


Time is of the essence.
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Travel Management Company Services

Scope Description: The Jet Propulsion Laboratory (JPL) is reviewing options to find Small Businesses and/or Small Business Joint Ventures or Teams led by a Small Business with experience performing the below scope tasks.

The Subcontractor shall assist JPL by providing end-to-end travel management services, including reservation and ticketing, technology integration, traveler support, policy enforcement, data reporting, and compliance management for domestic and international travel conducted by JPL employees, contractors, and authorized travelers. 

JPL is a Federally Funded Research and Development Center (FFRDC) managed by Caltech University in support of the National Aeronautics and Space Administration (NASA).

Minimum Qualifications: Experience and capabilities in all of the tasks listed below.
NAICS Code: 561599 – All Other Travel Arrangement and Reservation Services
SBA Size Standard: $32.5 Million
	

	Company Information

	Company Name
	

	Address
	

	Point of Contact
	

	Email
	

	CAGE/UEI
	

	Socioeconomic Classifications
	☐ SB   
☐ SDB   
☐ WOSB  
☐ VOSB  
☐ SBA Certified SDVOSB      
☐ SBA Certified HUBZone   
☐ HBCU/MSI   














In the charts below, type an “X” for each of the areas applicable to your capabilities and experience.
	
	Certifications
	Yes
	No

	1.
	Is your company considered a small business under the 561599 NAICS code size standard?
	
	



	[bookmark: _Hlk158977638]
	Scope Tasks 
	Yes
	No

	1.
	Experience providing and managing domestic and internal travel itineraries
	
	

	2.
	Experience working with government per diem rates, JPL rates and corporate contract rates when applicable while complying with negotiated contractual policies
	
	

	Technology and System Requirements:

	3.
	Experience using SAP Concur Online Booking Tool and integration
	
	

	4.
	Provide around-the-clock customer service for users and organizational administrators
	
	

	5.
	Ensure cybersecurity and data privacy of employees
	
	

	6.
	Designing automated booking data with expense data transfer
	
	

	Policy Requirements:

	7.
	Enforce organizational travel policies while ensuring compliance to the Federal Acquisition Regulations
	
	

	8.
	Designing reports on policy exceptions and costs
	
	

	9.
	Designing memos for airfare in congruent to the Fly America Act standards
	
	

	Data and Risk Management Requirements:

	10
	Design reports on travel spending and compliance
	
	

	11.
	Enable to process refunds within 3 business days
	
	

	12.
	Ability to assign a dedicated Account Manager and support team
	
	

	13.
	Experience Using Everbridge location and tracking service provider
	
	

	14.
	Conduct risk assessments and emergency assistance for travelers
	
	



Please give us 3 or more examples of your relevant past performance in the format below. Feel free to use Microsoft Word, PowerPoint, or PDF format, as separate attachments. Under “Scope Tasks that Apply,” please refer to the above Scope Tasks in the second table. List all applicable scope tasks that apply to your past performance separated by comma (ie. 2,4,6,8).
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Past Performance #1

	Contract Name: 

	Issuing Agency: 
	Contract #:
	

	Contract $ Value:
	Period of Perf:
	 

	Tier 1 (Prime) /Tier 2/ Tier 3?:

	Summarized Scope of Work – Provide Technical Details Here

	 








	Scope Tasks that Apply (1-14)
	





















	
	
Past Performance #2

	Contract Name: 

	Issuing Agency: 
	Contract #:
	

	Contract $ Value:
	Period of Perf:
	 

	Tier 1 (Prime) /Tier 2/ Tier 3?:

	Summarized Scope of Work – Provide Technical Details Here

	 








	Scope Tasks that Apply (1-14)
	




















	
Past Performance #3

	Contract Name: 

	Issuing Agency: 
	Contract #:
	

	Contract $ Value:
	Period of Perf:
	 

	Tier 1 (Prime) /Tier 2/ Tier 3?:

	Summarized Scope of Work – Provide Technical Details Here

	 








	Scope Tasks that Apply (1-14)
	





Please include “Travel Management Company Services” in the subject line of your email to smallbusiness.programsoffice@jpl.nasa.gov. The Small Business Programs Office may contact you to ask questions or request further information. 


DISCLAIMER: There is no commitment or guarantee on the part of JPL to move forward with a Request for Information (RFI) or Request for Proposal (RFP) at this time.


© 2025. California Institute of Technology. Government sponsorship acknowledged       1 of 5| P a g e
image1.png
S0




