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Exhibit A to NASPO ValuePoint Master Agreement 
Services and Rates 

Travel Management Services Description of Services 

SECTION 1: GENERAL MANAGEMENT: 

 

 

 

 

 

 

 

 

 

 

 



 

SECTION 2: ONLINE BOOKING TOOLS AND RESERVATION PROCESS

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

Guest Bookings



SECTION 3: CUSTOMER AND AGENT SERVICES

 

 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

 On-site Agent Services  

 Scheduling and Booking: 

 
 

 

 

 
 

 



 Ticket Distribution 
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SECTION 4: ANNUAL LODGING REFRESH/SERVICES
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  Facilities/hotels with meeting rooms:  

 
 
 
 .   

SECTION 5: ADDITIONAL SERVICES DESCRIPTION AND ADDITIONAL ASSURANCES
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SECTION 6: WEBSITE

 

: 
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SECTION 7: REPORTING  

7.1 Contractor shall provide any reports requested by the Participating State/Entity, in the 
format requested by the Participating State/Entity. This could include upon Participating 
State/Entity’s request, Contractor providing customized or other reports, such as:  hotel 
activity report, air activity report, executive summary report, emissions report, and fare 
savings report. Reports can be run and delivered via email on a customized schedule

  Unused Ticket Reports 

 

 

 

. 

 Accounting 

SECTION 8: IMPLEMENTATION/ONBAORDING AND TRANSITION

 Transition 

 

 



  Implementation 

 

 
 
 
 
 
 
 
 
 
 

 

 

 
 

 

  Re-Implementation 

  Disengagement 



SECTION 9: DATA MANAGEMENT

 

 Data Management and Security 

  Profile Data 

 System and Data Management 

SECTION 10: TRAINING

 

 
 
 
 
 
 

 



 

SECTION 11: BUSINESS CONTINUITY AND DISASTER RECOVERY PLANS 

   

 

 

 
 

 
 
 
 
 
 Continency Plan for subcontractor / supporting vendor outage or significant incident. 

 

 Server/Power Failure 

 Disaster Recovery Plans 



 Communication 

 Returning Funds during a Disaster incident 

SECTION 12: CHARGES FROM TRAVEL SUPPLIERS 

 

  

 

 

 

. 

 



 Disclaimer 

  

 

 

 

 

SECTION 13: PROGRAM OUTREACH AND MANAGEMENT

  Annual Review Meetings 

 Program Outreach 



Amend 4 Exhibit 
E_Cost_Final.xlsx



REVISED- Rates- Amendment 4 
Service Revised NASPO Fee 

Full Service Agent fee: $25.00 Per Transaction 
Online Transaction Fee: $4.17 Per Transaction 

**Lightning Online 
Booking Tool (See below 

for other online tool 
pricing) 

After Hours Fee (surcharge): $20.85 Per call 
Hotel only booking online fee: $4.17 Per Transaction 

**Lightning Online 
Booking Tool (See below 

for other online tool 
pricing) 

Car rental only online booking 
fee:  

$4.17 Per Transaction 
**Lightning Online 

Booking Tool (See below 
for other online tool 

pricing) 
Hotel and car only Agent Assisted 
booking fee:  

$6.95 Per Transaction 

Additional Services and Cost 
Service NASPO Fee 

Online Tool -Lightning $4.17 Per Transaction 
Online Tool -Concur $9.00 Per Transaction 
Online Tool -NuTravel $9.00 Per Transaction 
Online Tool -GetThere* $9.00 Per Transaction 
Hotel or car only booking via 
online tool (Concur, NuTravel, 
GetThere) * 

$9.00 Per Transaction 

Online Booking Assistance** -
Revert to Offline Fee 

$25.00 Per assistance occurrence 

Online Direct Connect $6.00 Per Transaction 
VPay Client Credit Card $6.50 Per hotel 
CTM Approve (Approval Systems) $1.00 Per reservation 

Hotel rate loading $25.00 Per hotel 
Non-GDS segments surcharge $15.00 Per Transaction 
Refunds $25.00 Any air ticket refunded 



Preferred paid seat assignments. $15.00 This is only charged if a 
Traveler wants to purchase 

a premium seat. This a 
manual process where 

CTM has to reach out to 
the airline to obtain. 

Meetings & Events Additional services for 
meetings if needed 

See- CTM ME Fee Schedule 

Human Resource Feed (one time 
set up charge) 

starting at $3,000 

Single Sign On (SSO) (one time 
set up charge) 

starting at $1,500 

Implementation Fee per any 
account less than $500k 

$1,500 per account 

Customized sites Standard OBT setup is 
included this is for 
customization of a site 

Based upon scope of work 

Custom reporting Standard reporting is 
included, this is for 
any custom reporting 
requested 

Based upon scope of work 

CTM Portal None - included in services 
CTM Tracker and Risk and Alerts None - included in services 
CTM Forecaster None - included in services 
CTM Data None - included in services 



Pricing Notes: 
Transaction  is for each individual Traveler, the (a) issuance of any air ticket, regardless if 
resulting from an exchange, (b) issuance of any rail ticket for a single rail trip, regardless if 
resulting from an exchange, (c) any single car or hotel booking, regardless of the number of 
rental days or room nights, and/or (d) processing of MCOs, credits, refunds, and/or partial 
refunds relating to a previously issued ticket.   
**Assistance provided by CTM personnel to an online reservation (e.g., contact with CTM via 
telephone calls, emails or pursuant to remarks noted in the PNR, online exchange, modification 
or update to a booking, ticket verification, resolution of rejection and/or payment, technical 
support for the OBT, etc.). 
If Participating Entity opts not to use the self-service invoice retrieval solution, an Offline 
Transaction fee will apply for any retrieval assistance (e.g., invoices, travel documents, etc.). 
Pass Through Fees are the responsibility of and will be paid by Participating Entity.  Pass 
Through Fees are any charge assessed by any of the Travel Vendors, a GDS, online providers, 
and/or other third-party vendors in connection with the Services (e.g., upgraded seats, baggage 
fees, prepaid ticket charges, ticket exchange fee, refund fee, New Distribution Capability (NDC) 
content, GDS content fees, direct connect fees, visa/passport costs, foreign consulates or 
embassies costs, merchant or other fees/costs charged by credit card companies, etc.).   
Participating Entity must provide CTM with a credit card or BTA to keep on file for use by CTM 
for credit card declines for (A) air, car, and hotel only transaction fees and (B) hotel direct bill 
charges. 
*Until GetThere is sunset by Contractor (currently anticipated Q126).  Contractor will support
until transitioned to new Online Tool.  As of June 1, 2025, a new Participant may not elect
GetThere as the Online Tool it will utilize hereunder, nor may any existing Participant elect to
move onto GetThere.



CTM ME Fee Schedule 
Venue Sourcing & Contracting 

Our team of sourcing experts will apply your unique program objectives and parameters to deliver the ideal venue for your event.  
The service consists of managing the RFP process, providing options for consideration, requesting, and reviewing the contract, 
contract negotiations, and facilitating signatures. 
If there are fewer than 50 overnight rooms booked for your event, or non-commissionable rooms, our venue sourcing services 
are charged based on an hourly model. 

>50 ROOM NIGHTS   No charge    CTM M&E retains commission.  
-hour minimum         CTM M&E retains commission, if applicable. 

CTM M&E hourly rates will apply when multiple destinations are requested. 

Event Planning Cost 
A designated Event Planner is your single point of contact to plan and execute your 
exceptional event.  They will serve as your project manager for all things related to 
your event and may include destination research/ site selection and vendor 
contracting; hotel room list management; coordination of function space, food & 
beverage, decor, entertainment, themed events, audio-visual, production, ground 
transportation, activities; budget oversight; reporting; and post-program 
reconciliation. 

$175.00 per hour planning fees 

-hour minimum

On-Site management 

 

 

- domestic 

- international 

Plus, travel expenses 



Registration: Attendee & Housing Management Cost 

CTM M&E’s team of Event Technologists streamline every step of your delegate’s 
journey through our comprehensive M&E products.   Group Size 

Attendee Management
special requests, modifications, cancellations, additions, session or activity 
management, registration type reporting and quality control and general assistance.  

 

Housing Management: managing hotel room blocks and reservations, rooming list 
management and contract compliance. 

-  

-  
-  

 
Registration 

 
 

Registration website build, custom design  
Changes to live website  

  

Mobile app Custom priced based on scope 

Badge On Demand Custom priced based on scope 
Pre-Printed Badges Custom priced based on scope 

Event Tech Suite Consulting Cost 

Cvent to Concur integration consulting  
Event technology consultation, diagnostic of use case, request for proposal 
development and sourcing  
Registration template development or registration consultations 
Event technology workflow consulting 
Mobile App consultation 

 
 



Strategic Meetings Management Cost 
Full-service meetings optimization planning which may include:  
Diagnostics of current meeting portfolio, stakeholder engagement, hotel buying 
trends, approval vendors, workflow, approval process, 
payments/procurement/legal policies 
Meetings policy and/or SOP development 
Designated and dedicated staffing models available, priced upon request 
Monthly or ad hoc consultative services, account maintenance for compliance  
Analytics and insights development and management 

Transaction Fees (charged at Point of Sale) Cost 
Travel Quote – domestic 
Travel Quote – international** 
Agent Assist – domestic 
Agent Assist – international** 
All other international destinations regardless of booking type 

 
Ancillary Fees Cost 

Event Air Designer – point of contact assigned to each group Assigned 
Group Track A/D manifests and/or Financial Reports Fee does not apply to the post-
program reconciliation report. 

Client self-serve. If CTM M&E generates 

set. 

Travel Quote site build  
Itinerary manually added to Group Track A/D manifests Client self-serve 
Itinerary added to Group Track by CTM M&E  
Exchanges See Transaction Fees 

 
Refunds See Transaction Fees 
Ticket cancellations 
Split form of payments 
Seat assignments outside of GDS or paid for seats within GDS  



Approval management  
Non-   

 
International Rail 

  
Certificate bookings 
Emergency Services calls –  
Emergency Services calls –  
Ad hoc requests, i.e., airfare study, lift analysis, research, custom reports, ancillary 
project management, etc. 

 

Block space management  
Charter aircraft Custom priced 
Cybercharges/bulk cybercharges  
Program cancellation after group set-up, before transactions begin 
Program delays and early launches after agreed upon date – to be determined 5 days 
in advance of launch 

 

Implementation Cost 
New Account implementation  

 

Set-up of PNR integration with registration technology  

On-site/Off-site Staffing – 30-day advanced notice required Cost 
Flight Monitoring Technology Included 
Off-

 
 

On-

CTM M&E staffing ratio to be agreed upon.  General recommendation for planning is 
-

-  
international 



minimum of: 

• 90 days prior to launch date for programs booking through CTM M&E global offices, regardless of destination or number of
attendees. 

•
•

 


