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7145 West Tidwell Road ~ Houston, Texas 77092 

(713)-462-7708 
www.esc4.net 

NOTICE TO OFFEROR 

ADDENDUM NO. 1 

Solicitation Number 22-01 

Request for Proposal (“RFP”)  
by Region 4 Education Service Center (“ESC”) for  

Travel Management, Travel Expense Management and Related Services 
 
This Addendum No. 1 amends the Request for Proposals (RFP) for Travel Management, 
Travel Expense Management and Related Services 22-01 (“Addendum”). To the extent of any 
discrepancy between the original RFP and this Addendum, this Addendum shall prevail. 
 
Region 4 Education Service Center (“Region 4 ESC”) requests proposals from qualified 
suppliers with the intent to enter into a Contract for Travel Management, Travel Expense 
Management and Related Services.  Addendum No. 1 is hereby issued as follows: 

Clarifications:  

1. The changes being made to this RFP are being made to replace Exhibit A which 
contained incomplete information.  

Changes to the RFP: 

1. Remove Exhibit A, Response for National Cooperative Contract, and replace with the 
version attached to this Addendum No. 1. This is the Exhibit A that should be used for 
this solicitation and submitted as part of the Offeror’s proposal.  

 
 
 
 

 
 

http://www.esc4.net/
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Exhibit A  

Response for National Cooperative Contract 
 

 
1.0 Scope of National Cooperative Contract 
 

Capitalized terms not otherwise defined herein shall have the meanings given to them in the Master 
Agreement or in the Administration Agreement between Supplier and OMNIA Partners. 

1.1 Requirement 
 

Region 4 ESC (hereinafter defined and referred to as “Principal Procurement Agency”), 
on behalf of itself and the National Intergovernmental Purchasing Alliance Company, a 
Delaware corporation d/b/a OMNIA Partners, Public Sector (“OMNIA Partners”), is 
requesting proposals for Travel Management, Travel Expense Management and 
Related Services. The intent of this Request for Proposal is any contract between 
Principal Procurement Agency and Supplier resulting from this Request for Proposal 
(“Master Agreement”) be made available to other public agencies nationally, including 
state and local governmental entities, public and private primary, secondary and higher 
education entities, non-profit entities, and agencies for the public benefit (“Public 
Agencies”), through OMNIA Partners’ cooperative purchasing program.  The Principal 
Procurement Agency has executed a Principal Procurement Agency Certificate with 
OMNIA Partners, an example of which is included as Exhibit D, and has agreed to 
pursue the Master Agreement.  Use of the Master Agreement by any Public Agency is 
preceded by their registration with OMNIA Partners as a Participating Public Agency in 
OMNIA Partners’ cooperative purchasing program.  Registration with OMNIA Partners 
as a Participating Public Agency is accomplished by Public Agencies entering into a 
Master Intergovernmental Cooperative Purchasing Agreement, an example of which is 
attached as Exhibit C, and by using the Master Agreement, any such Participating Public 
Agency agrees that it is registered with OMNIA Partners, whether pursuant to the terms 
of the Master Intergovernmental Purchasing Cooperative Agreement or as otherwise 
agreed to.  The terms and pricing established in the resulting Master Agreement 
between the Supplier and the Principal Procurement Agency will be the same as that 
available to Participating Public Agencies through OMNIA Partners.   

 
All transactions, purchase orders, invoices, payments etc., will occur directly between 
the Supplier and each Participating Public Agency individually, and neither OMNIA 
Partners, any Principal Procurement Agency nor any Participating Public Agency, 
including their respective agents, directors, employees or representatives, shall be liable 
to Supplier for any acts, liabilities, damages, etc., incurred by any other Participating 
Public Agency. Supplier is responsible for knowing the tax laws in each state. 

 
This Exhibit A defines the expectations for qualifying Suppliers based on OMNIA 
Partners’ requirements to market the resulting Master Agreement nationally to Public 
Agencies.  Each section in this Exhibit A refers to the capabilities, requirements, 
obligations, and prohibitions of competing Suppliers on a national level in order to serve 
Participating Public Agencies through OMNIA Partners. 

 
These requirements are incorporated into and are considered an integral part of this 
RFP.  OMNIA Partners reserves the right to determine whether to make the Master 
Agreement awarded by the Principal Procurement Agency available to Participating 
Public Agencies, in its sole and absolute discretion, and any party submitting a response 
to this RFP acknowledges that any award by the Principal Procurement Agency does 
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not obligate OMNIA Partners to make the Master Agreement available to Participating 
Procurement Agencies. 
 

1.2 Marketing, Sales and Administrative Support 
 

During the term of the Master Agreement OMNIA Partners intends to provide marketing, 
sales, partnership development and administrative support for Supplier pursuant to this 
section that directly promotes the Supplier’s products and services to Participating 
Public Agencies through multiple channels, each designed to promote specific products 
and services to Public Agencies on a national basis. 
 
OMNIA Partners will assign the Supplier a Director of Partner Development who will 
serve as the main point of contact for the Supplier and will be responsible for managing 
the overall relationship between the Supplier and OMNIA Partners.  The Director of 
Partner Development will work with the Supplier to develop a comprehensive strategy 
to promote the Master Agreement and will connect the Supplier with appropriate 
stakeholders within OMNIA Partners including, Sales, Marketing, Contracting, Training, 
and Operations & Support. 

 
The OMNIA Partners marketing team will work in conjunction with Supplier to promote 
the Master Agreement to both existing Participating Public Agencies and prospective 
Public Agencies through channels that may include: 
 
A. Marketing collateral (print, electronic, email, presentations) 

B. Website  

C. Trade shows/conferences/meetings 

D. Advertising 

E.  Social Media 

 
The OMNIA Partners sales teams will work in conjunction with Supplier to promote the 
Master Agreement to both existing Participating Public Agencies and prospective Public 
Agencies through initiatives that may include: 
 
A. Individual sales calls  

B. Joint sales calls 

C. Communications/customer service 

D. Training sessions for Public Agency teams 

E. Training sessions for Supplier teams 

 
The OMNIA Partners contracting teams will work in conjunction with Supplier to promote 
the Master Agreement to both existing Participating Public Agencies and prospective 
Public Agencies through: 
 
A. Serving as the subject matter expert for questions regarding joint powers authority 

and state statutes and regulations for cooperative purchasing 

B. Training sessions for Public Agency teams 

C. Training sessions for Supplier teams 

D. Regular business reviews to monitor program success 
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E. General contract administration 

 
Suppliers are required to pay an Administrative Fee of 3% of the greater of the Contract 
Sales under the Master Agreement and Guaranteed Contract Sales under this Request 
for Proposal.  Supplier will be required to execute the OMNIA Partners Administration 
Agreement (Exhibit B). 
 

1.3 Estimated Volume 
 

The dollar volume purchased under the Master Agreement is estimated to be 
approximately $20M annually.  While no minimum volume is guaranteed to Supplier, 
the estimated annual volume is projected based on the current annual volumes among 
the Principal Procurement Agency, other Participating Public Agencies that are 
anticipated to utilize the resulting Master Agreement to be made available to them 
through OMNIA Partners, and volume growth into other Public Agencies through a 
coordinated marketing approach between Supplier and OMNIA Partners.   

 
1.4 Award Basis 

 
The basis of any contract award resulting from this RFP made by Principal Procurement 
Agency will, at OMNIA Partners’ option, be the basis of award on a national level through 
OMNIA Partners.  If multiple Suppliers are awarded by Principal Procurement Agency 
under the Master Agreement, those same Suppliers will be required to extend the 
Master Agreement to Participating Public Agencies through OMNIA Partners.  Utilization 
of the Master Agreement by Participating Public Agencies will be at the discretion of the 
individual Participating Public Agency. Certain terms of the Master Agreement 
specifically applicable to the Principal Procurement Agency (e.g. governing law) are 
subject to modification for each Participating Public Agency as Supplier, such 
Participating Public Agency and OMNIA Partners shall agree without being in conflict 
with the Master Agreement as a condition of the Participating Agency’s purchase and 
not a modification of the Master Agreement applicable to all Participating Agencies.  
Participating Agencies may request to enter into a separate supplemental agreement to 
further define the level of service requirements over and above the minimum defined in 
the Master Agreement (i.e. invoice requirements, order requirements, specialized 
delivery, diversity requirements such as minority and woman owned businesses, 
historically underutilized business, governing law, etc.) (“Supplemental Agreement”).  It 
shall be the responsibility of the Supplier to comply, when applicable, with the prevailing 
wage legislation in effect in the jurisdiction of the Participating Agency.  It shall further 
be the responsibility of the Supplier to monitor the prevailing wage rates as established 
by the appropriate department of labor for any increase in rates during the term of the 
Master Agreement and adjust wage rates accordingly.  In instances where supplemental 
terms and conditions create additional risk and cost for Supplier, Supplier and 
Participating Public Agency may negotiate additional pricing above and beyond the 
stated contract not-to-exceed pricing so long as the added price is commensurate with 
the additional cost incurred by the Supplier. Any supplemental agreement developed as 
a result of the Master Agreement is exclusively between the Participating Agency and 
the Supplier (Contract Sales are reported to OMNIA Partners).   
 
All signed Supplemental Agreements and purchase orders issued and accepted by the 
Supplier may survive expiration or termination of the Master Agreement. Participating 
Agencies’ purchase orders may exceed the term of the Master Agreement if the 
purchase order is issued prior to the expiration of the Master Agreement.  Supplier is 
responsible for reporting all sales and paying the applicable Administrative Fee for sales 
that use the Master Agreement as the basis for the purchase order, even though Master 
Agreement may have expired. 
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1.5 Objectives of Cooperative Program  

 
This RFP is intended to achieve the following objectives regarding availability through 
OMNIA Partners’ cooperative program:  
 
A. Provide a comprehensive competitively solicited and awarded national agreement 

offering the Products covered by this solicitation to Participating Public Agencies; 
B. Establish the Master Agreement as the Supplier’s primary go to market strategy to 

Public Agencies nationwide; 
C. Achieve cost savings for Supplier and Public Agencies through a single solicitation 

process that will reduce the Supplier’s need to respond to multiple solicitations and 
Public Agencies need to conduct their own solicitation process; 

D. Combine the aggregate purchasing volumes of Participating Public Agencies to 
achieve cost effective pricing. 
 

2.0 REPRESENTATIONS AND COVENANTS 
 

As a condition to Supplier entering into the Master Agreement, which would be available to all 

Public Agencies, Supplier must make certain representations, warranties and covenants to 

both the Principal Procurement Agency and OMNIA Partners designed to ensure the success 

of the Master Agreement for all Participating Public Agencies as well as the Supplier. 

 
2.1 Corporate Commitment 

 

Supplier commits that (1) the Master Agreement has received all necessary corporate 
authorizations and support of the Supplier’s executive management, (2) the Master 
Agreement is Supplier's primary “go to market” strategy for Public Agencies, (3) the 
Master Agreement will be promoted to all Public Agencies, including any existing 
customers, and Supplier will transition existing customers, upon their request, to the 
Master Agreement, and (4) that the Supplier has read and agrees to the terms and 
conditions of the Administration Agreement with OMNIA Partners and will execute such 
agreement concurrent with and as a condition of its execution of the Master Agreement 
with the Principal Procurement Agency. Supplier will identify an executive corporate 
sponsor and a separate national account manager within the RFP response that will be 
responsible for the overall management of the Master Agreement. 
 

2.2 Pricing Commitment 
 
Supplier commits the not-to-exceed pricing provided under the Master Agreement 
pricing is its lowest available (net to buyer) to Public Agencies nationwide and further 
commits that if a Participating Public Agency is eligible for lower pricing through a 
national, state, regional or local or cooperative contract, the Supplier will match such 
lower pricing to that Participating Public Agency under the Master Agreement. 
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2.3 Sales Commitment 
 
Supplier commits to aggressively market the Master Agreement as its go to market 
strategy in this defined sector and that its sales force will be trained, engaged and 
committed to offering the Master Agreement to Public Agencies through OMNIA 
Partners nationwide. Supplier commits that all Master Agreement sales will be 
accurately and timely reported to OMNIA Partners in accordance with the OMNIA 
Partners Administration Agreement.  Supplier also commits its sales force will be 
compensated, including sales incentives, for sales to Public Agencies under the Master 
Agreement in a consistent or better manner compared to sales to Public Agencies if the 
Supplier were not awarded the Master Agreement.  
 

3.0 SUPPLIER RESPONSE 
 
Supplier must supply the following information for the Principal Procurement Agency to 
determine Supplier’s qualifications to extend the resulting Master Agreement to Participating 
Public Agencies through OMNIA Partners.   

 
3.1 Company 

 
A. Brief history and description of Supplier to include experience providing similar 

products and services. 
B. Total number and location of salespersons employed by Supplier. 
C. Number and location of support centers (if applicable) and location of corporate 

office. 
D. Annual sales for the three previous fiscal years. 

a. Submit FEIN and Dunn & Bradstreet report. 
E. Describe any green or environmental initiatives or policies. 
F. Describe any diversity programs or partners supplier does business with and how 

Participating Agencies may use diverse partners through the Master Agreement.  
Indicate how, if at all, pricing changes when using the diversity program. If there are 
any diversity programs, provide a list of diversity alliances and a copy of their 
certifications. 

G. Indicate if supplier holds any of the below certifications in any classified areas and 
include proof of such certification in the response: 

a. Minority Women Business Enterprise 
  Yes      No 
If yes, list certifying agency: ___________________________________ 

b.  Small Business Enterprise (SBE) or Disadvantaged Business Enterprise     
     (DBE)  

 Yes      No 
If yes, list certifying agency: ___________________________________ 

c. Historically Underutilized Business (HUB) 
 Yes      No 

If yes, list certifying agency: ___________________________________ 
d. Historically Underutilized Business Zone Enterprise (HUBZone) 

 Yes      No 
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If yes, list certifying agency: ___________________________________ 
e. Other recognized diversity certificate holder 

 Yes      No 
 
If yes, list certifying agency: ____________________________________ 

H. List any relationships with subcontractors or affiliates intended to be used when 
providing services and identify if subcontractors meet minority-owned standards. If 
any, list which certifications subcontractors hold and certifying agency.  

I. Describe how supplier differentiates itself from its competitors. 
 

J. Describe any present or past litigation, bankruptcy or reorganization involving 
supplier.  

K. Felony Conviction Notice: Indicate if the supplier 
a. is a publicly held corporation and this reporting requirement is not applicable; 
b. is not owned or operated by anyone who has been convicted of a felony; or 
c. is owned or operated by and individual(s) who has been convicted of a felony 

and provide the names and convictions. 
L. Describe any debarment or suspension actions taken against supplier 

 
3.2 Distribution, Logistics 

 

A. Each offeror awarded an item under this solicitation may offer their complete product 
and service offering/a balance of line. Describe the full line of products and services 
offered by supplier. 
 

B. Describe how supplier proposes to distribute the products/service nationwide. 
Include any states where products and services will not be offered under the Master 
Agreement, including U.S. Territories and Outlying Areas. 

 
C. Describe how Participating Agencies are ensured they will receive the Master 

Agreement pricing; include all distribution channels such as direct ordering, retail 
or in-store locations, through distributors, etc. Describe how Participating Agencies 
verify and audit pricing to ensure its compliance with the Master Agreement. 
 

D. Identify all other companies that will be involved in processing, handling or 
shipping the products/service to the end user. 

 
E. Provide the number, size and location of Supplier’s distribution facilities, 

warehouses and retail network as applicable. 
 

3.3 Marketing and Sales 
 

A. Provide a detailed ninety-day plan beginning from award date of the Master 
Agreement describing the strategy to immediately implement the Master Agreement 
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as supplier’s primary go to market strategy for Public Agencies to supplier’s teams 
nationwide, to include, but not limited to: 
 

i. Executive leadership endorsement and sponsorship of the award as the 
public sector go-to-market strategy within first 10 days 

ii. Training and education of Supplier’s national sales force with participation 
from the Supplier’s executive leadership, along with the OMNIA Partners 
team within first 90 days 

 
B. Provide a detailed ninety-day plan beginning from award date of the Master 

Agreement describing the strategy to market the Master Agreement to current 
Participating Public Agencies, existing Public Agency customers of Supplier, as well 
as to prospective Public Agencies nationwide immediately upon award, to include, 
but not limited to: 
 

i. Creation and distribution of a co-branded press release to trade publications 
ii. Announcement, Master Agreement details and contact information 

published on the Supplier’s website within first 90 days  
iii. Design, publication and distribution of co-branded marketing materials within 

first 90 days 
iv. Commitment to attendance and participation with OMNIA Partners at 

national (i.e. NIGP Annual Forum, NPI Conference, etc.), regional (i.e. 
Regional NIGP Chapter Meetings, Regional Cooperative Summits, etc.) and 
supplier-specific trade shows, conferences and meetings throughout the 
term of the Master Agreement 

v. Commitment to attend, exhibit and participate at the NIGP Annual Forum in 
an area reserved by OMNIA Partners for partner suppliers.  Booth space will 
be purchased and staffed by Supplier.  In addition, Supplier commits to 
provide reasonable assistance to the overall promotion and marketing efforts 
for the NIGP Annual Forum, as directed by OMNIA Partners. 

vi. Design and publication of national and regional advertising in trade 
publications throughout the term of the Master Agreement 

vii. Ongoing marketing and promotion of the Master Agreement throughout its 
term (case studies, collateral pieces, presentations, promotions, etc.) 

viii. Dedicated OMNIA Partners internet web-based homepage on Supplier’s 
website with: 

• OMNIA Partners standard logo; 

• Copy of original Request for Proposal; 

• Copy of Master Agreement and amendments between Principal 
Procurement Agency and Supplier; 

• Summary of Products and pricing; 

• Marketing Materials 

• Electronic link to OMNIA Partners’ website including the online 
registration page; 

• A dedicated toll-free number and email address for OMNIA Partners 
C. Describe how Supplier will transition any existing Public Agency customers’ 

accounts to the Master Agreement available nationally through OMNIA Partners. 



 
Travel Management, Travel Expense Management and Related Services 
Solicitation Number 22-01 
Addendum No. 1                                               Page 9 of 11 

Include a list of current cooperative contracts (regional and national) Supplier holds 
and describe how the Master Agreement will be positioned among the other 
cooperative agreements. 
 

D. Acknowledge Supplier agrees to provide its logo(s) to OMNIA Partners and agrees 
to provide permission for reproduction of such logo in marketing communications 
and promotions.  Acknowledge that use of OMNIA Partners logo will require 
permission for reproduction, as well. 
 

E. Confirm Supplier will be proactive in direct sales of Supplier’s goods and services to 
Public Agencies nationwide and the timely follow up to leads established by OMNIA 
Partners. All sales materials are to use the OMNIA Partners logo. At a minimum, the 
Supplier’s sales initiatives should communicate: 
 

i. Master Agreement was competitively solicited and publicly awarded by a 
Principal Procurement Agency 

ii. Best government pricing 
iii. No cost to participate 
iv. Non-exclusive  

 
F. Confirm Supplier will train its national sales force on the Master Agreement.  At a 

minimum, sales training should include: 
 

i. Key features of Master Agreement 
ii. Working knowledge of the solicitation process 
iii. Awareness of the range of Public Agencies that can utilize the Master 

Agreement through OMNIA Partners 
iv. Knowledge of benefits of the use of cooperative contracts 

 
G. Provide the name, title, email and phone number for the person(s), who will be 

responsible for:  
 

i. Executive Support 
ii. Marketing 
iii. Sales 
iv. Sales Support 
v. Financial Reporting 
vi. Accounts Payable 
vii. Contracts 

 
H. Describe in detail how Supplier’s national sales force is structured, including contact 

information for the highest-level executive in charge of the sales team. 
 

I.  Explain in detail how the sales teams will work with the OMNIA Partners team to 
implement, grow and service the national program. 

 
I. Explain in detail how Supplier will manage the overall national program throughout 

the term of the Master Agreement, including ongoing coordination of marketing and 
sales efforts, timely new Participating Public Agency account set-up, timely contract 
administration, etc. 
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J. State the amount of Supplier’s Public Agency sales for the previous fiscal year.  
Provide a list of Supplier’s top 10 Public Agency customers, the total purchases for 
each for the previous fiscal year along with a key contact for each. 

 
K. Describe Supplier’s information systems capabilities and limitations regarding order 

management through receipt of payment, including description of multiple platforms 
that may be used for any of these functions. 

 

L. Provide the Contract Sales (as defined in Section 10 of the OMNIA Partners 
Administration Agreement) that Supplier will guarantee each year under the Master 
Agreement for the initial three years of the Master Agreement (“Guaranteed Contract 
Sales”). 

 
$_______.00 in year one 
$_______.00 in year two 
$_______.00 in year three 
 
To the extent Supplier guarantees minimum Contract Sales, the Administrative 
Fee shall be calculated based on the greater of the actual Contract Sales and 
the Guaranteed Contract Sales. 
 

M. Even though it is anticipated many Public Agencies will be able to utilize the Master 
Agreement without further formal solicitation, there may be circumstances where 
Public Agencies will issue their own solicitations. The following options are available 
when responding to a solicitation for Products covered under the Master Agreement.  
 

i. Respond with Master Agreement pricing (Contract Sales reported to 
OMNIA Partners). 

ii. If competitive conditions require pricing lower than the standard Master 
Agreement not-to-exceed pricing, Supplier may respond with lower 
pricing through the Master Agreement. If Supplier is awarded the 
contract, the sales are reported as Contract Sales to OMNIA Partners 
under the Master Agreement.  

iii. Respond with pricing higher than Master Agreement only in the unlikely 
event that the Public Agency refuses to utilize Master Agreement 
(Contract Sales are not reported to OMNIA Partners). 

iv. If alternative or multiple proposals are permitted, respond with pricing 
higher than Master Agreement, and include Master Agreement as the 
alternate or additional proposal. 

 
Detail Supplier’s strategies under these options when responding to a solicitation. 
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RECEIPT OF ADDENDUM NO. 1 - ACKNOWLEDGEMENT  
 

Offeror shall acknowledge this addendum by signing below and include in their proposal 
response.  
 
 
Company Name  ______________________________________ 
 
Contact Person _______________________________________ 
 
Signature ____________________________________________ 
 
Date ________________________________________________ 
 
 
 
 
Crystal Wallace 
Region 4 Education Service Center 
Business Operations Specialist 
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