NEWYORK | Office of General Services
STATE OF

orrortunv. | Procurement Services

Corning Tower, Empire State Plaza, Albany, NY 12242 | https://ogs.ny.gov/procurement | customer.services@ogs.ny.gov | 518-474-6717

Contract Award Notification Update

Subject: Contract Extension

DATE: October 7, 2020 AWARD #: 22536 GROUP #: 79005
AWARD DESCRIPTION: Travel Management Services (Statewide)
CONTRACT PERIOD: January 20, 2015 — April 20, 2021

CONTACT: Mark Milstein | 518-402-5005 | travelcoordinator@ogs.ny.gov
CONTRACT NO.: PS66730 CONTRACTOR: Child Travel New York, Inc., DBA Direct Travel

The above referenced contract with Child Travel New York Inc., DBA Direct Travel was extended through
April 20, 2021.

Please direct any inquiries to the Statewide Travel Coordinator listed above.

All other terms and conditions remain unchanged.
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NEWYORK | Office of General Services
STATE OF
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Contract Award Notification Update

Subject: Contract Amendment and Additional Transaction Fees

DATE: September 2, 2020 AWARD #: 22536 GROUP #: 79005
AWARD DESCRIPTION: Contract Amendment and Additional Transaction Fees
CONTRACT PERIOD: January 20, 2015 — January 20, 2021

CONTACT: Mark Milstein | 518-402-5005 | travelcoordinator@ogs.ny.gov
CONTRACT NO.: PS66730 CONTRACTOR: Child Travel New York, Inc., DBA Direct Travel

Due to COVID-19 and the health emergency, the volume of cancellations and unused tickets exceeded
the amount expected, the Contract was amended to allow for additional transaction fees.

Section 1. Section 2.2 “Fees” of the Contract is deleted in its entirety and replaced with the amended
Section 2.2 “Fees” with the following language (see below).

Section 2. Part 2 “Fees” of Appendix D is deleted and replaced with the amended Section 2. Part 2 “Fees”
of Appendix D with the following language (see below).

Section 3. Part 3 “Glossary” of Appendix D is deleted in its entirety and replaced with the following
language (see below),

The modification agreement is included in the Agreement on the Contractor Information Summary page of
the Award at: https://online.ogs.ny.gov/purchase/snt/awardnotes/7900522536Agreement_TMS.pdf

All other terms and conditions remain unchanged.

Please direct any inquiries to the Statewide Travel Coordinator listed above.
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Section 1. Section 2.2 of the Contract is deleted in its entirety and replaced with the following language:

2.2 FEES
Contractor’s Transaction Fees are set forth in Appendix D, Part 2 Fees.

1. Transaction Fees.
a. The Contractor shall only be allowed to charge the following types of Transaction
Fees:
i. An Agent Assisted or Online Airline Transaction Fee for issuance of a ticket for
air travel;
ii. An Agent Assisted or Online Rail Transaction Fee for issuance of a ticket for
rail travel; and,
iii. An Emergency/After-Hours Call Transaction Fee per call to the
Emergency/After-Hours Travel Service; and
iv. An Agent Assisted or Online Transaction Fee for cancellation of a ticket for air
travel; and
V. An Agent Assisted or Online Transaction Fee for cancellation of a ticket for rail
travel; and
vi. An Exchange Transaction Fee of a ticket for air or rail travel; and
vii. An UATP Account Transaction Fee.

b. The Transaction Fees is all inclusive. All expenses must be covered in the
Transaction Fee and no additional expenses may be charged to the State.

c. The Contractor may charge a lower Transaction Fee for services performed but may
not charge a Transaction Fee that exceeds the Fee Amount per Ticket and Fee
Amount per Call as indicated in Appendix D, Part 2 Fees.

d. All other travel services provided by Bidder shall be provided at no additional cost to
the State.

2. Airline and Rail Transaction Fees.

a. A Transaction Fee applies for all reservations related to one itinerary for which an
air or rail ticket is issued. One Transaction Fee may be charged per trip, for booking
and ticketing air or rail travel. For purposes of Airline and Rail Transaction Fees, a
"Trip" means all segments booked for one individual at one time for one itinerary (See
Appendix D, Part 3 Glossary). For example, a trip out and back (e.g., a trip from
Albany to Philadelphia and return) booked at one time shall count as one Trip for
Transaction Fee purposes.

b. If itinerary changes by the travel supplier, and not the Authorized User, result in
ticket reissue, ticket reissue by the Contractor shall be done at no cost to the
Authorized User.

c. If changesin the itinerary are at the request of the Authorized User require the issuance
of a ticket an additional Transaction Fee may be charged to the Authorized User.

d. A Transaction Fee shall not be charged for activities that do not result in the
issuance or cancellation of a ticket (e.g., research of travel arrangements,
use of customer support services for technical support or assistance with the
Online Travel Reservation System, completing changes to existing arrangements
prior to ticket issuance, air and/or rail reservations for which tickets are not issued,
changes to a reservation which do not result in the issuance or cancellation of a
ticket, voids, refunds or credits for unused tickets, etc.).

e. The Transaction Fee may only be charged at time of ticket issuance or cancellation of
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a ticket. The fee is non-refundable if the travel is subsequently cancelled.

The Contractor shall not charge a Transaction Fee for cancellations made prior to
issuance of tickets.

All air and rail travel, both domestic and international, shall have the same
Transaction Fee. Contractor cannot charge a different fee for domestic and
international air and rail travel. This applies to both agent assisted and online
reservations for air and rail travel.

All exchange transactions for air or rail travel must be made through the contractor’s
travel agent whether the original ticket was issued through the Online Travel
Reservation System or with the Contractor’s travel agent, ticket exchanges are not
allowed through the Online Travel Reservation System.

An exchange transaction is the process used to issue new document(s), i.e.
ticket(s) using an old document or documents as either full or partial payment.
There are two types of exchanges: 1. full exchange; a wholly unused original
document with no usage of value coupons is presented for exchange for a new
document or; 2. partial exchange; a partially used original document where all
remaining value coupons are being returned for exchange for a new document. Both
full and partial exchanges include non-ARC documents presented for exchange
(such as a Type B voucher or carrier non-transport document) if allowed by air
carrier.

Either type of exchange will result in one of the following exchange form of
payment types: 1. an additional collection; 2. exchange with miscellaneous
charge order (MCO) with residual value; or 3. an even exchange. Contractor shall
comply with any additional rules or instructions regarding exchange transactions
provided by the carrier or the ARC. Contractor shall provide a monthly ticket
exchange report and Unused Ticket Report to the Statewide Travel
Coordinator and, if requested, the applicable Authorized User. The monthly ticket
exchange report shall include the following with respect to the exchange: 1. Type of
exchange (additional collection, even exchange or miscellaneous charge order
(MCO) with residual value); 2. Passenger name; 3. Airline record number (PNR); 4.
Original ticket number; 5. Airline name; 6. Issue date; 7. Original ticket
amount/value; 8. Original invoice number; 9. Exchange Transaction Fee charged; 10.
New ticket number; 11. New issue date; 12. New ticket amount; 13. New additional
collection amount, residual value amount or even exchange amount; 14. New
invoice number; 15. and if applicable new passenger name.

If at any time this Contract is cancelled, terminated or expires, the Contractor has the
affirmative obligation to extend appropriate and reasonable cooperation to assure the
orderly transition of Contract services to the subsequent Contractor. Travel Profiles
will be transferred through a Site Transfer coordinated with the State’s Online Booking
Tool, (Concur), and the new/ subsequent Contractor. Statewide Travel Coordinator
and Contractor will determine a “last ticket date” for Authorized Users, and Contractor
will provide reporting as requested to indicate travelers that are booked and traveling
after the last ticketing date. Contractor shall provide an unused ticket report
(according to the Airline Report Corporation (ARC) rules and regulations traffic
documents can only be exchanged by the agency location that originally issued the
document) to the new/subsequent Contractor within five calendar days or sooner
when requested by OGS Procurement Services. At the expiration of the Contract,
Contractor shall provide an accounting of unused tickets by Authorized User as well
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as a Travel Management Summary identifying historic spend. The Travel
Management Summary will be differentiated by Authorized User as well as a
combined rollup. Such accounting shall indicate the passenger name,
agency/organization, airline record number (PNR), ticket number, airline name, issue
date, amount/value, invoice number and ticket expiration date. The Contractor will
confirm the final date for the Contractor to deliver any outstanding reporting
requirements to the Statewide Travel Coordinator and Authorized Users. The final
date will identify when all Account Numbers will be deactivated; with no further access
to data available.

3. Emergency/After-Hours Call Transaction Fees.

a.

One Emergency/After-Hours Call Transaction Fee may be charged per call to the
Emergency/After-Hours Travel Service. Contractor does not charge an
Emergency/After-Hours Call Transaction Fee. Contractor’'s Transaction Fees are
set forth in Appendix D, Part 2 Fees, as amended herein.

Agent Assisted Airline and/or Rail Transaction Fee(s) may be charged in addition to
the Emergency/After-Hours Call Transaction Fee if a call to the Emergency/After-
Hours Travel Service results in the issuance of a ticket for air or rail travel,
pursuant to this Section. Contractor does not charge an Emergency/After Hours
Call Transaction fee. Contractor’'s Transaction Fees are set forth in Appendix D,
Part 2 Fees, as amended herein.

4. Pass-Through Fees.

a.

The Contractor shall not be allowed to charge Authorized Users any fees for
travel services except the Transaction Fees set forth in Appendix D, Part 2
Fees and certain travel supplier “Pass-Through Fees” (See Appendix D, Part 3
Glossary).

The Authorized User is responsible for payment of the travel suppliers’ fees,
which the Contractor passes through to such Authorized User, without any mark-up
or additional fee assessed by the Contractor. (Examples of potential Pass-
Through Fees include: hotel cancellation fees; airline change fees; no-show fees;
visa/passport processing fees; etc.).

5. UATP Account Transaction Fees.

22536p12.doc

a.

Universal Air Travel Plan (UATP) corporate charge cards for unused airline tickets
are issued by individual airlines to permit the consolidation of unused ticket values
from previously purchased unused tickets to be deposited into an established UATP
corporate credit card account for airline purchases only. This process allows
Authorized User travelers to utilize the funds from the established UATP credit card
account without expending new funds to purchase tickets.

The UATP account is restricted to airline ticket purchases only, travel agent
transaction fees are not permitted through this account. Any transaction fees for
UATP issued airline tickets must be made through the contractor’s travel agent. The
Contractor shall charge an UATP Account Transaction Fee to Authorized Users for
airline tickets issued from the UATP corporate charge card program. Contractor shall
receive payments only through the Travel Cards, Non-Employee Travel Cards (NET)
and Procurement Cards provided in the OGS Bank Card Services Contract with
Citibank (Group 79008, Award 22712) or such other replacement credit cards the
State obtains. If the original UATP issued airline ticket results in an exchange or
cancellation of the airline ticket additional agent-assisted transaction fees may be
charged by the Contractor to Authorized Users under this Section.

Contractor shall submit an unused ticket report monthly to the traveler and
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Authorized User's finance officer, including passenger name, ticket number and total
fare. The Contractor shall review unused ticket balances of all Authorized Users and
identify those balances that may qualify for any air carrier offered program such as a
Universal Air Travel Plan (UATP) corporate charge card. The Statewide Travel
Coordinator and Authorized User shall determine if the program is reasonable and
the best interest of the State and the Authorized User.

d. Authorized Users shall manage and administer the UATP card programs based on
the unused ticket report provided by the Contractor and the UATP monthly statement
report issued by the air carrier. At times Authorized Users may have specific ad hoc
internal project or employee fields that are not captured, i.e. employee numbers;
requiring any reconciliation to be completed by the Authorized User. The Contractor
will support Authorized Users with reporting that can include ticket activity, and the
above exchange report provided in Section 2.2(2)(g). The Contractor shall notify the
Statewide Travel Coordinator of any future UATP program or reporting
enhancements.

Section 2. Part 2 “FEES” of Appendix D is deleted in its entirety and replaced with the following

language:

Transaction Fees for Airline and Fee Amount per Ticket
Rail Reservations

Online Airline Transaction Fee $4.95
Agent Assisted Airline Transaction $14.95
Fee

Online Rail Transaction Fee $4.95
Agent Assisted Rail Transaction $4.95
Fee

Online Transaction Fee for $14.95
cancellation of Airline Ticket

Agent Assisted Transaction Fee for $14.95
cancellation of Airline ticket

Online Transaction Fee for $14.95
cancellation of Rail Ticket

Agent Assisted Transaction Fee for $14.95
cancellation of Rail Ticket

Exchange Transaction Fee for Airline $14.95
or Rail Ticket

UATP Account Transaction Fee $30.00
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QOther Fees

Fee Amount per Call Fee Amount per Call
Other Fees

Emergency/After Hours Call $0.00

Transaction Fee

Section 3. Part 3 of Appendix D is deleted in its entirety and replaced with the following language:

Glossary
In addition to Appendix B, §2, Definitions, the following definitions shall apply to the Contract.

Additional Collection or Add Collect: Refers to the difference in fares collected when exchanging a
ticket.

Adgent(s): Contractor-provided personnel, including travel agents and other contract-related travel staff.

Agent Assisted Airline Transaction Fee: A fee charged when an Authorized User utilizes the

services of the Contractor’s travel agent to purchase airline travel arrangements for one transaction. In an
agent-assisted transaction, the Authorized User and/or travel coordinator has granted the Contractor
responsibility for making or completing the reservation purchase. The use of customer support services
for technical support or assistance in completing the otherwise self-service online travel reservation action
does not, and shall not, constitute an Agent-Assisted Airline Transaction Fee.

Agent Assisted Rail Transaction Fee: A fee charged when an Authorized User uses the services

of the Contractor’s travel agent to purchase rail arrangements for one transaction. In an agent-assisted
transaction, the Authorized User and/or travel coordinator has granted the Contractor responsibility for
making or completing the reservation purchase. The use of customer support services for technical
support or assistance in completing the otherwise self-service online travel reservation action does not,
and shall not, constitute an Agent-Assisted Rail Transaction Fee.

Agent Assisted Airline Cancellation Transaction Fee: A fee charged when an Authorized User utilizes

the services of the Contractor’s travel agent to cancel airline travel arrangements for one transaction.

Agent Assisted Rail Cancellation Transaction Fee: A fee charged when an Authorized User uses the

services of the Contractor’s travel agent to cancel rail arrangements for one transaction.

Airline Reporting Corporation: An airline-owned company serving the travel industry with financial

services, data products and services, ticket distribution, and settlement.

Business Hours: Shall mean Monday through Friday, between the hours of 8:00 A.M. and 5:00
P.M. EST except New York State Holidays.

Custom Trips: Shall refer to travel reservations which require the traveler or travel coordinator to enter
specific information (such as cost center, travel authorization number, etc.) prior to making a travel
reservation through the Online Travel Reservation System or a travel agent.
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E-Ticket: Shall mean an electronic record confirming the purchase of an airline or rail ticket.

E-Ticket Unused Usage Tracking Alert: Shall refer to an automatic alert that notifies travelers via

email of an upcoming trip or expiring ticket.

Emergency/After-Hours Travel Service: Shall refer to reservation and ticketing support for travel

needs meeting the following criteria: a) the call occurs before/after business hours and b) the travel
will commence within the following twenty-four (24) hours or the need to travel arises over the weekend
or during a holiday for travel that will commence over the weekend or on the next business day, and
the traveler cannot wait until the next business day to process reservations.

Emergency/After-Hours Call Transaction Fee: A fee charged when an Authorized User utilizes the

services of the Contractor's nationwide toll-free telephone number for Emergency/After-Hours Travel
Service.

: A fee charged when an Authorized User uses the services of the
contractor’s travel agent to voluntary exchange or reissue of an unused or cancelled airline or rail ticket due
to change of airline flight or rail ticket, dates or routing.

Global Distribution System (GDS): Shall mean a system containing information about availability, prices,

and related services for airlines, car rental companies, hotel companies, rail companies and suppliers, and
through which reservations can be made and tickets can be issued. A GDS also makes some or all of
these functions available to subscribing travel agents, booking engines, and airlines.

International Airlines Travel Agent Network (IATAN): Shall mean the non-profit organization that

appoints travel agencies and travel agents on behalf of its customer airlines.

MWBE: Shall refer to a business certified with New York State Empire State Development (ESD) as a
Minority and/or Women-owned Business Enterprise.

May: Denotes the permissive in a contract clause or specification. “May” does not mean “required.”

Miscellaneous Charge Order (MCO) for Residual Value: An accountable document issued by a travel

agency or airline as residual amount of an exchange (higher priced ticket exchange for a lower priced ticket)
to be used on a future purchase.

Must: Denotes the imperative in a contract clause or specification. “Must” is synonymous with
“required.” Also see “Shall”.

NYS Vendor ID: Shall refer to the ten-character identifier issued by New York State when a
vendor is registered on the Vendor File.

Online Airline Transaction Fee: A fee charged when an Authorized User purchases an airline ticket
online using the Contractor’s Online Travel Reservation System for one transaction.

Online Airline Cancellation Transaction Fee: A fee charged when an Authorized User cancels an

airline ticket online using the Contractor’s Online Travel Reservation System for one transaction.
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Online Rail Transaction Fee: A fee charged when an Authorized User purchases rail tickets online
through the Contractor’s Online Travel Reservation System for one transaction.

Online Rail Cancellation Transaction Fee: A fee charged when an Authorized User cancels rail tickets

online through the Contractor’s Online Travel Reservation System for one transaction.

Online Transaction: Refers to the initiation and purchase of travel reservations online through the travel
management Contractor’s Online Travel Reservation System.

Online Travel Reservation System: A web-based online travel reservation service provided by the

Contractor and used for online booking of travel.

New York State Procurement (NYSPro): Shall refer to the division of the New York State Office of

General Services which is authorized by law to issue centralized, statewide contracts for use by
Authorized Users.

Pass-Through Fees: Fees that are set by travel suppliers and passed on to Authorized Users, without
mark-up or any additional fees assessed by the Contractor (examples include hotel cancellation
fees; airline change/cancel fees; no-show fees; visa/passport processing fees; etc.)

: Shall mean a file in a database of the Global Distribution
System (GDS) that includes the passenger name, itinerary and form of payment, and the ticket
number.

Shall: Denotes the imperative in a contract clause or specification. “Shall” is synonymous with
“required.” Also see “Must”.

Statewide Travel Coordinator: Shall mean the NYSPro contract manager responsible for the

development and administration of the centralized travel management contracts.

Iransaction Fee: Shall mean a charge applied to reservations that result in the issuance,
exchange or cancellation of a ticket for common carrier transportation or a charge applied per call to the
Emergency/After-Hours Travel Service. See Appendix D, Part 2 Fees, for further detail.

Iravel: Shall mean domestic and international commercial modes of transportation and lodging in the
course of the individual’s official business including, but not limited to, airline, rail, ferry and shuttle
transportation; passenger vehicle, limousine and van rental; and hotel lodging.

Iravel Coordinator: Shall mean the individual or individuals designated by an Authorized User to
coordinate all travel activity for that Authorized User. Not all Authorized Users will have a designated Travel
Coordinator.

Traveler Profile: A record of information provided by the traveler and/or employees that contains basic
identifying elements, including but not limited to the traveler's full name, middle/second name or initial,
e-mail address, Authorized User name, date of birth, gender, work address, phone numbers, charge card
information, including name(s), number(s), and expiration date(s), of cards, accounting information, travel
preferences, passport and/or visa numbers and associated dates, and frequent traveler memberships.
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[rip: Shall mean all segments of travel booked for an individual at one time for one itinerary.

Universal Air Travel Plan. Inc. (UATP): UATP is the airline owned payment network accepted by

thousands of merchants for air, rail, hotel and travel agency payments.

UATP Account Transaction Fee: A fee charged when an Authorized User utilizes the services of the
Contractor’s travel agent to reissue airline tickets from the bank of funds established through the airline’s Universal
Air Travel Plan (UATP) corporate charge card program. Contractor may charge Authorized Users one transaction
fee per trip for tickets issued through this account.
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NEWYORK | Office of Procurement

STATE OF

OPPORTUNITY. General Services SEI‘ViCES

Corning Tower, Empire State Plaza, Albany, NY 12242 | www.nyspro.ogs.ny.gov | customer.service@ogs.ny.gov | 518-474-6717

Contract Award Notification Update

Subject: Concur Password Reset

DATE: March 16, 2020 AWARD #: 22536 GROUP #: 79005
AWARD DESCRIPTION: Concur Password Reset Procedures
CONTRACT PERIOD: January 20, 2015 — January 20, 2021

CONTACT: Mark Milstein | 518-402-5005 | travelcoordinator@ogs.ny.gov
CONTRACT NO.: PS66730 CONTRACTOR: Child Travel New York, Inc., DBA Direct Travel
Direct Travel has automated the process for Concur password resets.

The procedures are listed below:

e The traveler calls Direct Travel's new support number at 844-652-9948 and presses 4 for
password resets.

o Direct Travel added a new phone prompt to their online support number that
includes the option for Concur password resets. With the use of automation,
Direct Travel will look up the caller from their call-in number.

e If the traveler's number is found in their profile:

0 The password reset instructions for the caller's online booking tool (Concur) will
be sent to their New York State email address on file.

e If the traveler's number is not found in their profile:

0 The caller will be offered the option to text their NYS email address to complete
the process.

e Callers will always have the option to speak with a support specialist.

These procedures are also posted on The Office of General Services (OGS) Travel page at:
https://ogs.ny.gov/concur-password-reset

Please direct any inquiries to the Statewide Travel Coordinator listed above.

All other terms and conditions remain unchanged.
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NEWYORK | Office of General Services
STATE OF

orroriunmy. | Procurement Services

Corning Tower, Empire State Plaza, Albany, NY 12242 | https://ogs.ny.gov/procurement | customer.services@ogs.ny.gov | 518-474-6717

Contract Award Notification Update

.. Child Travel/Direct Travel Extension and Address
Subject:
Update

DATE: November 8, 2019 AWARD #: 22536 GROUP #: 79005
AWARD DESCRIPTION: Travel Management Services (Statewide)
CONTRACT PERIOD: January 20, 2015 — January 20, 2021

CONTACT:  Mark Milstein | 518-402-5005 | travelcoordinator@ogs.ny.gov
CONTRACT NO.: PS66730 CONTRACTOR: Child Travel New York, Inc., DBA Direct Travel

The above referenced contract with Child Travel New York Inc., DBA Direct Travel was extended through
January 20, 2021.

Please note Child Travel New York Inc., DBA Direct Travel address was updated in the Contract Award
Notification for the above referenced contract.

Please direct any inquiries to the Statewide Travel Coordinator listed above.

All other terms and conditions remain unchanged.
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NEWYORK | Office of Procurement

STATE OF

OPPORTUNITY. General Services SEI'ViCES

Corning Tower, Empire State Plaza, Albany, NY 12242 | www.nyspro.ogs.ny.gov | customer.service@ogs.ny.gov | 518-474-6717

Contract Award Notification Update

Subject: Child Travel/Direct Travel Contact Changes

DATE: February 21, 2018 AWARD #: 22536 GROUP #: 79005
AWARD DESCRIPTION: Travel Management Services (Statewide)
CONTRACT PERIOD: January 20, 2015 — January 20, 2020

CONTACT:  Mark Milstein | 518-402-5005 | travelcoordinator@ogs.ny.gov
CONTRACT NO.: PS66730 CONTRACTOR: Child Travel New York, Inc./Direct Travel

Please note Child Travel New York Inc./Direct Travel contact information has been changed on the
Contractor Information Page for the above referenced contract. Cheryl Caron has been replaced by
Michael A. Moretti.

Michael A. Moretti, Senior Account Manager, email: mmoretti@dt.com, phone: 201-847-2231.
Please direct any inquiries to the Statewide Travel Coordinator listed above.

All other terms and conditions remain unchanged.
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NEWYORK | Office of Procurement

STATE OF

OPPORTUNITY. General Services SEI‘ViCES

Corning Tower, Empire State Plaza, Albany, NY 12242 | www.nyspro.ogs.ny.gov | customer.service@ogs.ny.gov | 518-474-6717

Contract Award Notification Update

Subiect: Concur Travel Technical Issue with New York State
J " Contracted Fares
DATE: November 7, 2017 AWARD #: 22536 GROUP #: 79005

AWARD DESCRIPTION: Travel Management Services (Statewide)
CONTRACT PERIOD: January 20, 2015 — January 20, 2020

CONTACT:  Mark Milstein | 518-402-5005 | travelcoordinator@ogs.ny.gov
CONTRACT NO.: PS66730 CONTRACTOR: Child Travel New York, Inc./Direct Travel

The technical issue has been resolved when reserving/purchasing New York State contracted fares with
American Airlines, Delta Air Lines and Southwest Airlines through Concur.

Effective November 7, 2017, Authorized Users that reserve/purchase airline tickets through the
agent team at Child Travel/Direct Travel will be charged the agent assisted airline transaction fee
of $14.95 as the New York State contracted fares are now available in Concur.

Please direct any inquiries to the Statewide Travel Coordinator listed above.

All other terms and conditions of the contract remain unchanged.
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NEWYORK | Office of Procurement

STATE OF

OPPORTUNITY. General Services SerViCES

Corning Tower, Empire State Plaza, Albany, NY 12242 | www.nyspro.ogs.ny.gov | customer.service@ogs.ny.gov | 518-474-6717

Contract Award Notification Update

Subject: Child Travel New York, Inc. Address Change

DATE: September 26, 2017 AWARD #: 22536 GROUP #: 79005
AWARD DESCRIPTION: Travel Management Services (Statewide)
CONTRACT PERIOD:  January 20, 2015 — January 20, 2020

CONTACT:  Mark Milstein | 518-402-5005 | mark.milstein@ogs.ny.gov
CONTRACT NO.: PS66730 CONTRACTOR:  Child Travel New York, Inc.

Please note the address change for the above referenced contractor.
Child Travel New York, Inc.
d/b/a Direct Travel
19 Roosevelt Highway
Suite 300
Colchester, VT 05446
The Federal ID and NYS Vendor ID have not changed
The Award was updated with the new address.

Please direct any inquiries to the Statewide Travel coordinator listed above.

All other terms and conditions of the contract remain the same.
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NEWYORK | Office of Procurement

STATE OF

OPPORTUNITY. General Services SEI’ViCGS

Corning Tower, Empire State Plaza, Albany, NY 12242 | www.nyspro.ogs.ny.gov | customer.service@ogs.ny.gov | 518-474-6717

Contract Award Notification Update

Subiect: Concur Travel Technical Issue with New York State
J " Contracted Fares
DATE: May 2, 2017 AWARD #: 22536 GROUP #: 79005

AWARD DESCRIPTION: Travel Management Services (Statewide)
CONTRACT PERIOD: January 20, 2015 — January 20, 2020

CONTACT: Mark Milstein | 518-402-5005 | travelcoordinator@ogs.ny.gov
CONTRACT NO.: PS66730 CONTRACTOR: Child Travel New York, Inc.

Effective April 26, 2017 due to a Concur technical issue, when reserving the New York State contracted
fares on American, Delta and Southwest and you click to reserve the flights and continue, occasionally an
Error Message may appear (see screenshot of “Error Message” below). When you receive this Error
Message, please contact the Child Travel/Direct Travel agent team at 518-292-9000 or 1-800-774-
0655 to reserve/purchase the New York State contracted fares.

The Child Travel/Direct Travel agent team is aware of this issue, advise them that you received
this Error Message and they will waive the agent assisted transaction fee of $14.95 and charge the
online transaction fee of $4.95. According to Child Travel/Direct Travel this issue has been escalated
and should be resolved soon. Please direct any inquiries to the Statewide Travel Coordinator listed
above. All other terms and conditions of the contract remain unchanged.
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OPPORTUNITY. General Services SerViCES

Corning Tower, Empire State Plaza, Albany, NY 12242 | www.nyspro.ogs.ny.gov | customer.service@ogs.ny.gov | 518-474-6717

Contract Award Notification Update

Subject: Concur Travel Internet Explorer (IE) Platform Change

DATE: December 15, 2015 AWARD #:. 22536 GROUP #: 79005
AWARD DESCRIPTION: Travel Management Services (Statewide)

CONTRACT PERIOD: January 20, 2015 - January 20, 2020

CONTACT: Mark Milstein | 518-402-5005 | travelcoordinator@ogs.ny.gov

CONTRACT NO.: PS66730 CONTRACTOR: Child Travel New York, Inc.

Effective January 12, 2016, Concur will discontinue support of Internet Explorer (IE8) and Internet
Explorer 9 (IE9) web browsers. This follows a similar announcement by Microsoft to end support of
these browsers. Please find more details and recommended actions below. Please communicate with
your IT teams to ensure your browsers are updated to the most current and supported versions of
Internet Explorer.

Support Ending for Internet Explorer 8 and Internet Explorer 9

e MICROSOFT SUPPORT END DATE for IE 8 and IE 9: January 12, 2016
e CONCUR SUPPORT END DATE for IE 8 and IE 9: February 12, 2016

Note: Analysis and Intelligence users please review the bottom section regarding IBM Cognos.
1. What is happening and what does it mean?

Both Internet Explorer 8 (IE 8) and Internet Explorer 9 (IE 9) will be out of standard Microsoft support
starting January 12, 2016. Concur is also discontinuing support for Microsoft's IE 8 and IE 9 as it
develops new functionality for all of its services. This means that Concur services such as Travel,
Expense, Invoice and Analysis/Intelligence/Insight Premium (Cognos) may not work properly for someone
using IE 8 or IE 9 after February 12, 2016. As Concur continues to deliver enhancements to our suite of
services with every release, new functionality and, potentially, existing functionality will not work properly
within IE 8 or IE 9.

2. What are the benefits of using newer browsers?

In general, there are many benefits to adopting the newer versions of internet browsers. Updated
browsers are faster and take advantage of the most recent enhancements and technologies. Newer
browsers provide users with a seamless and positive internet experience. Software companies, including
Concur, deliver enhancements to their solutions with the newest browsers in mind.

3. Why did you decide to stop supporting these browsers when building new functionality?
Microsoft is dropping support of IE 8 and IE 9 on January 12, 2016. This means it would be difficult for
Concur to maintain support. Additionally, as Microsoft and other companies deliver NEW browsers to you,

we want to be in a position to have our resources allocated appropriately to test, enhance and maintain
these new browsers.
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4. When is support for IE 8 and IE 9 ending?

Concur is strongly suggesting that customers switch from Internet Explorer 8 and 9 on or before February
12, 2016. This is a month after Microsoft will end support of these browsers on January 12, 2016. Concur
will stop support and developing its services with IE 8 and IE 9 in mind as of February 12, 2016. Concur
cannot guarantee that its services will work properly on IE 8 and IE 9 after this date.

5. Who is this affecting?

Concur’s research reveals that over the past year, IE 8 and IE 9 usage has steadily declined across all
clients. Currently (Oct 2015), about 11% of Concur end users log in via IE 8, and 14% log in via IE 9.
These users will be affected by this support discontinuation, and their companies must take action and
upgrade their company’s internet browser.

6. My company uses IE 8 and/or IE 9. What action should | take?

Concur suggests that you immediately start a discussion with your company’s IT department to share this
notice. If they desire to continue to use Microsoft’'s Internet Explorer, Concur strongly recommends
upgrading to Internet Explorer 11. Your company can also use another internet browser that Concur
supports, such as Firefox, Safari and Chrome. Concur supports the most recent three versions of Chrome
and Firefox.

7. Microsoft is also ending support for Internet Explorer 10 on most configurations. Is Concur also
ending support for IE 10?

At this time, Concur has not added Internet Explorer 10 (IE 10) to its deprecation policy and will continue
to support it for a significant period of time past February 12, 2016. However, Microsoft will end support
for IE 10 on January 12, 2016 for most configurations. To take advantage of Microsoft's continued
support, Concur does suggest moving your company from IE 8 or IE 9 to IE 11, and not moving to IE 10.

8. Can you tell me of additional plans to communicate to my company or my end users?

In addition to this FAQ, we will post reminders in our LinkedIn Concur Client User Group and Concur
Support will send notifications to Concur administrators. Some companies will receive direct emails, and,
as the end of support date gets closer, Concur will place end user and administrator notifications inside
the Concur solution. Concur has also provided this email template for administrators to use to notify their
end users.

9. What about Microsoft Windows 10 and its new browser, Edge?

With the September 2015 release, the combination of Microsoft Windows v. 10 and the Microsoft Edge
browser are now supported for Concur products. Please note that support for this combination with
Analysis / Intelligence is not yet confirmed and will be announced in an upcoming service release.
NOTE: Regarding Cognos and Internet Explorer 11 Compatibility Mode

10. I am an Analysis, Intelligence or Insight user. How can | continue to use IBM Cognos?

To have access to Cognos authoring tools (i.e. Query Studio and/or Report Studio), please use Internet
Explorer 10 or 11 in compatibility mode. To run Internet Explorer in compatibility mode, go to Tools >
Compatibility View Settings, and add "concursolutions.com" to the sites list. IBM Cognos does also
support Firefox, but does not support Chrome for report authoring. You can run reports using Chrome but
you cannot access the authoring tools to create or edit reports.
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Contract Award Notification Update

Subiect: Register for Upcoming Webinar on the New Online Travel
J " Reservation System
DATE: June 11, 2015 AWARD #: 22536 GROUP #: 79005

AWARD DESCRIPTION: Travel Management Services (Statewide)
CONTRACT PERIOD: January 20, 2015 — January 20, 2020

CONTACT: Mark Milstein | 518-402-5005 | travelcoordinator@ogs.ny.gov
CONTRACT NO.: PS66730 CONTRACTOR: Child Travel New York, Inc.

Child Travel New York, Inc. (Child Travel, dba Direct Travel), the state’s travel management service now
offers online travel reservations where you can book hotels, cars, and flights. This means that employees
of state agencies, SUNY, and other authorized users (including municipalities, political subdivisions, and
public authorities) can easily book your travel needs. To help travelers and finance offices navigate the
new website and understand how to set up your traveler profile, they are offering two webinars:

e Monday June 22, 2015 | 1:30-3:00pm ET
e Tuesday June 23, 2015 | 10:00-11:30am ET

To register and receive the invite for the webinar, please request one of the dates above and send the
emalil to: travelcoordinator@ogs.ny.gov

The number of participants for each webinar is limited so make sure to sign-up early. We encourage you
to join us and listen in to learn about this new exciting service.

New training videos are now available for:
e “Updating Your Travel Profile” at
http://www.concurtraining.com/Is_rsrcs/CONCUR_TRV_EU_SIM_en-us_TravelProfile.htm;
e “Creating a Travel Reservation” (for air, hotel and car) at
http://www.concurtraining.com/Is_rsrcs/CONCUR_TRV_EU_SIM_en-us_TravelReservation.htm.

To learn more about this OGS centralized contract visit our website at
http://www.0gs.ny.gov/purchase/snt/awardnotes/7900522536can.htm.
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Contract Award Notification Update

Subject: Child Travel New York, Inc. Contact Changes

DATE:  April 24, 2015 AWARD #: 22536 GROUP #: 79005
AWARD DESCRIPTION: Travel Management Services (Statewide)
CONTRACT PERIOD: January 20, 2015 - January 20, 2020

CONTACT:  Mark Milstein | 518-402-5005 | mark.milstein@ogs.ny.gov
CONTRACT NO.: PS66730 CONTRACTOR:  Child Travel New York, Inc.

Please note the Child Travel New York, Inc. contact information has been changed on the Contractor
Information Page for the above referenced contract. Laurie Danforth has been replaced by Cheryl Caron.

Child Travel New York, Inc.
Cheryl Caron, National Account Manager
Email: ccaron@dt.com
Phone: 201-847-2150
Fax: 802-655-8873
Please direct any inquiries to the Statewide Travel coordinator listed above.

All other terms and conditions of the contract remain unchanged.
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Contract Award Notification Update

Deadline Extension: Setting up an Account with
Child Travel New York

DATE: March 26, 2015 AWARD #: 22536 GROUP #: 79005
AWARD DESCRIPTION: Travel Management Services (Statewide)
CONTRACT PERIOD: January 20, 2015 — January 20, 2020

Subject:

CONTACT:  Mark Milstein | 518-402-5005 | mark.milstein@ogs.ny.gov
CONTRACT NO.: PS66730 CONTRACTOR: Child Travel New York, Inc.
Reminder: You Have Until April 17 to Submit Profile Forms

When planning your travel with the state, please use the travel services of Child Travel New York, Inc.
They provide online bookings through their Online Travel Reservation System (Concur) and experienced
travel agents that help the state save money. As you plan your business trip there’s a few things to keep
in mind:

Your agency finance office must request and complete the Child Travel New York, Inc. agency profile
form. This form includes a list of all travelers for your agency along with their email address, legal first and
last name, business and/or cell phone, traveler’s date of birth and gender. Make sure your finance office
provides Child Travel New York, with a Key Contact(s) at your agency: Name, Phone and Email Address.
Key Contact(s) responsibilities are to advise Child Travel New York at online@dt.com when an employee
leaves the agency.

Please email Child Travel New York, Inc. at NYS@dt.com and request the required form. Completed
forms must be submitted via email to NYS@dt.com by the close of business April 17, 2015 or sooner.

Shortly thereafter, Child Travel New York, Inc. will send your agency travelers a welcome email to their
agency email address that will provide detailed registration and training instructions to access the Online
Travel Reservation System (Concur).

Keep in mind: Airline and rail transaction fees through the Online Travel Reservation System
(Concur) is only $4.95. This is significantly less than the agent-assisted airline transaction fee of
$14.95 and is less than fees charged on most airline travel sites. A complete list of transaction fees
is available at: www.ogs.ny.gov/purchase/snt/awardnotes/7900522536PL_TMS.pdf.

For information and reservation assistance please contact Child Travel New York Inc. at:
Child Travel New York Inc. d/b/a Child Travel, a Direct Travel Company

30 Corporate Drive

Clifton Park, New York 12065

Reservations: 518-292-9000 or 800-774-0655

Email: CTTravel@dt.com

After Hours Emergency Assistance: 800-774-0655, Option 8
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Contract Award Notification Update

Subject: Setting up an Account with Child Travel New York

DATE: March 11, 2015 AWARD #: 22536 GROUP #: 79005
AWARD DESCRIPTION: Travel Management Services (Statewide)
CONTRACT PERIOD: January 20, 2015 — January 20, 2020

CONTACT:  Mark Milstein | 518-402-5005 | mark.milstein@ogs.ny.gov
CONTRACT NO.: PS66730 CONTRACTOR:  Child Travel New York, Inc.

When planning your travel with the state, please use the travel services of Child Travel New York, Inc.
They provide online bookings through their Online Travel Reservation System (Concur) and experienced
travel agents that help the state save money. As you plan your business trip there’s a few things to keep
in mind:

Your agency finance office must request and complete the Child Travel New York, Inc. agency profile
form. This form includes a list of all travelers for your agency along with their email address, legal first and
last name, business and/or cell phone, traveler’s date of birth and gender.

Please email Child Travel New York, Inc. at NYS@dt.com and request the required form. Completed
forms must be submitted via email to NYS@dt.com by the close of business March 20, 2015 or sooner.

Shortly thereafter, Child Travel New York, Inc. will send your agency travelers a welcome email to their
agency email address that will provide detailed registration and training instructions to access the Online
Travel Reservation System (Concur).

Keep in mind: Airline and rail transaction fees through the Online Travel Reservation System
(Concur) is only $4.95. This is significantly less than the agent-assisted airline transaction fee of
$14.95 and is less than fees charged on most airline travel sites. A complete list of transaction fees
is available at: www.ogs.ny.gov/purchase/snt/awardnotes/7900522536PL_TMS.pdf.

For information and reservation assistance please contact Child Travel New York Inc. at:
Child Travel New York Inc. d/b/a Child Travel, a Direct Travel Company

30 Corporate Drive

Clifton Park, New York 12065

Reservations: 518-292-9000 or 800-774-0655

Email: CTTravel@dt.com

After Hours Emergency Assistance: 800-774-0655, Option 8
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