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FOUR BANDS

COMMUNITY FUND

Request for Proposal (RFP): Travel Agency Services with Federal Compliance

Issued By:

Four Bands Community Fund

412 S. Main Street, PO Box 932, Eagle Butte, SD 57625
Date Issued: January 14, 2025

Submission Deadline: February 14, 2025

Introduction

Four Bands Community Fund is soliciting proposals from qualified travel agencies
to provide comprehensive travel management services. All proposals must
demonstrate compliance with federal travel requirements, including applicable
laws, regulations, and reporting standards. Preference will be given to agencies
with a proven track record of managing federally compliant travel and expertise in
providing native/local services.

Objectives
The objectives include:
1. Ensuring travel arrangements comply with federal regulations and travel policies.
2. Managing travel in a cost-effective and efficient manner.
3. Leveraging local/native expertise to enhance traveler experiences.
4. Delivering comprehensive reporting for federal audit and oversight purposes.

Scope of Work
The selected agency will be required to:
1. Travel Bookings: Air, rail, road, and accommodation arrangements that comply with
federal regulations (e.g., Fly America Act, per diem guidelines).
2. Compliance Management: Ensure all bookings adhere to federal travel policies and
provide documentation for audits.
3. Local/Native Expertise: Access and utilize native/local services where applicable,
ensuring alignment with federal and local requirements.
4. Emergency Assistance: Provide 24/7 traveler support for emergencies, changes, or
disruptions.
5. Travel Reporting: Generate detailed travel reports that meet federal requirements for
transparency and accountability.
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Federal Compliance Requirements
Proposals must demonstrate the agency’s ability to:

Adhere to the Fly America Act and related regulations.

Comply with the Federal Travel Regulation (FTR).

Implement processes aligned with General Services Administration (GSA) guidelines,
including approved per diem rates.

Provide itemized receipts and documentation for audit readiness.

Proposal Requirements
Proposals must include:

1.

2.

3.

Agency Overview: Company profile, including experience with federal travel
management.

Services Offered: Detailed descriptions of travel services, including native/local
offerings.

Pricing Structure: Transparent breakdown of costs, including federal discounts and
fees.

References: List at least three references from federal or similarly regulated clients.
Technology Tools: Description of booking, tracking, and reporting tools compliant with
federal standards.

Emergency Support Plan: Outline of services available for 24/7 traveler assistance.

Evaluation Criteria
Proposals will be evaluated based on:

Compliance: Proven ability to meet federal travel requirements.

Experience: Expertise in managing federally compliant travel and native/local
services.

Cost Effectiveness: Competitive pricing, including federal discounts.
Technology: Use of secure, compliant platforms for booking and reporting.
Client Support: Quality and responsiveness of traveler support services.

Submission Instructions

Submit proposals by February 14, 2025 to:

Darla Lawrence, Director of Finance

Email: darla@fourbands.org

Subject: Proposal for Federally Compliant Travel Agency Services

For questions, contact Darla at 605-964-9333 or darla@fourbands.org
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Timeline
e RFP Issued: January 14, 2025
e Submission Deadline: February 14, 2025
o Evaluation Period: February 15t - 27t 2025
¢ Notification of Selection: February 28, 2025

Note: Four Bands Community Fund reserves the right to accept or reject any or all proposals
and is not obligated to select the lowest-cost proposal.
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