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1. GENERAL
1.1 The General Secretariat of the Organization of American States (GS/OAS) intends to prequalify Travel Management Companies (TMCs) to bid for the Contract for Travel Management Services.
1.2 The scope of work of the Contract for Travel Management Services is to provide to the GS/OAS off-site travel management services for Official Travel of the GS/OAS’ travelers, in accordance with GS/OAS policy. 
GS/OAS’ travelers are GS/OAS' staff, independent contractors, and all other persons affiliated with the GS/OAS that require air or rail transportation from and to any city. 
Official Travel is the travel that serves exclusively the following purposes: i) For an internationally recruited staff member, upon assumption of his/her initial post or upon assignment to another official duty station; ii) For carrying out a mission or other official business of the OAS; iii) For purposes of home leave; and, iv) For repatriation on separation from service.

1.3 The travel of the GS/OAS is focused on Latin America and the Caribbean. Travel itineraries are sometimes complex, last minute and in need of updates to accommodate adjusted travel plans. The GS/OAS’ total travel costs were approximately $7.68M in 2009, $7.5M in 2010 and $3.7M during the fist half of 2011.
2. Eligibility and Qualification Criteria
2.1 Prequalification is open to firms and joint ventures that do not fall under the prohibitions outlined in the Conflict of Interest Statement, Appendix 3 of this Invitation for Prequalification.
2.2 Prequalification will be based on the Applicant meeting the minimum pass/fail criteria specified below, as demonstrated by the Applicant's responses in the Application Form, Appendix 2 of this Invitation for Prequalification.
2.3 Qualification Criteria:

To be prequalified the Applicant must demonstrate to the GS/OAS that it substantially satisfies the following requirements:

2.3.1 Service coverage: The Applicants shall be able to handle international travel to and from Latin American, North America and the Caribbean.
2.3.2 Experience:  The Applicant shall meet the following minimum criteria: i) Five (5) years of successfully and continuously engaged in handling international travel to and from Latin American, North America and the Caribbean; and, ii) successful experience as prime contractor in the execution of at least five (5) projects of a nature and complexity comparable to the proposed Contract within at least three (3) years. 
2.3.3 Key personnel capabilities: The Applicant shall provide bilingual (English and Spanish) personnel to fill the following positions: Base Agents and VIP Agent. For those positions the Applicant will supply information as required in Section 3 of the Application Format, Appendix 2. 
2.3.4 Infrastructure capability: The Applicant shall have a local office within a fifty (50) mile radius of the Washington, D.C. Metropolitan Area, and be able to interface with the GS/OAS’ current or future ERP (Enterprise Resource Planning) systems, such as Microsoft Outlook, ORACLE, and Cliqbook Online booking tool.
2.4 The GS/OAS reserves the right to waive minor deviations, if they do not materially affect the capability of an Applicant to perform the Contract.
3. Preparation and Submission of Applications

3.1 The application for prequalification shall consist of the following:
a) The Letter of Application, Appendix 1; and
b) The Applications Forms, Appendix 2 and 3.
3.2 Failure to provide information which is essential to evaluate the Applicant's qualifications, or to provide timely clarification or substantiation of the information supplied may result in disqualification of the Applicant.
3.3 Submission of applications for prequalification must be received in sealed envelopes, which shall be delivered to:
The General Secretariat of the Organization of American States

Office of Procurement Services

1889 F Street, N.W., 4th Floor

Washington, DC 20006

USA

3.4 Additionally, the application for prequalification shall be submitted by electronic mail to the attention of Ms. Lili Romero-DeSimone, Director of the Office of Procurement Services. Electronic Proposals should be d sent to OASBIDSubmit@oas.org with copies to eparada@oas.org. 
3.5 Both the sealed and electronic applications must be received by the GS/OAS no later than close of business (COB), 5:30 p.m. EST, November 1st, 2011. The GS/OAS reserves the right to accept or reject late applications.
4. Prequalification and Bidding

4.1 The GS/OAS reserves the right to:

a) Amend the scope of the Contract to be bid, in which event the Contract will only be bid among those prequalified Applicants who meet the requirements of the Contract as amended;
b) Reject or accept any application; and
c) Cancel the prequalification process and reject all applications.

The GS/OAS shall neither be liable for any such actions nor be under any obligation to inform the Applicant of the grounds for them.

4.2 Applicants will be notified of the results of the prequalification by the GS/OAS in writing, by electronic mail, within a week of the date of submission of applications, without assigning any reason for the GS/OAS' decision.
4.3 Only firms and joint ventures that have been prequalified under this procedure will be invited to submit a Proposal trough a request for Proposals (RFP). A firm may apply for prequalification both individually and as part of a joint venture. However, a prequalified firm or a member of a prequalified joint venture may participate as a Bidder in only one Proposal, either individually or as a partner in a joint venture, for the Contract. 
4.4 Prequalified Bidders shall be required to update the relevant information used for prequalification at the time of submitting their Proposals to confirm their continued compliance with the qualification criteria and verification of the information provided. A Bidder shall be disqualified if it no longer meets the qualification requirements at the time of bidding.
4.5 Bidding Schedule:

The planned bidding schedule is as follows:
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Appendix 1
Letter of Application

General Secretariat of the Organization of American States

1889 F Street, N.W., 4th Floor,
Washington, D.C. 20006

USA




Attention: 
Office of Procurement Services
Subject: 
GS/OAS IFP No. 23/11 – TRAVEL MANAGEMENT SERVICES FOR THE GS/OAS
Being duly authorized to represent and act on behalf of _____________________ (hereinafter “the Applicant”), and having reviewed and fully understood all the prequalification information provided, the undersigned hereby apply to be prequalified by the General Secretariat of the Organization of American States (GS/OAS) as a Bidder for the Contract for Travel Management Services for the GS/OAS.

The GS/OAS and its authorized representatives are hereby authorized to conduct any inquiries or investigations to verify the statements, documents, and information submitted in connection with this application, and to seek clarification from our bankers and clients regarding any financial and technical aspects. This Letter of Application will also serve as authorization to any individual or authorized representative of any institution referred to in the supporting information, to provide such information deemed necessary and requested by the GS/OAS to verify statements and information provided in this application, or with regard to the resources, experience, and competence of the Applicant.
Any notice or request required to be given or made under this Invitation for Prequalification process shall have been duly made or given to the Applicant’s point of contact addressed as follows: 

Name of Applicant: 


_____________________

Head office address:

_____________________






_____________________

Contact:



_____________________

Telephone:



_____________________

Fax:



_____________________

E-mail:



_____________________

Find attached to this letter the Application Form and the Conflict of Interest Statement.

Sincerely,

___________________________
(Printed name and signature of
Applicant’s representative)

Appendix 2
Application Form
1. SERVICE COVERAGE

1.1 Applicant is capable to provide off-site travel management services for Official Travel of the GS/OAS’ travelers, in accordance with GS/OAS policy. 
YES ____

NO ____

Comments:

1.2 Applicant is capable to handle international travel originated from the following countries:
	1
	Antigua and Barbuda
	YES ____
NO ____

	2
	Bahamas
	YES ____
NO ____

	3
	Barbados
	YES ____
NO ____

	4
	Dominica
	YES ____
NO ____

	5
	Dominican Republic 
	YES ____
NO ____

	6
	Grenada
	YES ____
NO ____

	7
	Haiti
	YES ____
NO ____

	8
	Jamaica
	YES ____
NO ____

	9
	Saint Kitts and Nevis
	YES ____
NO ____

	10
	Saint Lucia
	YES ____
NO ____

	11
	Saint Vincent and the Grenadines 
	YES ____
NO ____

	12
	Trinidad and Tobago
	YES ____
NO ____

	13
	Argentina
	YES ____
NO ____

	14
	Belize
	YES ____
NO ____

	15
	Bolivia
	YES ____
NO ____

	16
	Brazil
	YES ____
NO ____

	17
	Canada
	YES ____
NO ____

	18
	Chile
	YES ____
NO ____

	19
	Colombia
	YES ____
NO ____

	20
	Costa Rica
	YES ____
NO ____

	21
	Ecuador
	YES ____
NO ____

	22
	El Salvador
	YES ____
NO ____

	23
	Guatemala
	YES ____
NO ____

	24
	Guyana
	YES ____
NO ____

	25
	Honduras
	YES ____
NO ____

	26
	Mexico
	YES ____
NO ____

	27
	Nicaragua
	YES ____
NO ____

	28
	Panama
	YES ____
NO ____

	29
	Paraguay
	YES ____
NO ____

	30
	Peru
	YES ____
NO ____

	31
	Suriname
	YES ____
NO ____

	32
	United States of America
	YES ____
NO ____

	33
	Uruguay
	YES ____
NO ____

	34
	Venezuela
	YES ____
NO ____


Comments:

1.3 Applicant plans to perform the work in joint venture or other form of association with other firms.
YES ____

NO ____

Comments:
1.4 Applicant is able to maintain a 24-hour emergency toll-free telephone number, for use internationally and domestically, staffed by personnel capable of retrieving GS/OAS traveler’s reservation records.
YES ____

NO ____

Comments:
2. EXPERIENCE

2.1 For the last five (5) years, Applicant has been successfully and continuously engaged in handling international travel to and from Latin American, North America and the Caribbean.

YES ____

NO ____

Comments:

2.2 What is the annual travel spend of your average client? Mark with an “x”:
___ below $1,000,000

___ $1,000,000 - $9,999,999

___ $10,000,000 or above

2.3 Applicant must provide five (5) current customer references for which Applicant provides similar service at similar scale to those required in this IFP. Provision of references constitutes permission to the GS/OAS to contact them.

	Company Name


	

	Contact Name


	

	Title


	

	Phone Number


	

	Service Description


	

	Date service began 
	


	Company Name


	

	Contact Name


	

	Title


	

	Phone Number


	

	Service Description


	

	Date service began
	


	Company Name


	

	Contact Name


	

	Title


	

	Phone Number


	

	Service Description


	

	Date service began
	


	Company Name


	

	Contact Name


	

	Title


	

	Phone Number


	

	Service Description


	

	Date service began 
	


	Company Name


	

	Contact Name


	

	Title


	

	Phone Number


	

	Service Description


	

	Date service began 
	


3. KEY PERSONnEL capabilities

3.1 Applicant is able to provide a minimum of forty percent (40%) of base travel agents with bi-lingual (English / Spanish) capabilities written and oral.

YES ____

NO ____

Comments:

3.2 The TMC VIP Agent has at least five (5) years of experience handling VIP level agent services and is bilingual (English / Spanish). 

YES ____

NO ____

Comments:

4. INFRASTRUCTURE CAPABILITY
4.1 Applicant has a local office within a fifty (50) mile radius of the Washington, D.C. Metropolitan Area.

YES ____

NO ____

Comments:

4.2 Applicant’s systems interface at no cost for the GS/OAS with the GS/OAS’ current or future ERP (Enterprise Resource Planning) systems, such as:  Microsoft Outlook, ORACLE, and Cliqbook Online booking tool.

YES ____

NO ____

Comments:
Sincerely,

___________________________
(Printed name and signature of
Applicant’s representative)

Appendix 3

Conflict of Interest Statement

I ____________________, representative of ___________________ (Applicant’s name), declare that ______________ (Applicant’s name) does not fall under the following prohibitions:  

a) A staff member of GS/OAS;

b) Any person who has held the post of Secretary General or Assistant Secretary General, or a position of trust unless the contract is approved by the Secretary General or the Chief of Staff of the Secretary General;

c) Any delegate, diplomatic representative, or other government employee of an OAS Member State;

d) Any relative of a GS/OAS staff member above the P-3 level or a relative of any other GS/OAS staff member who has authority to issue the subject contract;

e) Any relative of a representative or delegate of a Member State to the OAS;

f) Any person who has entered into a performance contract terminated by GS/OAS for cause under Chapter 8 of the Performance Contract Rules;

g) Any person employed by an institution that is receiving funds from the GS/OAS as part of a GS/OAS project, except in those cases where the employee is on leave without pay from that institution;

h) Any person who is legally incompetent; any person who is on trial in a criminal court of any OAS Member State; or any person convicted of a serious criminal offense in one of the Member States;

i) Any person who has defaulted on and/or failed to perform satisfactorily an existing or previous performance contract or procurement contract with GS/OAS;

j) Any person who does not have a valid visa to work in the country where the performance contract is to be performed and who cannot obtain one prior to the contract initiation date; 

k) Any elected official of an OAS Organ, unless the performance contract is not for or in relation to the organ on which the official serves.

Sincerely,

___________________________
(Printed name and signature of
 Applicant’s representative)
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