Each Ticket
	NTE
	$
	

	
	
	

	0064
	International Rate Desk
	
448
	$
	Each Ticket
	FFP
	$
	

	0065
	Standard Implementation Services
	

	0065AA
	Service Level A
	1
	$
	Lot
	NTE
	$
	

	0065AB
	Service Level B
	1
	$
	Lot
	NTE
	$
	

	0065AC
	Service Level C
	1
	$
	Lot
	NTE
	$
	

	0065AD
	Service Level D
	1
	$
	Lot
	NTE
	$
	






 Base Period (3 Years): 
	CLIN
	Description
	Estimated Quantity
	Unit Price
	Unit of Issue
	Type of Fee
	Total
	
Order

	0006
	Onsite Reservation and Fulfillment Services (ORFS)
	

	0006AA
	LB ORFS
	3,609
	$
	Hourly
	NTE
	
	

	0006AB
	SB ORFS
	1,078
	$
	Hourly
	NTE
	
	

	0006AC
	LB ORFS
	28,872
	$
	Transaction
	FFP
	
	

	0006AD
	SB ORFS
	8,624
	$
	Transaction
	FFP
	
	

	0007
	VIP Services
	

	0007AA
	LB VIP Services
	462
	$
	Per Transaction A or B (as applicable)
	FFP
	
	

	0007AB
	SB VIP Services
	138
	$
	Per Transaction A or B (as applicable)
	FFP
	
	

	0008
	Nonemergency After Hours TMC Service
	

	0008AA
	LB Nonemergency After Hours TMC Service
	2,887
	$
	Per Transaction A or B (as applicable)
	FFP
	
	

	0008AB
	SB Nonemergency After Hours TMC Service
	862
	$
	Per Transaction A or B (as applicable)
	FFP
	
	

	
	
	

	0009
	Supplemental Training Services (including User Roles)
	
2,568
	$
	Hourly
	NTE
	
	

	
	
	

	0010
	Supplemental Security Services
	
476
	$
	Hourly
	NTE
	
	

	
	
	

	0011
	Custom Report Development
	
6
	$
	Hourly
	NTE
	
	

	0012
	Technical Help Desk
	

	0012AA
	Tier One
	92,160
	$
	Hourly
	NTE
	
	

	0012AB
	Tier One (before 7 a.m. and after 10 p.m., U.S. Eastern Time)
	9,216
	$
	Hourly
	NTE
	
	

	CLIN
	Description
	Estimated Quantity
	Unit Price
	Unit of Issue
	Type of Fee
	Total
	

	0012AC
	Tier One
	63,666
	
	Per Transaction A or B (as applicable)
	FFP
	
	

	
	
	

	0013
	ETS2 Custom Interface Development and Interface Testing
	
38,250
	$
	Hourly
	
NTE
	
	

	
	
	

	0014
	FEMA Surge Blanket Travel
	
450,000
	$
	Each Voucher 
	FFP
	
	

	
	
	

	0015
	Reserved
	
	
	
	
	
	

	
	
	

	0016
	Foreign Affairs Manual (Travel w/family members excluding relocation)
	
27,000
	$
	Each Voucher
	FFP
	
	

	
	
	

	0017
	Software for Profile Management through Mass Uploading/Updating Functionality
	
24

	$
	Per Agency
	FFP
	
	

	
	
	

	0018
	NIH Patient Travel
	
75,000
	$
	Each Voucher
	FFP
	
	

	
	
	

	0019
	Supplemental Customer Service
	138,240
	$
	Hourly
	NTE
	
	

	0020
	Reserved
	TBD
	
	
	
	
	





Option 1 (4 Years):
	CLIN
	Description
	Estimated Quantity
	Unit Price
	Unit of Issue
	Type of Fee
	Total
	
Order

	0026
	Onsite Reservation and Fulfillment Services (ORFS)
	

	0026AA
	LB ORFS
	8,763
	$
	Hourly
	NTE
	
	

	0026AB
	SB ORFS
	2,618
	$
	Hourly
	NTE
	
	

	0026AC
	LB ORFS
	70,104
	$
	Transaction
	FFP
	
	

	0026AD
	SB ORFS
	20,940
	$
	Transaction
	FFP
	
	

	CLIN
	Description
	Estimated Quantity
	Unit Price
	Unit of Issue
	Type of Fee
	Total
	

	0027
	VIP Services
	

	0027AA
	LB VIP Services
	616
	$
	Per Transaction A or B (as applicable)
	FFP
	
	

	0027AB
	SB VIP Services
	184
	$
	Per Transaction A or B (as applicable)
	FFP
	
	

	0028
	Nonemergency After Hours TMC Service
	

	0028AA
	LB Nonemergency After Hours TMC Service
	7,010
	$
	Per Transaction A or B (as applicable)
	FFP
	
	

	0028AB
	SB Nonemergency After Hours TMC Service
	2,094
	$
	Per Transaction A or B (as applicable)
	FFP
	
	

	
	
	

	0029
	Supplemental Training Services (including User Roles)
	13,904
	$
	Hourly
	NTE
	
	

	
	
	

	0030
	Supplemental Security Services
	5,276
	$
	Hourly
	NTE
	
	

	
	
	

	0031
	Custom Report Development
	384
	$
	Hourly
	NTE
	
	

	0032
	Technical Help Desk
	

	0032AA
	Tier One
	184,320
	$
	Hourly
	NTE
	
	

	0032AB
	Tier One (before 7 a.m. and after 10 p.m., U.S. Eastern Time)
	18,432
	$
	Hourly
	NTE
	
	

	0032AC
	Tier One
	1,552,628
	
	Per Transaction A or B (as applicable)
	FFP
	
	

	
	
	

	0033
	ETS2 Custom Interface Development and Interface Testing
	
34,000
	
$
	Hourly
	
NTE
	
	

	
	
	

	0034
	FEMA Surge Blanket Travel
	600,000
	$
	Each Voucher 
	FFP
	
	

	
	
	

	0035
	Reserved
	
	
	
	
	
	

	
	
	

	0036
	Foreign Affairs Manual (Travel w/family members excluding relocation)
	36,000
	$
	Each Voucher 
	FFP
	
	




Option 2 (4 Years):
	CLIN
	Description
	Estimated Quantity
	Unit Price
	Unit of Issue
	Type of Fee
	Total
	
Order

	0046
	Onsite Reservation and Fulfillment Services (ORFS)
	

	0046AA
	LB ORFS
	1,528
	$
	Hourly
	NTE
	
	

	0046AB
	SB ORFS
	456
	$
	Hourly
	NTE
	
	

	0046AC
	LB ORFS
	12,220
	$
	Transaction
	FFP
	
	

	0046AD
	SB ORFS
	3,650
	$
	Transaction
	FFP
	
	

	0047
	VIP Services
	

	0047AA
	LB VIP Services
	616
	$
	Per Transaction A or B (as applicable)
	FFP
	
	

	0047AB
	SB VIP Services
	184
	$
	Per Transaction A or B (as applicable)
	FFP
	
	

	0048
	Nonemergency After Hours TMC Service
	

	0048AA
	LB Nonemergency After Hours TMC Service
	1,222
	$
	Per Transaction A or B (as applicable)
	FFP
	
	

	0048AB
	SB Nonemergency After Hours TMC Service
	365
	$
	Per Transaction A or B (as applicable)
	FFP
	
	

	
	
	

	0049
	Supplemental Training Services (including User Roles)
	5,332
	$
	Hourly
	NTE
	
	

	
	
	

	0050
	Supplemental Security Services
	8,000
	$
	Hourly
	NTE
	
	

	
	
	

	0051
	Custom Report Development
	4,000
	$
	Hourly
	NTE
	
	

	CLIN
	Description
	Estimated Quantity
	Unit Price
	Unit of Issue
	Type of Fee
	Total
	

	0052
	Technical Help Desk
	

	0052AA
	Tier One
	184,320
	$
	Hourly
	NTE
	
	

	0052AB
	Tier One (before 7 a.m. and after 10 p.m., U.S. Eastern Time)
	18,432
	$
	Hourly
	NTE
	
	

	0052AC
	Tier One
	1,862,628
	
	Per Transaction A or B (as applicable)
	FFP
	
	

	
	
	

	0053
	ETS2 Custom Interface Development and Interface Testing
	
6,000
	
$
	Hourly
	
NTE
	
	

	
	
	

	0054
	FEMA Surge Blanket Travel
	600,000
	$
	Each Voucher 
	FFP
	
	

	
	
	

	0055
	Reserved
	
	
	
	
	
	

	
	
	

	0056
	Foreign Affairs Manual (Travel w/family members excluding relocation)
	36,000
	$
	Each Voucher 
	FFP
	
	

	
	
	

	0057
	Software for Profile Management through Mass Uploading/Updating Functionality
	0

	$
	Per Agency
	FFP
	
	

	
	
	

	0058
	NIH Patient Travel
	100,000
	$
	Each Voucher 
	FFP
	
	

	
	
	

	0059
	Supplemental Customer Service
	184,320
	$
	Hourly
	NTE
	
	

	0060
	Reserved
	TBD
	
	
	
	
	




Option 3 (4 Years): 
	CLIN
	Description
	Estimated Quantity
	Unit Price
	Unit of Issue
	Type of Fee
	Total
	
Order

	0066
	Onsite Reservation and Fulfillment Services (ORFS)
	

	0066AA
	LB ORFS
	1,149
	$
	Hourly
	NTE
	
	

	0066AB
	SB ORFS
	343
	$
	Hourly
	NTE
	
	

	0066AC
	LB ORFS
	9,190
	$
	Transaction
	FFP
	
	

	0066AD
	SB ORFS
	2,745
	$
	Transaction
	FFP
	
	

	0067
	VIP Services
	

	0067AA
	LB VIP Services
	616
	$
	Per Transaction A or B (as applicable)
	FFP
	
	

	0067AB
	SB VIP Services
	184
	$
	Per Transaction A or B (as applicable)
	FFP
	
	

	0068
	Nonemergency After Hours TMC Service
	

	0068AA
	LB Nonemergency After Hours TMC Service
	919
	$
	Per Transaction A or B (as applicable)
	FFP
	
	

	0068AB
	SB Nonemergency After Hours TMC Service
	274
	$
	Per Transaction A or B (as applicable)
	FFP
	
	

	
	
	

	0069
	Supplemental Training Services (including User Roles)
	5,332
	$
	Hourly
	NTE
	
	

	
	
	

	0070
	Supplemental Security Services
	8,000
	$
	Hourly
	NTE
	
	

	
	
	

	0071
	Custom Report Development
	4,000
	$
	Hourly
	NTE
	
	

	0072
	Technical Help Desk
	

	0072AA
	Tier One
	184,320
	$
	Hourly
	NTE
	
	

	0072AB
	Tier One (before 7 a.m. and after 10 p.m., U.S. Eastern Time)
	18,432
	$
	Hourly
	NTE
	
	

	0072AC
	Tier One
	1,862,628
	
	Per Transaction A or B (as applicable)
	FFP
	
	

	
	
	

	0073
	ETS2 Custom Interface Development and Interface Testing
	
5,000
	
$
	Hourly
	
NTE
	
	

	
	
	

	0074
	FEMA Surge Blanket Travel
	600,000
	$
	Each Voucher 
	FFP
	
	

	
	
	

	0075
	Reserved
	
	
	
	
	
	

	CLIN
	Description
	Estimated Quantity
	Unit Price
	Unit of Issue
	Type of Fee
	Total
	

	
	
	

	0076
	Foreign Affairs Manual (Travel w/family members excluding relocation)
	36,000
	$
	Each Voucher 
	FFP
	
	

	
	
	

	0077
	Software for Profile Management through Mass Uploading/Updating Functionality
	0

	$
	Per Agency
	FFP
	
	

	
	
	

	0078
	NIH Patient Travel
	100,000
	$
	Each Voucher 
	FFP
	
	

	
	
	

	0079
	Supplemental Customer Service
	184,320
	$
	Hourly
	NTE
	
	

	000
	Reserved
	TBD
	
	
	
	
	





[bookmark: _Toc311639382]Appendix F: Acronyms

	AES
	Advanced Encryption Standard

	ANSI
	American National Standards Institute

	AO
	Authorizing Official

	API
	Application Programming Interface

	ARC
	Airline Reporting Corporation

	ASC
	Accredited Standards Committee

	ASP
	Application Service Provider

	ATM 
	Automated Teller Machine

	ATMC
	Accommodated Travel Management Center

	ATO
	Authority To Operate

	ATRS
	Agent-assisted Travel Reservation Service

	BRM
	Business Reference Model

	BTA
	Blanket Travel Authorization

	C&A
	Certification and Accreditation 

	CBA
	Centrally Billed Account

	CD-ROM
	Compact Disc Read Only Memory

	CFR
	Code of Federal Regulations

	CFTR
	Code of Federal Travel Regulations

	CGAC
	Common Government-wide Accounting Classification

	CIS
	Center for Internet Security

	CIO
	Chief Information Officer

	CIP
	Critical Infrastructure Protection

	CLIN
	Contract Line Item Number

	CMMI
	Capability Maturity Model Integration

	CONUS
	Continental United States

	COOP
	Continuity of Operations Plan

	COTS
	Commercial Off the Shelf

	CP 
	Contingency Plan

	CPP
	City Pair Air Fares Program

	CRS
	Central Reservation System

	CUI
	Controlled Unclassified Information

	DAA
	Designated Approval Authority

	DG
	Discounted Government

	DHS
	U.S. Department of Homeland Security

	DoD
	U.S. Department of Defense

	DoS
	U.S. Department of State

	DOS
	Disk Operating System

	DR
	Disaster Recovery 

	DRO
	Disability Rights Office

	DSS 
	Digital Signature Standard

	DSSR
	U.S. Department of State Standardized Regulations

	DTD
	Document Type Definitions

	DTMO
	Defense Travel Management Office

	EAI
	Enterprise Application Integration

	E-Auth
	Electronic Authentication

	EDI
	Electronic Data Interchange

	EFT
	Electronic Funds Transfer

	EIT
	Electronic and Information Technology

	EMD
	Electronic Miscellaneous Document

	ETMC 
	Embedded Travel Management Center

	ETRS
	ETS2 Travel Planning and Reservation Services

	ETS
	E-Gov Travel Service 

	ETS2
	E-Gov Travel Service 2.0

	FA
	Federal Auditory

	FAM
	U.S. Department of State Foreign Affairs Manual

	FAQs
	Frequently Asked Questions

	FAR
	Federal Acquisition Regulation

	FATA
	Federal Agency Travel Administrator

	FDCC
	Federal Desktop Core Configuration

	FEA
	Federal Enterprise Architecture

	FEAPMO
	Federal Enterprise Architecture Program Management Office

	FEMA
	Federal Emergency Management Agency

	FFTA
	Federal Financial Travel Approver

	FIPS
	Federal Information Processing Standards

	FIPS PUB
	Federal Information Processing Publication

	FISMA
	Federal Information Security Management Act

	FSIO
	Financial Systems Integration Office

	FSTA
	Federal Supervisory Travel Approver

	FT
	Federal Traveler

	FTA
	Federal Travel Arranger

	FTR
	Federal Travel Regulation

	FY
	Fiscal Year

	GAO
	General Accounting Office

	GDS
	Global Distribution System

	GEBAT
	Government Excess Baggage Authorization/Ticket

	GFI
	Government Furnished Information

	GSA
	General Services Administration

	GPEA
	Government Paperwork Reduction Act

	GTR
	Government Transportation Request

	GUI
	Graphic User Interface

	HSPD
	Homeland Security Presidential Directive

	IA
	Integration Agreement

	IBA
	Individually Billed Account

	ID
	Identification

	IDIQ
	Indefinite Delivery Indefinite Quantity

	IEEE
	Institute of Electrical and Electronics Engineers

	IPSEC
	Internet Protocol Security

	IRS
	Internal Revenue Service

	ISA
	Interconnection Security Agreement

	ISO
	International Organization for Standardization

	ISSO
	Information System Security Officer

	IT
	Information Technology

	ITRA
	Income Tax Reimbursement Allowance

	IV&V
	Independent Verification and Validation

	JFMIP
	Joint Financial Management Improvement Program

	JFTR
	Joint Federal Travel Regulations

	JTR
	Joint Travel Regulations

	LAN
	Local Area Network

	LLA
	Lowest Logical Airfare

	LOA
	Line of Accounting 

	MBI
	Minimum Background Investigation

	M&IE
	Meals and Incidental Expenses

	MIR
	Machine Interface Record

	MIS
	Management Information System

	MOA
	Memorandum of Agreement

	MOU
	Memorandum of Understanding

	MSR
	Monthly Status Report

	NACIC
	National Agency Credit Check with Inquiries and Credit

	NARA
	National Archives and Records Administration

	NIEM
	National Information Exchange Model

	NIST
	National Institute of Standards and Technology

	NOAA
	National Oceanic and Atmospheric Administration

	OCONUS
	Outside the Continental United States

	OIG
	Office of the Inspector General

	OMB
	Office of Management and Budget

	OPAC
	Online Payment and Collection

	OPM
	Office of Personnel Management

	OPSEC
	Operational Security

	OS
	Operating System

	OTA
	Open Travel Alliance

	OTRS
	Online Travel Reservation Service

	PBWS
	Performance Based Work Statement

	PCS
	Permanent Change of Station

	PDA
	Personal Digital Assistant

	PDF
	Portable Document Format

	PHS
	Public Health Service

	PII
	Personally Identifiable Information

	PIN
	Personal Identification Number

	PIV
	Personal Identity Verification

	PMO
	Program Management Office

	PNR
	Passenger Name Record

	POAM
	Plan of Action and Milestones

	POC
	Point of Contact

	POV
	Privately Owned Vehicle

	PRF
	Policy Reinforcement Features

	QCP
	Quality Control Program

	QMAD
	Travel Acquisition Support Division

	R&D
	Research and Development

	R&R
	Rest & Relaxation

	ROB
	Rules of Behavior

	SaaS
	Software as a Service

	SAS
	Statement of Auditing Standards

	SBT
	Surge Blanket Travel

	SBU
	Sensitive But Unclassified

	SCAP
	Security Content Automation Protocol

	SDE
	Standard Data Element

	SDLC
	Software Development Life Cycle

	SIA
	Service Integration Agreement

	SIN
	Special Item Number

	SLA
	Service Level Agreement

	SOW
	Statement of Work

	TAVS
	Travel Authorization and Voucher System

	TCS
	Temporary Change of Station

	TDY
	Temporary Duty

	TFS
	Ticketing and Fulfillment Services

	TLS
	Transport Layer Security

	TMC
	Travel Management Center

	TPI
	Travel Purpose Identifier

	TSA
	Transportation Security Administration

	TSDB
	Terrorist Screening Database

	TSS
	Travel Services Solution

	UDF
	User Defined File

	UDID
	User Defined Field

	URL
	Uniform Resource Locator

	USC
	United States Code

	VIP
	Very Important Person

	VPAT
	Voluntary Product Accessibility Template

	VPN
	Virtual Private Network

	WCAG
	Web Content Accessibility Guidelines

	WCTM
	World Class Travel Management

	WWW
	World Wide Web

	XML
	Extensible Markup Language

	XVU
	Code for FedRooms
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NON-DISCLOSURE AGREEMENT FOR USE BY DESIGNATED
CONTRACTOR PERSONNEL

[image: ]
NON-DISCLOSURE RESPONSIBILITIES

SUBJECT:  Unauthorized Disclosure of Procurement Information regarding the E-Gov Travel Initiative or Contracts 

The proper custody, use, and preservation of official and proprietary information related to the E-Gov Travel Service contracts, related procurements, and other business of the E-Gov Travel office (e.g., validation, evaluation, selection, proceedings, negotiations, briefings, technical information, software, etc.) cannot be overemphasized.  It is essential that anyone associated with these actions as an activity representative strictly comply with the applicable provisions of the laws, the master contracts, and this agreement, including but not limited to 41 § U.S.C. 423 (also known as the Procurement Integrity Act), which provides in relevant part:

(a) Prohibition on disclosing procurement information.
   (1) A person described in paragraph (2) shall not, other than as provided by law, knowingly disclose contractor bid or proposal information or source selection information before the award of a Federal agency procurement contract to which the information relates. In the case of an employee of a private sector organization assigned to an agency under chapter 37 of title 5, United States Code (5 USCS §§ 3701 et seq.), in addition to the restriction in the preceding sentence, such employee shall not, other than as provided by law, knowingly disclose contractor bid or proposal information or source selection information during the three-year period after the end of the assignment of such employee.
   (2) Paragraph (1) applies to any person who--
      (A) is a present or former official of the United States, or a person who is acting or has acted for or on behalf of, or who is advising or has advised the United States with respect to, a Federal agency procurement; and
      (B) by virtue of that office, employment, or relationship has or had access to contractor bid or proposal information or source selection information.
 
(b) Prohibition on obtaining procurement information. A person shall not, other than as provided by law, knowingly obtain contractor bid or proposal information or source selection information before the award of a Federal agency procurement contract to which the information relates.

(c) Actions required of procurement officers when contacted by offerors regarding non-Federal employment.
   (1) If an agency official who is participating personally and substantially in a Federal agency procurement for a contract in excess of the simplified acquisition threshold contacts or is contacted by a person who is a bidder or offeror in that Federal agency procurement regarding possible non-Federal employment for that official, the official shall-
      (A) promptly report the contact in writing to the official's supervisor and to the designated agency ethics official (or designee) of the agency in which the official is employed; and
      (B) (i) reject the possibility of non-Federal employment; or
         (ii) disqualify himself or herself from further personal and substantial participation in that Federal agency procurement until such time as the agency has authorized the official to resume participation in such procurement, in accordance with the requirements of section 208 of title 18, United States Code, and applicable agency regulations on the grounds that--
            (I) the person is no longer a bidder or offeror in that Federal agency procurement; or
            (II) all discussions with the bidder or offeror regarding possible non-Federal employment have terminated without an agreement or arrangement for employment.
   (2) Each report required by this subsection shall be retained by the agency for not less than two years following the submission of the report. All such reports shall be made available to the public upon request, except that any part of a report that is exempt from the disclosure requirements of section 552 of title 5, United States Code, under subsection (b)(1) of such section may be withheld from disclosure to the public.
   (3) An official who knowingly fails to comply with the requirements of this subsection shall be subject to the penalties and administrative actions set forth in subsection (e).
   (4) A bidder or offeror who engages in employment discussions with an official who is subject to the restrictions of this subsection, knowing that the official has not complied with subparagraph (A) or (B) of paragraph (1), shall be subject to the penalties and administrative actions set forth in subsection (e).

(d) Prohibition on former official's acceptance of compensation from contractor.
   (1) A former official of a Federal agency may not accept compensation from a contractor as an employee, officer, director, or consultant of the contractor within a period of one year after such former official--
      (A) served, at the time of selection of the contractor or the award of a contract to that contractor, as the procuring contracting officer, the source selection authority, a member of the source selection evaluation board, or the chief of a financial or technical evaluation team in a procurement in which that contractor was selected for award of a contract in excess of $ 10,000,000;
      (B) served as the program manager, deputy program manager, or administrative contracting officer for a contract in excess of $ 10,000,000 awarded to that contractor; or
      (C) personally made for the Federal agency--
         (i) a decision to award a contract, subcontract, modification of a contract or subcontract, or a task order or delivery order in excess of $ 10,000,000 to that contractor;
         (ii) a decision to establish overhead or other rates applicable to a contract or contracts for that contractor that are valued in excess of $ 10,000,000;
         (iii) a decision to approve issuance of a contract payment or payments in excess of $ 10,000,000 to that contractor; or
         (iv) a decision to pay or settle a claim in excess of $ 10,000,000 with that contractor.
   (2) Nothing in paragraph (1) may be construed to prohibit a former official of a Federal agency from accepting compensation from any division or affiliate of a contractor that does not produce the same or similar products or services as the entity of the contractor that is responsible for the contract referred to in subparagraph (A), (B), or (C) of such paragraph.
   (3) A former official who knowingly accepts compensation in violation of this subsection shall be subject to penalties and administrative actions as set forth in subsection (e).
   (4) A contractor who provides compensation to a former official knowing that such compensation is accepted by the former official in violation of this subsection shall be subject to penalties and administrative actions as set forth in subsection (e).
   (5) Regulations implementing this subsection shall include procedures for an official or former official of a Federal agency to request advice from the appropriate designated agency ethics official regarding whether the official or former official is or would be precluded by this subsection from accepting compensation from a particular contractor. 

(e) Penalties and administrative actions.
   (1) Criminal penalties. Whoever engages in conduct constituting a violation of subsection (a) or (b) for the purpose of either--
      (A) exchanging the information covered by such subsection for anything of value, or
      (B) obtaining or giving anyone a competitive advantage in the award of a Federal agency procurement contract,
   shall be imprisoned for not more than 5 years or fined as provided under title 18, United States Code, or both.
   (2) Civil penalties. The Attorney General may bring a civil action in an appropriate United States district court against any person who engages in conduct constituting a violation of subsection (a), (b), (c), or (d). Upon proof of such conduct by a preponderance of the evidence, the person is subject to a civil penalty. An individual who engages in such conduct is subject to a civil penalty of not more than $50,000 for each violation plus twice the amount of compensation which the individual received or offered for the prohibited conduct. An organization that engages in such conduct is subject to a civil penalty of not more than $500,000 for each violation plus twice the amount of compensation which the organization received or offered for the prohibited conduct.
   (3) Administrative actions.
      (A) If a Federal agency receives information that a contractor or a person has engaged in conduct constituting a violation of subsection (a), (b), (c), or (d), the Federal agency shall consider taking one or more of the following actions, as appropriate:
         (i) Cancellation of the Federal agency procurement, if a contract has not yet been awarded.
         (ii) Rescission of a contract with respect to which--
            (I) the contractor or someone acting for the contractor has been convicted for an offense punishable under paragraph (1), or
            (II) the head of the agency that awarded the contract has determined, based upon a preponderance of the evidence that the contractor or someone acting for the contractor has engaged in conduct constituting such an offense.
         (iii) Initiation of suspension or debarment proceedings for the protection of the Government in accordance with procedures in the Federal Acquisition Regulation.
         (iv) Initiation of adverse personnel action, pursuant to the procedures in chapter 75 of title 5, United States Code [5 USCS §§ 7501 et seq.], or other applicable law or regulation.
      (B) If a Federal agency rescinds a contract pursuant to subparagraph (A)(ii), the United States is entitled to recover, in addition to any penalty prescribed by law, the amount expended under the contract.
      (C) For purposes of any suspension or debarment proceedings initiated pursuant to subparagraph (A)(iii), engaging in conduct constituting an offense under subsection (a), (b), (c), or (d) affects the present responsibility of a Government contractor or subcontractor.

(f) Definitions. As used in this section:
   (1) The term "contractor bid or proposal information" means any of the following information submitted to a Federal agency as part of or in connection with a bid or proposal to enter into a Federal agency procurement contract, if that information has not been previously made available to the public or disclosed publicly:
      (A) Cost or pricing data (as defined by section 2306a(h) of title 10, United States Code, with respect to procurements subject to that section, and section 304A(h) of the Federal Property and Administrative Services Act of 1949 (41 U.S.C. 254b(h)), with respect to procurements subject to that section).
      (B) Indirect costs and direct labor rates.
      (C) Proprietary information about manufacturing processes, operations, or techniques marked by the contractor in accordance with applicable law or regulation.
      (D) Information marked by the contractor as "contractor bid or proposal information", in accordance with applicable law or regulation.
   (2) The term "source selection information" means any of the following information prepared for use by a Federal agency for the purpose of evaluating a bid or proposal to enter into a Federal agency procurement contract, if that information has not been previously made available to the public or disclosed publicly:
      (A) Bid prices submitted in response to a Federal agency solicitation for sealed bids, or lists of those bid prices before public bid opening.
      (B) Proposed costs or prices submitted in response to a Federal agency solicitation, or lists of those proposed costs or prices.
      (C) Source selection plans.
      (D) Technical evaluation plans.
      (E) Technical evaluations of proposals.
      (F) Cost or price evaluations of proposals.
      (G) Competitive range determinations that identify proposals that have a reasonable chance of being selected for award of a contract.
      (H) Rankings of bids, proposals, or competitors.
      (I) The reports and evaluations of source selection panels, boards, or advisory councils.
      (J) Other information marked as "source selection information" based on a case-by-case determination by the head of the agency, his designee, or the contracting officer that its disclosure would jeopardize the integrity or successful completion of the Federal agency procurement to which the information relates.
   (3) The term "Federal agency" has the meaning provided such term in section 3 of the Federal Property and Administrative Services Act of 1949 (40 U.S.C. 472) [40 USCS § 102].
   (4) The term "Federal agency procurement" means the acquisition (by using competitive procedures and awarding a contract) of goods or services (including construction) from non-Federal sources by a Federal agency using appropriated funds.
   (5) The term "contracting officer" means a person who, by appointment in accordance with applicable regulations, has the authority to enter into a Federal agency procurement contract on behalf of the Government and to make determinations and findings with respect to such a contract.
   (6) The term "protest" means a written objection by an interested party to the award or proposed award of a Federal agency procurement contract, pursuant to subchapter V of chapter 35 of title 31, United States Code [31 USCS §§ 3551 et seq.].
   (7) The term "official" means the following:
      (A) An officer, as defined in section 2104 of title 5, United States Code.
      (B) An employee, as defined in section 2105 of title 5, United States Code.
      (C) A member of the uniformed services, as defined in section 2101(3) of title 5, United States Code.

(g) Limitation on protests. No person may file a protest against the award or proposed award of a Federal agency procurement contract alleging a violation of subsection (a), (b), (c), or (d), nor may the Comptroller General of the United States consider such an allegation in deciding a protest, unless that person reported to the Federal agency responsible for the procurement, no later than 14 days after the person first discovered the possible violation, the information that the person believed constitutes evidence of the offense.

(h) Savings provisions. This section does not--
   (1) restrict the disclosure of information to, or its receipt by, any person or class of persons authorized, in accordance with applicable agency regulations or procedures, to receive that information;
   (2) restrict a contractor from disclosing its own bid or proposal information or the recipient from receiving that information;
   (3) restrict the disclosure or receipt of information relating to a Federal agency procurement after it has been canceled by the Federal agency before contract award unless the Federal agency plans to resume the procurement;
   (4) prohibit individual meetings between a Federal agency official and an offeror or potential offeror for, or a recipient of, a contract or subcontract under a Federal agency procurement, provided that unauthorized disclosure or receipt of contractor bid or proposal information or source selection information does not occur;
   (5) authorize the withholding of information from, nor restrict its receipt by, Congress, a committee or subcommittee of Congress, the Comptroller General, a Federal agency, or an inspector general of a Federal agency;
   (6) authorize the withholding of information from, nor restrict its receipt by, the Comptroller General of the United States in the course of a protest against the award or proposed award of a Federal agency procurement contract; or
   (7) limit the applicability of any requirements, sanctions, contract penalties, and remedies established under any other law or regulation.

These restrictions are consistent with and do not supersede, conflict with, or otherwise alter the employee obligations, rights, or liabilities created by Executive Order No. 12958; section 7211 of title 5, United States Code (governing disclosures to Congress); section 1034 of title 10, United States Code, as amended by the Military Whistleblower Protection Act (governing disclosures of illegality, waste, fraud, abuse or public health or safety threats); the Intelligence Identities Protection Act of 1982 (50 U.S.C. 421 et seq.) (governing disclosures that could expose confidential Government agents); and the statutes which protect against disclosure that may compromise the national security, including sections 641, 793, 794, 798, and 952 of title 18, United States Code, and section 4(b) of the Subversive Activities Act of 1950 (50 U.S.C. 783(b)).  The definitions, requirements, obligations, rights, sanctions, and liabilities created by said Executive order and listed statutes are incorporated into this agreement and are controlling: Provided, That notwithstanding the preceding paragraph, a nondisclosure policy form or agreement that is to be executed by a person connected with the conduct of intelligence or intelligence-related activity, other than an employee or officer of the United States Government, may contain provisions appropriate to the particular activity for which such document is to be used.  Such form or agreement shall, at a minimum, require that the person will not disclose any classified information received in the course of such activity unless specifically authorized to do so by the United States Government.  Such nondisclosure forms shall also make it clear that they do not bar disclosures to Congress or to an authorized official of an executive agency or the Department of Justice that are essential to reporting a substantial violation of law.

In addition to ongoing procurements, routine work of the E-Gov Travel office involves contract administration work of a sensitive nature, including but not limited to, working with proprietary information of other contractors, security related issues and numerous other internal Government discussions and information that is neither appropriate nor authorized for release outside of the E-Gov Travel office.  Therefore, persons with access to internal information of the E-Gov Travel office are required to sign the following Non-Disclosure Agreement in exchange for access to the information.

This Non-Disclosure Agreement (hereinafter referred to as the "Agreement") by and between the undersigned (hereinafter known as Mr./Ms. _____________________________) and the ETS Program Management Office, located at 2200 Crystal Dr., Room 300, Arlington, VA 22202 (hereinafter known as the “ETS PMO”) is entered into as of ______________, 2011; to provide for the confidentiality, protection and handling of Proprietary Information related to the E-Gov Travel initiative (hereinafter referred to as ETS) for the purpose of examination, reproduction, editing, consideration, technical assistance or any other related purpose.  The undersigned may be hereinafter referred to as the "recipient" and the ETS PMO "the disclosing party" and collectively as the "Parties".   Now, therefore, in consideration of the mutual promises therein, and in exchange for access to Proprietary Information described herein, the Parties agree as follows:

1. The term "Proprietary Information" means any and all information, in any form, whether of a technical, commercial or other nature, relating to the mission of the ETS PMO which is disclosed before or after the date of this Agreement by the disclosing party to the recipient and identified by the disclosing party as being proprietary.   

2. Proprietary Information shall not include information which, as of the date of signature hereof, or thereafter, becomes public information, or is known to the recipient prior to being disclosed by the disclosing party (in which case the recipient will notify the disclosing party that the information was already known prior to disclosure), is developed independently by the recipient, or is legally obtained by the recipient at any time from other sources who are not subject to non-disclosure restrictions. The recipient shall have the burden of proof in establishing any of the above mentioned exceptions.

3. The recipient agrees to use Proprietary Information solely for the mutual benefit of both parties in furtherance of the mission of the ETS PMO, as specifically approved by the disclosing party, and agrees not to disclose the Proprietary Information to any third party or to any of its affiliates, employees or agents except as may be required to conduct the mission of the ETS PMO. Any such disclosure to third parties shall be subject to the prior written consent of the disclosing party and shall be conditioned upon obtaining in advance a Non-Disclosure Agreement substantially in the form of this Agreement.

4. The recipient agrees to retain the Proprietary Information of the disclosing party in confidence and to safeguard such Proprietary Information.

5. Proprietary Information, whether capable of being copyrighted, patented, or otherwise registered at law, is for the purposes of this Agreement acknowledged by the recipient as being the sole property of the disclosing party. 

6. Nothing in this Agreement shall be construed as granting to the recipient any rights by license or otherwise, express or implied, to or in any of the disclosing party's patents, non-patented inventions or other intellectual property. No representation or warranty is made by the disclosing party with respect to information disclosed.

7. This Agreement shall remain in full force and effect throughout the period in which the recipient is actively engaged in the support of the ETS PMO and for a period of Ten (10) years thereafter.

8. Promptly upon the termination of this Agreement, unless otherwise agreed in writing by both parties, the recipient shall return to the ETS PMO all Proprietary Information that it has received or that is in its possession, together with all copies thereof, and will immediately cease to make further use or disclosure of such Proprietary Information

9. The recipient shall fully indemnify the ETS PMO against any and all actions, claims, liability, costs, damages, charges and expenses suffered or incurred in connection with or arising out of any breach by the recipient of any of the provisions of this Agreement.  Nothing in this clause shall be construed as a waiver by either Party of any of its rights including rights to damages or indemnity or other pecuniary remedy.

10.  In cases where the recipient is an employee of or otherwise affiliated with a company that has a contract with the General Services Administration to support the ETS PMO, any violation of this Agreement constitutes a material breach of such support contract. 

11. This Agreement shall be governed by and construed in accordance with the laws of The United States and any dispute arising under or in connection herewith shall be presented in and determined by these courts exclusively.
 
12.  If any provision of this Agreement is invalid or unenforceable under applicable law, the remaining provisions shall remain in effect.

13.  Any unauthorized disclosures contrary to the foregoing provisions may result in appropriate action including but not limited to criminal prosecution, civil liability, corporate or individual suspension or debarment by the General Services Administration, and termination for default of an ETS PMO support contract.  

ADDENDUM:

Conflict of Interest Acknowledgment and Nondisclosure Agreement
 
I agree to the following: 
(a) To the best of my knowledge and belief, no conflict of interest exists that may either: 
(1) Diminish my capacity to impartially review the proposals submitted. 
(2) Or result in a biased opinion or unfair advantage. 
(b) In making the above statement, I have considered all the following factors that might place me in a position of conflict, real or apparent, with the evaluation proceedings: 
(1) All my stocks, bonds, other outstanding financial interests or commitments. 
(2) All my employment arrangements (past, present, and under consideration). 
(3) As far as I know, all financial interests and employment arrangements of my spouse, minor children, and other members of my immediate household. 
(c) I have read and understand the requirements of the Standards of Ethical Conduct for Employees of the Executive Branch (5 CFR. part 2635) and Supplemental Standards of Ethical Conduct for Employees of the General Services Administration (5 CFR. part 6701). 
(d) I have a continuing obligation to disclose any circumstances that may create an actual or apparent conflict of interest. If I learn of any such conflict, I will report it immediately to the Contracting Officer. I will perform no more duties related to evaluating proposals until I receive instructions on the matter. 
(e) I will use proposal information for evaluation purposes only. I understand that any authorized restriction on disclosure placed on the proposal by the prospective contractor, prospective subcontractor, or the Government applies to any reproduction or abstracted information of the proposal. 
(f) I will use my best efforts to safeguard proposal information physically. I will not disclose the contents of, nor release any information about, the proposals to anyone other than: 
(1) The Source Selection Evaluation Board or other panel assembled to evaluate proposals submitted in response to the solicitation identified above. 
(2) Other individuals designated by the Contracting Officer. 
(g) After completing evaluation, I will return to the Government all copies of the proposals and any abstracts. 
(h) GSA Appropriations Act restriction: These restrictions are consistent with and do not supersede, conflict with, or otherwise alter the employee obligations, rights, or liabilities created by Executive Order No. 12958; section 7211 of title 5, United States Code (governing disclosures to Congress); section 1034 of title 10, United States Code, as amended by the Military Whistleblower Protection Act (governing disclosure to Congress by members of the military); section 2302(b)(8) of title 5, United States Codes, as amended by the Whistleblower Protection Act (governing disclosures of illegality, waste, fraud, abuse or public health or safety threats); the Intelligence Identities Protection Act of 1982 (50 U.S.C. 421 et seq.) (governing disclosures that could expose confidential Government agents); and the statutes which protect against disclosure that may compromise the national security, including sections 641, 793, 794, 798, and 952 of title 18, United States Code, and section 4(b) of the Subversive Activities Act of 1950 (50 U.S.C. 783(b). The definitions, requirements, obligations, rights, sanctions, and liabilities created by said Executive order and listed statutes are incorporated into this agreement and are controlling.

The recipient agrees and accepts the terms and conditions as set forth above.

Organization: ____________________________________________________

Name:  ___________________________________ 

Title: ___________________________________

______________________________		_______________
Signature							Date

United States General Services Administration:

Name:	____________________________  Title: ____________________________

________________________________		________________
Signature							Date



[bookmark: _Toc311639384]Appendix H: NDA

NON-DISCLOSURE AGREEMENT FOR USE BY GOVERNMENT PERSONNEL

[image: GSA star mark logo]
NON-DISCLOSURE RESPONSIBILITIES


SUBJECT:	Unauthorized Disclosure of Procurement Information regarding the E-Gov Travel Initiative or Contracts 

The proper custody, use, and preservation of official and proprietary information related to procurements (validation, evaluation, selection proceedings, negotiations, briefings, etc.) cannot be overemphasized.  It is essential that personnel associated with procurements actions as an activity representative strictly comply with the applicable provisions of the laws, including but not limited to USC Title 18, Sec. 1905, which provides:

“Whoever, being an officer or employee of the United States or of any department or agency thereof, or agent of the Department of Justice as defined in the Antitrust Civil Process Act (15 USC 1311-1314), published, divulges, discloses, or makes known any manner or to any extent not authorized by law any information coming to him in the course of his employment or official duties or by reason of any examination or investigation made by, or return, report or record made to or filed with such department of agency or officer or employee thereof, which information concerns or relates to trade secrets, processes, operations, style of work, or apparatus, or to the identity, confidential statistical data, amount or source of any income, profits, losses, or expenditures of any person, firm, partnership, corporation, or association; or permits any income return or copy thereof or any book containing any abstract or particulars thereof to be seen or examined by any person except as provided by law; shall be fined no more than $1,000, or imprisoned not more than one year, or both, and shall be removed from the office or employment.”

Activity representatives shall not reveal any information to anyone who is not also participating in the same proceedings and then only to the extent that such information is required in connection with such proceedings.  Such information is classified “FOR OFFICIAL USE ONLY.”  The dissemination of information in the category to other parties will be at the sole discretion and sole direction of the GSA Contracting Officer.

Vendors’ proposals, identity of offerors, source selection evaluation board documents, and similar materials will be handled and discussed on a need-to-know basis only.  Under no circumstances may proposals, the source selection plan with the methodology of use in evaluating and selecting property/services, or source selection evaluation board reports, be divulged without the authorization of the GSA Contracting Officer.

Any unauthorized disclosures contrary to the foregoing provisions may result in appropriate disciplinary action such as the penalties set forth above (USC Title 18, Sec1905), or such statutory provision as may be deemed appropriate.  To ensure awareness of the above, please sign and date one copy of this memo.

Additionally, the Procurement Integrity Act, 41 U.S.C. 423 (attached below), specifies restrictions on the disclosure of contractor bid or proposal information during an ongoing procurement.  These provisions are attached for your reference.  It is critical that employees with access to procurement related information comply with these restrictions in order to ensure the integrity of the procurement process.  Should you provide any procurement related information to a contractor in your employ, such as a business consultant who is assisting your agency in the placement of an E-Gov Travel task order, you must ensure that such contractor is aware of these restrictions.  Such contractor will be required to also sign a non-disclosure agreement acknowledging the provisions of the Procurement Integrity Act.  Additionally, in accordance with FAR 9.5, you must ensure that contractor access to such procurement related information does not result in an organizational conflict of interest, such as a contractor gaining access to ETS information not publicly available and using such information to gain unfair competitive advantage in a related procurement.  

41 USCS § 423 (2004)

§ 423.  Restrictions on disclosing and obtaining contractor bid or proposal information or source selection information.

(a) Prohibition on disclosing procurement information.
   (1) A person described in paragraph (2) shall not, other than as provided by law, knowingly disclose contractor bid or proposal information or source selection information before the award of a Federal agency procurement contract to which the information relates. In the case of an employee of a private sector organization assigned to an agency under chapter 37 of title 5, United States Code [5 USCS §§ 3701 et seq.], in addition to the restriction in the preceding sentence, such employee shall not, other than as provided by law, knowingly disclose contractor bid or proposal information or source selection information during the three-year period after the end of the assignment of such employee.
   (2) Paragraph (1) applies to any person who--
      (A) is a present or former official of the United States, or a person who is acting or has acted for or on behalf of, or who is advising or has advised the United States with respect to, a Federal agency procurement; and
      (B) by virtue of that office, employment, or relationship has or had access to contractor bid or proposal information or source selection information. 
(b) Prohibition on obtaining procurement information. A person shall not, other than as provided by law, knowingly obtain contractor bid or proposal information or source selection information before the award of a Federal agency procurement contract to which the information relates.
 
(c) Actions required of procurement officers when contacted by offerors regarding non-Federal employment.
   (1) If an agency official who is participating personally and substantially in a Federal agency procurement for a contract in excess of the simplified acquisition threshold contacts or is contacted by a person who is a bidder or offeror in that Federal agency procurement regarding possible non-Federal employment for that official, the official shall--      (A) promptly report the contact in writing to the official's supervisor and to the designated agency ethics official (or designee) of the agency in which the official is employed; and
      (B) (i) reject the possibility of non-Federal employment; or
         (ii) disqualify himself or herself from further personal and substantial participation in that Federal agency procurement until such time as the agency has authorized the official to resume participation in such procurement, in accordance with the requirements of section 208 of title 18, United States Code, and applicable agency regulations on the grounds that--
            (I) the person is no longer a bidder or offeror in that Federal agency procurement; or
            (II) all discussions with the bidder or offeror regarding possible non-Federal employment have terminated without an agreement or arrangement for employment.
   (2) Each report required by this subsection shall be retained by the agency for not less than two years following the submission of the report. All such reports shall be made available to the public upon request, except that any part of a report that is exempt from the disclosure requirements of section 552 of title 5, United States Code, under subsection (b)(1) of such section may be withheld from disclosure to the public.
   (3) An official who knowingly fails to comply with the requirements of this subsection shall be subject to the penalties and administrative actions set forth in subsection (e).
   (4) A bidder or offeror who engages in employment discussions with an official who is subject to the restrictions of this subsection, knowing that the official has not complied with subparagraph (A) or (B) of paragraph (1), shall be subject to the penalties and administrative actions set forth in subsection (e).
 
(d) Prohibition on former official's acceptance of compensation from contractor.
   (1) A former official of a Federal agency may not accept compensation from a contractor as an employee, officer, director, or consultant of the contractor within a period of one year after such former official--
      (A) served, at the time of selection of the contractor or the award of a contract to that contractor, as the procuring contracting officer, the source selection authority, a member of the source selection evaluation board, or the chief of a financial or technical evaluation team in a procurement in which that contractor was selected for award of a contract in excess of $ 10,000,000;
      (B) served as the program manager, deputy program manager, or administrativecontracting officer for a contract in excess of $ 10,000,000 awarded to that contractor; or
      (C) personally made for the Federal agency--
         (i) a decision to award a contract, subcontract, modification of a contract or subcontract, or a task order or delivery order in excess of $ 10,000,000 to that contractor;
         (ii) a decision to establish overhead or other rates applicable to a contract or contracts for that contractor that are valued in excess of $ 10,000,000;
         (iii) a decision to approve issuance of a contract payment or payments in excess of $ 10,000,000 to that contractor; or
         (iv) a decision to pay or settle a claim in excess of $ 10,000,000 with that contractor.
   (2) Nothing in paragraph (1) may be construed to prohibit a former official of a Federal agency from accepting compensation from any division or affiliate of a contractor that does not produce the same or similar products or services as the entity of the contractor that is responsible for the contract referred to in subparagraph (A), (B), or (C) of such paragraph.
   (3) A former official who knowingly accepts compensation in violation of this subsection shall be subject to penalties and administrative actions as set forth in subsection (e).
   (4) A contractor who provides compensation to a former official knowing that such compensation is accepted by the former official in violation of this subsection shall be subject to penalties and administrative actions as set forth in subsection (e).
   (5) Regulations implementing this subsection shall include procedures for an official or former official of a Federal agency to request advice from the appropriate designated agency ethics official regarding whether the official or former official is or would be precluded by this subsection from accepting compensation from a particular contractor.
 
(e) Penalties and administrative actions.
   (1) Criminal penalties. Whoever engages in conduct constituting a violation of subsection (a) or (b) for the purpose of either--
      (A) exchanging the information covered by such subsection for anything of value, or
      (B) obtaining or giving anyone a competitive advantage in the award of a Federal agency procurement contract,
   shall be imprisoned for not more than 5 years or fined as provided under title 18, United States Code, or both.
   (2) Civil penalties. The Attorney General may bring a civil action in an appropriate United States district court against any person who engages in conduct constituting a violation of subsection (a), (b), (c), or (d). Upon proof of such conduct by a preponderance of the evidence, the person is subject to a civil penalty. An individual who engages in such conduct is subject to a civil penalty of not more than $ 50,000 for each violation plus twice the amount of compensation which the individual received or offered for the prohibited conduct. An organization that engages in such conduct is subject to a civil penalty of not more than $ 500,000 for each violation plus twice the amount of compensation which the organization received or offered for the prohibited conduct.
   (3) Administrative actions.
      (A) If a Federal agency receives information that a contractor or a person has engaged in conduct constituting a violation of subsection (a), (b), (c), or (d), the Federal agency shall consider taking one or more of the following actions, as appropriate:         (i) Cancellation of the Federal agency procurement, if a contract has not yet been awarded.
         (ii) Rescission of a contract with respect to which--
            (I) the contractor or someone acting for the contractor has been convicted for an offense punishable under paragraph (1), or
            (II) the head of the agency that awarded the contract has determined, based upon a preponderance of the evidence, that the contractor or someone acting for the contractor has engaged in conduct constituting such an offense.
         (iii) Initiation of suspension or debarment proceedings for the protection of the Government in accordance with procedures in the Federal Acquisition Regulation.
         (iv) Initiation of adverse personnel action, pursuant to the procedures in chapter 75 of title 5, United States Code [5 USCS §§ 7501 et seq.], or other applicable law or regulation.
      (B) If a Federal agency rescinds a contract pursuant to subparagraph (A)(ii), the United States is entitled to recover, in addition to any penalty prescribed by law, the amount expended under the contract.
      (C) For purposes of any suspension or debarment proceedings initiated pursuant to subparagraph (A)(iii), engaging in conduct constituting an offense under subsection (a), (b), (c), or (d) affects the present responsibility of a Government contractor or subcontractor.
 
(f) Definitions. As used in this section:
   (1) The term "contractor bid or proposal information" means any of the following information submitted to a Federal agency as part of or in connection with a bid or proposal to enter into a Federal agency procurement contract, if that information has not been previously made available to the public or disclosed publicly:
      (A) Cost or pricing data (as defined by section 2306a(h) of title 10, United States Code, with respect to procurements subject to that section, and section 304A(h) of the Federal Property and Administrative Services Act of 1949 (41 U.S.C. 254b(h)), with respect to procurements subject to that section).
      (B) Indirect costs and direct labor rates.
      (C) Proprietary information about manufacturing processes, operations, or techniques marked by the contractor in accordance with applicable law or regulation.
      (D) Information marked by the contractor as "contractor bid or proposal information", in accordance with applicable law or regulation.
   (2) The term "source selection information" means any of the following information prepared for use by a Federal agency for the purpose of evaluating a bid or proposal to enter into a Federal agency procurement contract, if that information has not been previously made available to the public or disclosed publicly:
      (A) Bid prices submitted in response to a Federal agency solicitation for sealed bids, or lists of those bid prices before public bid opening.
      (B) Proposed costs or prices submitted in response to a Federal agency solicitation, or lists of those proposed costs or prices.
      (C) Source selection plans.
      (D) Technical evaluation plans.
      (E) Technical evaluations of proposals.
      (F) Cost or price evaluations of proposals.
      (G) Competitive range determinations that identify proposals that have a reasonable chance of being selected for award of a contract.
      (H) Rankings of bids, proposals, or competitors.
      (I) The reports and evaluations of source selection panels, boards, or advisory councils.
      (J) Other information marked as "source selection information" based on a case-by-case determination by the head of the agency, his designee, or the contracting officer that its disclosure would jeopardize the integrity or successful completion of the Federal agency procurement to which the information relates.
   (3) The term "Federal agency" has the meaning provided such term in section 3 of the Federal Property and Administrative Services Act of 1949 (40 U.S.C. 472) [40 USCS § 102].
   (4) The term "Federal agency procurement" means the acquisition (by using competitive procedures and awarding a contract) of goods or services (including construction) from non-Federal sources by a Federal agency using appropriated funds.
   (5) The term "contracting officer" means a person who, by appointment in accordance with applicable regulations, has the authority to enter into a Federal agency procurement contract on behalf of the Government and to make determinations and findings with respect to such a contract.
   (6) The term "protest" means a written objection by an interested party to the award or proposed award of a Federal agency procurement contract, pursuant to subchapter V of chapter 35 of title 31, United States Code [31 USCS §§ 3551 et seq.].
   (7) The term "official" means the following:

      (A) An officer, as defined in section 2104 of title 5, United States Code.
      (B) An employee, as defined in section 2105 of title 5, United States Code.
      (C) A member of the uniformed services, as defined in section 2101(3) of title 5, United States Code.
 
(g) Limitation on protests. No person may file a protest against the award or proposed award of a Federal agency procurement contract alleging a violation of subsection (a), (b), (c), or (d), nor may the Comptroller General of the United States consider such an allegation in deciding a protest, unless that person reported to the Federal agency responsible for the procurement, no later than 14 days after the person first discovered the possible violation, the information that the person believed constitutes evidence of the offense.
 
(h) Savings provisions. This section does not--
   (1) restrict the disclosure of information to, or its receipt by, any person or class of persons authorized, in accordance with applicable agency regulations or procedures, to receive that information;
   (2) restrict a contractor from disclosing its own bid or proposal information or the recipient from receiving that information;
   (3) restrict the disclosure or receipt of information relating to a Federal agency procurement after it has been canceled by the Federal agency before contract award unless the Federal agency plans to resume the procurement;
   (4) prohibit individual meetings between a Federal agency official and an offeror or potential offeror for, or a recipient of, a contract or subcontract under a Federal agency procurement, provided that unauthorized disclosure or receipt of contractor bid or proposal information or source selection information does not occur;
   (5) authorize the withholding of information from, nor restrict its receipt by, Congress, acommittee or subcommittee of Congress, the Comptroller General, a Federal agency, or an inspector general of a Federal agency;
   (6) authorize the withholding of information from, nor restrict its receipt by, the Comptroller General of the United States in the course of a protest against the award or proposed award of a Federal agency procurement contract; or
   (7) limit the applicability of any requirements, sanctions, contract penalties, and remedies established under any other law or regulation.

These restrictions are consistent with and do not supersede, conflict with, or otherwise alter the employee obligations, rights, or liabilities created by Executive Order No. 12958; section 7211 of title 5, United States Code (governing disclosures to Congress); section 1034 of title 10, United States Code, as amended by the Military Whistleblower Protection Act (governing disclosures of illegality, waste, fraud, abuse or public health or safety threats); the Intelligence Identities Protection Act of 1982 (50 U.S.C. 421 et seq.) (governing disclosures that could expose confidential Government agents); and the statutes which protect against disclosure that may compromise the national security, including sections 641, 793, 794, 798, and 952 of title 18, United States Code, and section 4(b) of the Subversive Activities Act of 1950 (50 U.S.C. 783(b)).  The definitions, requirements, obligations, rights, sanctions, and liabilities created by said Executive order and listed statutes are incorporated into this agreement and are controlling: Provided, That notwithstanding the preceding paragraph, a nondisclosure policy form or agreement that is to be executed by a person connected with the conduct of intelligence or intelligence-related activity, other than an employee or officer of the United States Government, may contain provisions appropriate to the particular activity for which such document is to be used.  Such form or agreement shall, at a minimum, require that the person will not disclose any classified information received in the course of such activity unless specifically authorized to do so by the United States Government.  Such nondisclosure forms shall also make it clear that they do not bar disclosures to Congress or to an authorized official of an executive agency or the Department of Justice that are essential to reporting a substantial violation of law.


ADDENDUM:

Conflict of Interest Acknowledgment and Nondisclosure Agreement 
[bookmark: wp1867889]I agree to the following: 
[bookmark: wp1867890](a) To the best of my knowledge and belief, no conflict of interest exists that may either: 
[bookmark: wp1867891](1) Diminish my capacity to impartially review the proposals submitted. 
[bookmark: wp1867892](2) Or result in a biased opinion or unfair advantage. 
[bookmark: wp1867893](b) In making the above statement, I have considered all the following factors that might place me in a position of conflict, real or apparent, with the evaluation proceedings: 
[bookmark: wp1867894](1) All my stocks, bonds, other outstanding financial interests or commitments. 
[bookmark: wp1867895](2) All my employment arrangements (past, present, and under consideration). 
[bookmark: wp1867896](3) As far as I know, all financial interests and employment arrangements of my spouse, minor children, and other members of my immediate household. 
[bookmark: wp1867897](c) I have read and understand the requirements of the Standards of Ethical Conduct for Employees of the Executive Branch (5 CFR. part 2635) and Supplemental Standards of Ethical Conduct for Employees of the General Services Administration (5 CFR. part 6701). 
[bookmark: wp1867898](d) I have a continuing obligation to disclose any circumstances that may create an actual or apparent conflict of interest. If I learn of any such conflict, I will report it immediately to the Contracting Officer. I will perform no more duties related to evaluating proposals until I receive instructions on the matter. 
[bookmark: wp1867899](e) I will use proposal information for evaluation purposes only. I understand that any authorized restriction on disclosure placed on the proposal by the prospective contractor, prospective subcontractor, or the Government applies to any reproduction or abstracted information of the proposal. 
[bookmark: wp1867900](f) I will use my best efforts to safeguard proposal information physically. I will not disclose the contents of, nor release any information about, the proposals to anyone other than: 
[bookmark: wp1867901](1) The Source Selection Evaluation Board or other panel assembled to evaluate proposals submitted in response to the solicitation identified above. 
[bookmark: wp1867902](2) Other individuals designated by the Contracting Officer. 
[bookmark: wp1867903](g) After completing evaluation, I will return to the Government all copies of the proposals and any abstracts. 
[bookmark: wp1867904](h) GSA Appropriations Act restriction: These restrictions are consistent with and do not supersede, conflict with, or otherwise alter the employee obligations, rights, or liabilities created by Executive Order No. 12958; section 7211 of title 5, United States Code (governing disclosures to Congress); section 1034 of title 10, United States Code, as amended by the Military Whistleblower Protection Act (governing disclosure to Congress by members of the military); section 2302(b)(8) of title 5, United States Codes, as amended by the Whistleblower Protection Act (governing disclosures of illegality, waste, fraud, abuse or public health or safety threats); the Intelligence Identities Protection Act of 1982 (50 U.S.C. 421 et seq.) (governing disclosures that could expose confidential Government agents); and the statutes which protect against disclosure that may compromise the national security, including sections 641, 793, 794, 798, and 952 of title 18, United States Code, and section 4(b) of the Subversive Activities Act of 1950 (50 U.S.C. 783(b). The definitions, requirements, obligations, rights, sanctions, and liabilities created by said Executive order and listed statutes are incorporated into this agreement and are controlling.


The recipient agrees to and accepts the terms and conditions as set forth above.  


Recipient’s Name: _______________________________________________




______________________________				_______________
Signature								Date
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