
 
 
 

  
  

 
 

 
 

 

 
  

  

 

 
 

 
 

 
 

 

 	  
 
 
 
  

  

 	
  

	
 	 	 	 	

 

CONTRACT#: 	C0002955 	
	

MASTER	 SERVICES 	AGREEMENT 	

DocuSign Envelope ID: F709350D-BCAE-4889-B340-74E01BC6F7F5

This MASTER SERVICES AGREEMENT (“MSA”), effective as of the last date executed
(“Effective Date”), is between Virginia Commonwealth University, a corporation and an institution of
higher education of the Commonwealth of Virginia, whose address is 912 West Grace Street,
Richmond, VA 23298 (“VCU”, or “University”), and Corporate Travel Management North America, Inc.
dba Collegiate Travel Planners, a Delaware corporation, with offices located at 613 NW Loop 410,
Suite 140, San Antonio, TX 78216 (“Collegiate Travel Planners” or “Contractor”). VCU and Collegiate
Travel Planners are sometimes referred to individually as a “Party” and collectively as the “Parties.”   

WHEREAS, VCU issued a Request for Proposals to solicit proposals for Travel Management
Services, RFP#: 159601521CK issued August 26, 2022 (the RFP); and 

WHEREAS, Collegiate Travel Planners submitted its proposal dated September 23, 2022, (the
“Proposal”) wherein it wished to be considered, inter alia, for the Travel Management Services as
more fully specified therein (the “Services”); and 

WHEREAS, VCU considered all proposals submitted, including the Collegiate Travel Planners’ 
Proposal, and VCU now desires to award to Collegiate Travel Planners, as set forth in greater detail
below; and 

WHEREAS, Collegiate Travel Planners desires to perform the Services as set forth herein. 

NOW THEREFORE, in consideration of the mutual promises set forth herein and for other
good and valuable consideration, the receipt and sufficiency of which is hereby acknowledged, the 
Parties agree as follows: 

1. CONTRACT DOCUMENTS. The contract documents are integrated and shall consist of: 
a. Master Services Agreement 
b. Attachment A: Pricing 
c. RFP#: 159601521CK in its entirety (incorporated herein by reference) 
d. Contractor’s proposal dated September 23, 2022 (incorporated herein by 

reference)
1) All of the foregoing, together, the “Contract”).  Should a conflict arise among the foregoing,

Master Services Agreement, Attachment A: Pricing, RFP#: 159601521CK in its entirety, 
and Contractor’s proposal dated September 23, 2022 and this MSA, this MSA shall control. 

2. SERVICES/GOODS. Collegiate Travel Planners shall perform planning and coordinating 
travel for VCU and participating entities by providing travel services, including, but not limited to, 
the purchase of airlines tickets, flight changes, ground transportation, hotel accommodation and 
travel information.
3. TERM and RENEWAL OF CONTRACT: This contract shall have a three (3) year initial term 
(the “Initial Term”) and may be renewed by VCU upon mutual written agreement of authorized 
representatives of both Parties for two (2) successive three (3) year periods (the “Renewal Term”) 
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under the terms and conditions of this original Contract or as otherwise agreed in writing by the 
Parties at such time.
4. FEES: VCU shall pay Contractor as travel arrangements are made. Fees are equivalent to the 
fees per E&I Cooperative Services Contract No. CRN01479. CTP Service Fees will be paid at the point-
of-sale. Invoices will be paid net 30 days for the Initial Term following receipt of a proper invoice,
services rendered, or goods delivered, whichever is later pursuant to and in accordance with by § 
42‐45 of the Rules Governing Procurement of Goods, Services, Insurance and Construction by a 
Public Institution of Higher Education of the Commonwealth. Should VCU choose to exercise its 
right to Renew, the fee shall remain fixed during the Renewal Term. Thereafter, VCU shall pay any 
additional fees or payments due in accordance with this Section 4.  Any payment terms requiring 
payment in less than 30 days will be regarded as requiring payment 30 days after receipt of invoice
or delivery, whichever occurs last. This shall not affect offers of discounts for payment in less than 30 
days, however. Fees appearing to be incorrect will be researched and challenged, and that portion of 
the invoice held in abeyance until a settlement can be reached. Interest on past due amounts accrues
at the rate permitted by by § 42‐45 of the Rules Governing Procurement of Goods, Services, 
Insurance and Construction by a Public Institution of Higher Education of the Commonwealtht.
For proper invoicing practices follow the link below.

https://procurement.vcu.edu/for-suppliers/vendor-invoicing--payment/ 

5. CONTRACTOR RESPONSIBILITIES: 

Collegiate Travel Planners will provide travel management service that includes 
implementation & continuous training, airline and rail reservations via full service agent & 
online booking tool, specialty travel services, training, management of duty of care, customer
service, voucher exchange program for VCU’s .Global Education Program,  and reporting. 

A. Virtual Training throughout the life of the Contract, with a minimum of 20 attendees. 

C. Sixty (60) day Implementation Period from first kick-off meeting to go live
Implementation dates and deadlines are mutually subject to deliverables met by VCU and
online booking tool scope of work. 

D. Full service via Agents for: 

1) Ticketing for domestic/international air travel and domestic rail travel. 

2) Reservations for lodging in accordance with the GSA Rate Schedule with lowest rates
and VCU Travel Policy.

3) Ground Transportation via vehicle rental contract at lowest available rates. 

4) Specialty Travel Services (Group travel, group transportation, conference and
meeting planning, chartered air/bus transportation, international students and
group travel)

5) University established VIPs (minimum 12)

6) CTP will manage, process and track any voids, cancellations, credits and unused
tickets in a timely manner.  

7) University Airline Voucher Exchange Program for Global Ed Student International
Travel Program 

https://procurement.vcu.edu/for-suppliers/vendor-invoicing--payment
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a) Scholarship program with VCU Global Ed department to award scholarships to 
students to cover airfare using the mileage points VCU earns through the major 
airlines (Delta, American and United). Global Ed will notify the students of the 
award. 

b) Students will be responsible for the taxes only.

c) Students will work directly with the Collegiate Travel Planners to establish the 
flight they wish to take. 

d) Collegiate Travel Planners will work with VCU to obtain the appropriate voucher 
issued based on the ticket price. 

e) VCU will be responsible for redeeming applicable airline points to travel 
voucher. 

f) Collegiate Travel Planners will use that voucher to convert it into a ticket.

g) For airline mileage points reservation assistance and booking, CTP will assess a 
$50.00 service fee in addition to the applicable full-service travel agent assisted 
reservation service fee.  

E. Online Booking Tool for: 

1) Ticketing for domestic/international air travel and domestic rail travel. 

2) Reservations for lodging in accordance with the GSA Rate Schedule with lowest rates
and VCU Travel Policy.

3) Ground Transportation via vehicle rental contract at lowest available rates. 

4) Specialty Travel Services (Group travel, group transportation, conference and
meeting planning, chartered air/bus transportation, international students and
group travel) 

a. Online booking tool may be used for groups of 9 travelers and under. Groups 
of 10 or more travelers must utilize CTP’s full-service agent Group 
Department for travel arrangements.  

5) If there is a delay in the implementation of the Lightning OBT Platform, VCU can
utilize the Concur OBT Platform until implementation of the Lightning OBT Platform 
is complete.

6) In person/onsite training following implementation, including step-by-step 
instructional booklets, short topical videos and FAQs. 

a. In-person training is complimentary during the implementation phase 
(defined as 1 month prior to go live, and 3 months post go-live). Post go-live, 
the cost is $350 per hour ($1,000 for 8 hours) and trainer's travel and 
expenses. 

F. Management of Duty of Care with current traveler alerts from the U.S. State Department. 

G. Customer Service including, but limited to: 

1) A designated team of agents available from 8:00 AM EST to 6:00 PM EST Monday 
through Friday (excluding holidays).

2) 24/7 Emergency and After-Hours Support (including holidays) 

3) Notification to Travelers of any scheduling changes/cancellations. 



  

 

   

    
 

   

 

  

  

 	 	 	 	
 

  
  

  

 
  

  

 
   

 
 
 

 
 

  
 

 
	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	
   

 
 

   
 

4) Alternate travel bookings where applicable
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5) Complaint Resolution 

6) VIP specialty service treatment

H. Reporting (including, but not limited to index/department spend, fees, compliance,
cancellations, unused tickets, method of reservations) and ability to feed into Expense 
System:

2) Weekly Reports - Airline/Rail ticket file feed into Expense system, department and
index/ledger updates

3) Monthly Reports - Unused Tickets, ATC Reconciliation, Credit Card Report, CO2 usage, 
Spend Reports will be provided via email. 

4) Annual Reports - Unused Tickets, CO2, Spend Reports, Travel Scorecards and Analysis
will be provided via email. 

I. Traveler Profile Management - HR Personnel file feed updated weekly including
deactivating termed employees records from system 

6. GENERAL TERMS AND CONDITIONS 

A. APPLICABLE LAW AND COURTS: This Contract shall be construed, governed, and interpreted
pursuant to the laws of the Commonwealth of Virginia without regard to choice of law
principles. The Parties agree that all disputes arising under this Contract shall be brought in 
the state or federal courts located in Richmond, Virginia. To the extent any provision of the 
Contract is prohibited by Virginia law, or is otherwise not authorized by Virginia law, due to 
VCU’s status as an agency of the Commonwealth of Virginia, such provision is null and void. 
Each party shall be responsible for its own legal fees and costs unless otherwise ordered by 
a court of law. 

B. ARBITRATION: Neither Party shall be compelled to arbitrate any matter or otherwise be
subject to any form of alternative dispute resolution, but may request and/or opt to
participate in alternative dispute resolution in its sole discretion.  

C. WAIVER OF CLAIMS: Notwithstanding anything contained herein to the contrary, VCU is an
agency of the Commonwealth of Virginia and as such, pursuant to Virginia. Code § 2.2-514, 
cannot waive or settle legal claims that VCU may have against another party nor may VCU
bestow any right or obligation that is beyond the duly granted authority of the signatory to
bestow or incur on behalf of the Commonwealth of Virginia. 

D. ANTI-DISCRIMINATION: Contractor certifies to the Commonwealth that it will conform to the 
provisions of the Federal Civil Rights Act of 1964, as amended, as well as the Virginia Fair
Employment Contracting Act of 1975, as amended, the Virginians With Disabilities Act, the 
Americans With Disabilities Act and § 9 of the Rules Governing Procurement of Goods, Services, 
Insurance and Construction by a Public Institution of Higher Education of the Commonwealth.
If the award is made to a faith-based organization, the organization shall not discriminate 
against any recipient of goods, services, or disbursements made pursuant to the contract on 
the basis of the recipient’s religion, religious belief, refusal to participate in a religious
practice, or on the basis of race, age, color, gender or national origin and shall be subject to
the same rules as other organizations that contract with public bodies to account for the use 



  

	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 	 	 	

 
 

 	

 

 

 
 
 
 

	

 
 

	

 
 

	

   
 

 

  
 

 
 

 
 

 
 

  

 
  

of the funds provided; however, if the faith-based organization segregates public funds into
separate accounts, only the accounts and programs funded with public funds shall be subject 
to audit by the public body. (§ 36 of the Rules Governing Procurement of Goods, Services, 
Insurance and Construction by a Public Institution of Higher Education of the Commonwealth).
In every contract over $10,000 the provisions in 1. and 2. below apply: 
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1) During the performance of this Contract, the Contractor agrees as follows: 

a. VCU is an equal opportunity/affirmative action institution providing access to 
education and employment without regard to age, race, color, national origin, gender, 
religion, sexual orientation, veteran’s status, political affiliation or disability. As such, 
the Contractor will not discriminate against any employee or applicant for
employment because of age, race, color, national origin, gender, religion, sexual 
orientation, veteran’s status, political affiliation or disability or any other basis 
prohibited by state law related to discrimination in employment, except where there
is a bona fide occupational qualification reasonably necessary to the normal
operation of the Contractor. The Contractor agrees to post in conspicuous places,
available to employees and applicants for employment, notices setting forth the
provisions of this nondiscrimination clause. 

b. The Contractor, in all solicitations or advertisements for employees placed by or on 
behalf of the Contractor, will state that such Contractor is an equal opportunity 
employer. 

c. Notices, advertisements, and solicitations placed in accordance with federal law, rule
or regulation shall be deemed sufficient for the purpose of meeting these 
requirements. 

2) The Contractor will include the provisions of a. above in every subcontract or
purchase order over $10,000 so that the provisions will be binding upon each subcontractor
or vendor who performs work relative to this RFP. 

E. IMMIGRATION REFORM AND CONTROL ACT OF 1986: Contractor certifies that it does not
and will not during the performance of this contract employ illegal alien workers or
otherwise violate the provisions of the Federal Immigration Reform and Control Act of 1986. 

F. ANTITRUST: By entering into a contract, Contractor conveys, sells, assigns, and transfers to 
the Commonwealth of Virginia all rights, title and interest in and to all causes of the action it 
may now have or hereafter acquire under the antitrust laws of the United States and the 
Commonwealth of Virginia, relating to the particular goods or services purchased or acquired 
by the Commonwealth of Virginia under this Contract. 

G. ASSIGNMENT OF CONTRACT: The Contract shall not be assignable by Contractor in whole or
in part without the written consent of the University.  

H. TESTING AND INSPECTION: To the extent applicable, VCU reserves the right to conduct any 
testing/inspection it may deem advisable to assure goods and services conform to the
specifications/Contract. 

I. TERMINATION OF CONTRACT: 



  

  
 

 
 

 
 

  
 

 

 
 

  
 
 

 
 

 
  

  
 

  

 
 

 
 

 

 

 

 

 
   

 
  

1. Either Party may terminate this Contract if the other Party materially breaches
this Contract and such breach is not cured within thirty (30) days after written 
notice to the breaching Party. 
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2. University reserves the right to terminate this Contract, without cause, in part
or in whole, without penalty, upon sixty (60) days written notice to the 
Contractor.

3. Either Party may terminate this Contract after the initial twelve (12) months of 
this Contract upon sixty (60) days written notice to the other Party. 

J. CHANGES TO THE CONTRACT: Changes may be made to the Contract: 

1. The parties may agree to modify the scope of the Contract. An increase or decrease in the 
price of the Contract resulting from such modification shall be agreed by the parties as a 
part of their written Contract to modify the scope of the Contract.   

2. The Purchasing Agency may order changes within the general scope of the contract at any 
time by written notice to the Contractor. Changes within the scope of the contract include,
but are not limited to, things such as services to be performed, the method of packing or
shipment, and the place of delivery or installation. The Contractor shall comply with the 
notice upon receipt. The Contractor shall be compensated for any additional costs
incurred as the result of such order and shall give the Purchasing Agency a credit for any 
savings. 

3. Material, substantive modifications, changes, and amendments to the Contract must be in 
a writing executed by authorized representatives of each party. 

K. NOTICE: All notices provided hereunder in regard to default, claims, actions, or similar
events shall be in writing and delivered personally, or sent by registered or certified mail, 
return receipt requested, postage prepaid, to the respective party at the following addresses: 

For VCU:
Director, Procurement Services
912 West Grace Street, 5th Floor
Richmond, Virginia 23298-0327 

For Contractor:
Christy Prescott 
Corporate Travel Management North America, Inc. 
dba Collegiate Travel Planners 
613 NW Loop 410
Suite 140 
San Antonio, TX 78215 

With required copy to:
Corporate Travel Management North America, Inc. 
Attn: Legal Department
2120 South 72 Street, Suite 700
Omaha, NE 68124 

Any notice sent by any other means shall not be considered duly given or delivered unless 



 
 

 
 

 
 

 
 

       
 

 
 

  

 
 

 

	 	 	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	

 
 

 
  

 
 

 
  

 
 

 
   

      

     

 
    

 
 

  

 

the receiving party affirmatively acknowledges receipt.  Notices with respect to any services
and communications specifically for day-to-day servicing purposes shall be sent to the 
designated points of contact as specified by each Party. 
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L. TAXES: Contractor acknowledges all sales to the Commonwealth of Virginia are normally 
exempt from State sales tax.  State sales and use tax certificates of exemption, Form ST-12,
will be issued upon request. Deliveries against this Contract shall usually be free of Federal 
excise and transportation taxes. The Commonwealth's excise tax exemption registration 
number is 54-73-0076K.  

M. FAILURE TO DELIVER GOODS OR SERVICES: In case of failure to deliver goods or services in
accordance with the Contract terms and conditions, VCU, after due oral or written notice, may 
procure them from other sources and hold the Contractor responsible for any resulting 
additional purchase and administrative costs. This remedy shall be in addition to any other 
remedies which VCU may have. 

N. SHIPPING: Contractor shall ship all goods FOB destination at the actual freight rate based
upon the actual weight of the goods to be shipped. 

O. INSURANCE: Contractor certifies it will have the following insurance coverages, and any 
insurance otherwise required by applicable law, throughout the entire term of the Contract,
as well as renewal terms. For construction contracts, if any subcontractors are involved, the 
subcontractor will have workers’ compensation insurance in accordance with § 25 of the 
Rules Governing Procurement of Goods, Services, Insurance and Construction by a Public 
Institution of Higher Education of the Commonwealth and Virginia Code and 65.2-800 et seq.. 
Contractor further certifies all insurance coverage will be provided by insurance companies
authorized by the Virginia State Corporation Commission to sell insurance in Virginia.
Minimum Insurance Coverages and Limits Required for Most Contracts: 

1. Worker’s Compensation - Statutory requirements and benefits. Coverage is compulsory
for employers of three or more employees, to include the employer. 

2. Employers Liability - $100,000. 

3. Commercial General Liability - $1,000,000 per occurrence. Commercial General Liability 
is to include bodily injury and property damage, personal injury and advertising injury, 
products, and completed operations coverage.. 

4. Professional Indemnity - $1,000,000 per claim. 

5. Automobile Liability - $1,000,000 per occurrence. (applicable only if motor vehicle is to 
be used in performance of this Contract) 

6. Cyber Security Liability - $5,000,000 

P. DRUG-FREE WORKPLACE: During the performance of this contract, the Contractor agrees to 
(i) provide a drug-free workplace for the contractor’s employees; (ii) post in conspicuous
places, available to employees and applicants for employment, a statement notifying 
employees that the unlawful manufacture, sale, distribution, dispensation, possession, or use 
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of a controlled substance or marijuana is prohibited in the contractor’s workplace and 
specifying the actions that will be taken against employees for violation of such prohibition:
(iii) state in all solicitations or advertisements for employees placed by or on behalf of the 
Contractor that the Contractor maintains a drug-free workplace: and (iv) includes the 
provisions of the foregoing clauses in every subcontract or purchase order of over $10,000, 
so that the provisions will be binding upon each subcontractor or vendor providing services
under this Contract. For the purposes of this section, “drug‐free workplace” means a site for
the performance of work done in connection with a specific contract awarded to a contractor,
the employees of whom are prohibited from engaging in the unlawful manufacture, sale, 
distribution, dispensation, possession or use of any controlled substance or marijuana during 
the performance of the Contract. 

Q. NONDISCRIMINATION: As applicable, federal law requires compliance with the following: 

1. 41 CFR § 60-1.4 Equal Opportunity Clause prohibiting discrimination on the basis of race,
color, religion, sex, or national origin. 

2. 41 CFR 60-741.5(a) and 41 CFR 60-300.5(a). These regulations prohibit discrimination
against qualified individuals on the basis of disability (60-741.5(a)) and protected
veteran status (41 CFR 60-300.5(a)), and require affirmative action to employ and
advance in employment qualified individuals with disabilities and qualified protected 
veterans. 

R. FERPA: To the extent that University provides to Contractor any identifiable student
information, including student address, phone number and email address, the University
hereby designates Contractor as a school official with a legitimate educational interest in
using such student information, and Contractor agrees to use such information only for the 
purpose of fulfilling its obligations under this Contract. Contractor further agrees not to 
disclose any such student information to any individual other than the student except as 
required by applicable law, rule or regulation or court or governmental order or as
authorized in writing by the University or the individual student. Contractor acknowledges
that this protection of student information is necessary for the University's compliance with 
the Virginia Code § 23.1-405(C) and the federal Family Educational Rights and Privacy Act 
(FERPA). 

S. CONFIDENTIAL INFORMATION: “Confidential Information” means all information of a party 
(“Disclosing party”) disclosed or made available to the other party (“Receiving party”) that 
(i) is clearly marked or identified as such at the time of disclosure or within a reasonable time 
thereafter; or (ii) should be reasonably known by the Receiving party to be confidential due 
to the nature of the information disclosed and the circumstances surrounding the disclosure.
Confidential Information of VCU shall include, but not be limited to information about VCU
personnel and students of VCU to the extent such information is not available to the public 
domain in accordance with the laws of the Commonwealth of Virginia and FERPA. Contractor
shall use its reasonable efforts to prevent and protect Confidential Information from
unauthorized use or disclosure, with at least the same degree of care that Contractor uses to 
protect its own confidential and proprietary information, but in no event less than a
reasonable degree of care under the circumstances. Each Party will only disclose the other 
Party’s Confidential Information to its employees, consultants, or subcontractors only on a
need-to-know basis, provided that such employees or subcontractors are subject to
confidentiality obligations no less restrictive than those contained herein. Upon the 



 

   
 

  
 

 
 

 

  
 

 
	  

 
   

 
 

  
  

 
 

 
 

	  

 

 
  

 
 

  
 
 

 
 
 

 
 

 

completion of the services and upon request of VCU, Contractor shall return all Confidential
Information received in written format, including copies or reproductions or other media 
containing Confidential Information within seven (7) days of such request. 
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T. VA FOIA:  Nothing contained herein is intended to limit VCU’s compliance with the Virginia 
Freedom of Information Act (“VFOIA”). For clarity, contracts and pricing between VCU and
its vendors are not considered to be exempt from VFOIA requests. 

U. INDEMNIFICATION: Contractor agrees to indemnify, defend, and hold harmless VCU, the 
Commonwealth of Virginia, and their officers, employees and agents from any claim, damage, 
liability, injury, expense or loss, including defense costs and attorneys’ fees, brought against
VCU by a third party arising from Contractor’s negligence under this Agreement, except to 
the extent caused by the negligence of VCU.  Accordingly, VCU shall promptly notify
Contractor of any claim or action brought against VCU in connection with this Agreement.
Upon such notification, and at the request and direction of VCU and/or the Office of the 
Attorney General, Contractor will immediately defend any such claim or action pursuant to
the provisions and requirements of Virginia Code § 2.2-514. 

V. LIMITATION OF LIABILITY: Each Party shall be liable for the direct damages caused by the
negligence of itself, its officers, employees, and agents in connection with its obligations 
under this Contract or any goods, services, actions, or omissions relating to this Contract. 

W. STATUTORY DAMAGES:  VCU is not authorized to waive damages granted or otherwise 
available by statute. 

X. SOVEREIGN IMMUNITY: VCU is an agency of the Commonwealth of Virginia and is afforded 
the protection of sovereign immunity under Virginia law. Any claims against VCU or the 
Commonwealth are subject to the requirements established under Virginia law for bringing
such claims against VCU or the Commonwealth, including the Virginia Tort Claims Act
(Virginia Code §§ 8.01-195.1 et seq.) and other applicable statutes relating to claims against 
the Commonwealth or its agencies. Notwithstanding any other provision, nothing in this 
Contract shall be deemed to be or construed as a waiver of VCU’s or the Commonwealth’s 
sovereign immunity, or any other applicable requirements under Virginia law for bringing 
claims against VCU or the Commonwealth. The total cumulative liability of the University, its 
officers, employees, and agents in connection with this contract or in connection with any
goods, services, actions or omissions relating to this contract, shall not under any
circumstance exceed payment of the maximum purchase price. 

Y. FORCE MAJEURE: Neither Party will be responsible for any losses resulting from delay or
failure in performance resulting from any cause beyond either Party’s reasonable control,
including without limitation, war, strikes or labor disputes, civil disturbances, fires, natural
disasters, pandemics, including if VCU, in its sole discretion, must close a campus location or 
take other restrictive actions due to concerns related to the COVID-19 pandemic or acts of 
God. If the delay or failure in the performance of the Party claiming Force Majeure continues
for thirty (30) days or more, then the Party not claiming Force Majeure may terminate this
Agreement by written notice to the other Party without penalty. Any funds paid will be 
reimbursed pro rata based on Services not provided 

Z. AUDIT: The Contractor shall retain all books, records, and other documents relative to this 
contract for five (5) years after final payment, or until audited by the Commonwealth of 



 

 
  

  

 
  

 
 

 
  

 
 

 

 
 
 

  

 
 

  

 
 

 
 

 

 
 

  
 

  

 
 

 
  

Virginia, whichever is sooner.  The University, its authorized agents, and/or State auditors 
shall have full access to and the right to examine any of said materials during said period. 
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AA. AVAILABILITY OF FUNDS: It is understood and agreed between the parties herein that VCU
shall be bound hereunder only to the extent the funds are appropriated, or otherwise made 
available, from the Virginia General Assembly or other funding source, or which funds may
hereafter be provided for the purpose of this Contract. 

BB. ADDITIONAL GOODS AND SERVICES: The University may acquire other goods or services
that the supplier provides than those specifically solicited. The University reserves the right,
subject to mutual contract, for Contractor to provide additional goods and/or services under
the same pricing, terms and conditions and to make modifications or enhancements to the 
existing goods and services. Such additional goods and services may include other products,
components, accessories, subsystems, or related services newly introduced during the term
of the Contract. 

CC. REALSOURCE REGISTRATION: This Contract shall result in a purchase order or purchase 
orders issued via VCU’s source-to-pay platform, RealSource. Contractor shall register in 
RealSource upon award of contract.  For information on registering, visit realsource.vcu.edu.
Registration is free, and registered vendors shall have access to purchase order, invoice, and 
payment information. Contractor is responsible for the security of its RealSource portal
account, including restricting access to it, maintaining the confidentiality of login information,
and taking any other actions necessary to protect the security of the Contractor’s account.
VCU will not be responsible for a third party’s fraudulent collection of VCU payments due to 
the Contractor’s failure to update or protect its account information. If this is a cooperative
procurement, this clause shall apply to orders placed by VCU only. 

DD. eVA REGISTRATION AND FEES: Contractor agrees to self-register with the Commonwealth of 
Virginia’s electronic procurement system, eVA (information on eVA can be found at
http://www.eva.virginia.gov), and agrees to maintain self-registered status for the duration 
of this Contract. The Commonwealth shall assess eVA transaction fees as specified below for 
each order resulting from this Contract. The Vendor Transaction Fee is: 

1. DSBSD-certified Small Businesses: 1%, capped at $500 per order. 

2. Businesses that are not DSBSD-certified Small Businesses: 1%, capped at $1,500 per 
order. 

The specified Vendor Transaction Fee will be invoiced by the Commonwealth of Virginia 
Department of General Services, approximately 30 days after the corresponding purchase 
order is issued and the invoice is payable 30 days after the invoice date. 

Contractor is responsible for the security of its eVA account, including restricting access to it,
maintaining the confidentiality of login information, and taking any other actions necessary 
to protect the security of Contractor’s account. VCU will not be responsible for a third party’s
fraudulent collection of VCU payments due to Contractor’s failure to update or protect its 
account information. 

EE. SWAM REPORTING: Contractor will submit a quarterly SWAM business report to the 
University by the 8th of the month following each calendar quarter, specifically the months 

http://www.eva.virginia.gov
https://realsource.vcu.edu


   

 

 
 

  

 
   
  

 
 	 	 	 	
	

  

 

 
  

 

 
  

 
   

   
 
 

 
  

 

 

 
  

 

 
 

of April, July, October, and January. Contractor will submit the quarterly SWAM business
reports, based upon the Contractor’s proposed commitment to: 
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VCU SWaM Reporting 
E-mail: swamreporting@vcu.edu 

The quarterly SWAM business reports will contain the following information: 
a. SWAM firms’ name, address and phone number with which Contractor has contracted

over the specified quarterly period.
b. Contact person at the SWAM firm who has knowledge of the specified information. 
c. Type of goods and/or services provided over the specified period of time. 
d. Total amount paid to the SWAM firm as it relates to the University’s account. 

7. SPECIAL TERMS AND CONDITIONS 

A. ADVERTISING: Contractor shall not state in any of its advertising or product literature
that the University, the Commonwealth of Virginia, or any agency or institution of the 
Commonwealth has purchased or uses its products or services. 

B. TRADEMARKS/LOGOS: Each Party retains all rights, title and interest to its
trademarks, logos and other intellectual property.  Contractor shall first submit a 
request in writing to the VCU Division of University Relations prior to use of any VCU
marks, name, or logos and VCU shall first submit a request in writing to the contact 
for Contractor set forth in Section 6.K. (Notices). 

C. SPECIAL EDUCATIONAL OR PROMOTIONAL DISCOUNTS: The Contractor shall extend
any special educational or promotional sale prices or discounts immediately to
University during the term of this Contract. Such notice shall also advise the duration 
of the specific sale or discount\ price. 

D. EXTRA CHARGES NOT ALLOWED:  The Contract price shall reflect all fees to be 
incurred for the performance of the Contract, including all applicable freight and
installation charges. Any additional fees that arise during the performance of the
Contract shall only be paid if approved by the University prior to incurring such fees. 

E. ADDITIONAL USERS OF CONTRACT: It is the University’s intent to allow for
cooperative procurement. Accordingly, any public body, public or private health or 
educational institution, or any University-related foundation (Additional Users) may 
access this Agreement if authorized by Selected Firm.  

To that end and if agreeable with the Contractor, upon written request from Additional 
Users the Contractor may allow access to the contract.  Although the University desires
to provide access on such contract to Additional Users, the Contractor is not required
to provide such access. A Contractor’s willingness to provide this access to Additional
Users, will not be a consideration in awarding this contract.  Although the Additional 
Users have access to any resulting contract, Additional Users are not bound to use the 
contract and any use of the contract is strictly optional.  

If the Additional Users choose to access the contract and the Contractor agrees to such 

mailto:swamreporting@vcu.edu
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access, the terms and conditions of the contract will be in full force and effect as 
between the Additional Users and the Contractor. VCU will have no responsibility for
the resolution of any contractual disputes, or for payment for services rendered which 
may arise from an Additional User accessing the contract.  The Contractor understands 
and agrees that it shall not have any recourse against VCU with respect to any claim it
may have against another Additional User that accessed this contract. 

F. GRAMM-LEACH-BLILEY ACT: The Contractor shall comply with the Act by
implementing and maintaining appropriate safeguards to protect and prevent 
unauthorized release of student, faculty and staff nonpublic information.  Nonpublic
information is defined as social security numbers, or financial transactions, bank, 
credit, and tax information. 

G. SUBCONTRACTS:  No portion of the work shall be subcontracted without prior written 
consent of the purchasing agency.  In the event that the Contractor desires to subcontract
some part of the work specified herein, the Contractor shall furnish the University with the 
names, qualifications and experience of their proposed subcontractors.  The Contractor shall,
however, remain fully liable and responsible for the work to be done by its subcontractor(s)
and shall assure compliance with all requirements of the Contract. 

H. CRIMINAL BACKGROUND INVESTIGATION: If Contractor employees and agents will be on
the VCU campus, or have access to protected data as defined herein, Contractor must comply 
with the following: Contractor shall ensure that its employees, full-time or part-time,
including newly hired, re-hired, seasonal, and/or temporary, who may have access to VCU
confidential or proprietary information, or data about VCU personnel or students, have
passed a criminal background check pursuant to Virginia Code § 2.2-1201.1. Criminal
background checks shall comply with the standards set forth in VCU’s employment policies 
found at: 

http://www.policy.vcu.edu/sites/default/files/Criminal%20Conviction%20Investigations.
pdf 

Specifically, Contractor shall ensure an investigation is conducted by a third-party 
vendor utilizing courthouse records and national databases to obtain records within 
the past seven (7) years. Convictions related to drugs, violence and/or sexual behavior
are generally considered job related due to the nature of the VCU environment and the
need to provide reasonable levels of protection for students, patients, employees,
visitors, and institutional resources. 

I. IDENTIFICATION CARDS: All Contractor employees authorized to work at VCU must obtain a
VCU identification card. Information on obtaining a card is available at
http://vcucard.vcu.edu/. Contractor’s employees must wear their VCU identification when 
they are on VCU property. 

J. REPRESENTATIONS AND WARRANTIES: All representations and warranties made by 
University are made to the best of its knowledge at the time the representation or
warranty is made. University will use its best efforts to comply with all conditions and
restrictions on its accounts and the services provided hereunder. 

http://vcucard.vcu.edu
http://www.policy.vcu.edu/sites/default/files/Criminal%20Conviction%20Investigations
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K. SECTION 508 COMPLIANCE:  All information technology which, pursuant to this Contract, is 
purchased or upgraded by or for the use of the University (the “Technology”) shall comply
with Section 508 of the Rehabilitation Act (29 U.S.C. 794d), as amended. If requested, the 
Contractor must provide a detailed explanation of how compliance with Section 508 of the 
Rehabilitation Act is achieved and a validation of concept demonstration. The requirements 
of this Paragraph along with the Non-Visual Access to Technology clause below shall be 
construed to achieve full compliance with the Information Technology Access Act, Virginia 
Code §§ 2.2-3500 through 2.2-3504. 

L. DELIVERY AND STORAGE:  It shall be the responsibility of the Contractor to make all 
arrangements for delivery, unloading, receiving and storing materials in the building during
installation. VCU will not assume any responsibility for receiving these shipments. 
Contractor shall check with VCU and make necessary arrangements for security and storage 
space in the building during installation. 

M. NONVISUAL ACCESS TO TECHNOLOGY: All Technology shall comply with the following 
nonvisual access standards from the date of purchase or upgrade until the expiration of this
Contract: 

1. effective, interactive control and use of the Technology shall be readily achievable by 
nonvisual means; 

2. the Technology equipped for nonvisual access shall be compatible with information
technology used by other individuals with whom any blind or visually impaired user of
the Technology interacts; 

3. nonvisual access technology shall be integrated into any networks used to share
communications among employees, program participants or the public; and 

4. the technology for nonvisual access shall have the capability of providing equivalent 
access by nonvisual means to telecommunications or other interconnected network 
services used by persons who are not blind or visually impaired. 

Compliance with the foregoing nonvisual access standards shall not be required if University 
determines (i) the Technology is not available with nonvisual access because the essential
elements of the Technology are visual and (ii) nonvisual equivalence is not available. 
Installation of hardware, software, or peripheral devices used for nonvisual access is not
required when the Technology is being used exclusively by individuals who are not blind or
visually impaired, but applications programs and underlying operating systems (including 
the format of the data) used for the manipulation and presentation of information shall 
permit the installation and effective use of nonvisual access software and peripheral devices. 
If requested, the Contractor must provide a detailed explanation of how compliance with the
foregoing nonvisual access standards is achieved and a validation of concept demonstration.  
The requirements of this Paragraph shall be construed to achieve full compliance with the 
Information Technology Access Act, Virginia Code §§ 2.1-807 through 2.1-811. 

8. FEDERAL TERMS AND CONDITIONS 

For Contracts funded by a U.S. Government grant or contract, the following provisions
found in Appendix II of the Uniform Administrative Requirements, Cost Principles, and 



 
 

 
  

 
  

 
 

 
 

 
 

 

 
 

 
 

 
 

 
  

 
 

  
 

	
 

 

 

 
 

 
 

 	 	 	 	 		
	
 

 
 		

	
  

Audit Requirements for Federal Awards; Final Rule (2 CFR Part 200, et al) shall be 
incorporated and made a part of this Contract. 
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A. Equal Employment Opportunity (E.O. 11246 as amended by E.O. 11375 and 
supplemented by 41 CFR part 60). 

B. For construction with Federal funds: the Davis-Bacon Act (40 U.S.C. 3141-3148) as 
supplemented by 29 CFR part 5 

C. Copeland “Anti-Kickback” Act (40 U.S.C. 3145 and 29 CFR part 3). 

D. Where applicable, the Contract Work Hours and Safety Standards Act (40 U.S.C. 3701-
3708) as supplemented by 29 CFR part 5. 

E. For non-profit organizations and small business, patent rights will be governed by 37 
CFR part 401, “Rights to Inventions Made by Non-Profit Organizations and Small 
Business Firms under Government Grants, Contracts and Cooperative Contracts.” 

F. The Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control Act 
(33 U.S.C. 1251- 1387.), as amended. 

G. Mandatory standards and policies relating to energy efficiency contained in the state 
energy conservation plan issued in compliance with the Energy Policy and Conservation 
Act (42 U.S.C. 6201). 

H. When applicable, this Contract is subject to Debarment and Suspension (E.O.s 12549
and 12689) as provided in 2 CFR part 180. 

I. The BYRD Anti-Lobbying Amendment (31 U. S. C. 1352): awards of $100,000.00 or more
will file the required certification. 

J. This contractor and subcontractor shall abide by the requirements of 41 CFR 60-1.4(a), 
60-300.5(a) and 60-741.5(a). These regulations prohibit discrimination against
qualified individuals based on their status as protected veterans or individuals with 
disabilities, and prohibit discrimination against all individuals based on their race,
color, religion, sex, sexual orientation, gender identity, national origin, and for inquiring 
about, discussing or disclosing compensation. Moreover, these regulations require that 
covered prime contractors and subcontractors take affirmative action to employ and 
advance in employment individuals without regard to race, color, religion, sex, sexual 
orientation, gender identity, national origin, disability or veteran status. 

9. INFORMATION SECURITY / DATA PRIVACY 

A. The University’s Data and Intellectual Property Protection Addendum is attached and 
incorporated herein as Exhibit A. 

10. DISCLAIMER 

A. Contractor, in booking travel reservations, issuing airline tickets and other travel
documents, and otherwise procuring travel services from Travel Vendors (defined 

https://100,000.00
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John McHugh

5/24/2023

Director, Procurement Services

  
 
 

  
 

 

 

 
 

 
 

 
 

 
  

 

 
 

 

	
	 	

 
 

 

  

   

  

     

  

below) for VCU, acts solely in the capacity of an independent contractor for VCU in
VCU’s procurement of such travel services from the Travel Vendor, and VCU consents
to the Travel Vendor’s terms and conditions in purchasing such travel services from the
Travel Vendor.  Contractor does not guarantee or insure the travel services to be 
provided by any Travel Vendor and assumes no responsibility for any acts or omissions 
of any Travel Vendor or other third party.  If a Travel Vendor defaults prior to providing 
any travel service for which payment has been made, VCU’s sole recourse for refund
will be with the defaulting Travel Vendor and/or its insurer.  Contractor shall provide
reasonable commercial assistance to VCU to enable VCU to receive a refund or any other
appropriate redress from a Travel Vendor in connection with the Services. 

For purposes of this MSA, “Travel Vendor” shall mean the provider of the travel product
being booked for VCU by Contractor, including, but not limited to, airlines, rail 
companies, car rental companies, and hotels. 

B. Contractor shall not be liable for any fluctuation in price or change in schedule or 
equipment or accommodations for any travel service of a Travel Vendor which occurs 
subsequent to booking of and/or payment for such travel service.  Contractor disclaims
any and all liability for errors or bias in reservations, fares, or other information 
provided by any automated Travel Vendor, Global Distribution System (GDS), or other
reservation system unless such error or bias in reservations, fares or other information 
is the result of a booking error by Contractor. 

C. Contractor shall not be liable for any actions beyond its control in connection with the 
provision of any Services to VCU, or for any act, error, omission, injury, loss, accident, 
damage, delay, non-performance, irregularity or consequence therefrom, which may be 
occasioned through the neglect, default or any other act or inaction of any third person 
or entity. 

IN WITNESS WHEREOF, the Parties have executed this Contract on the dates designated below. 

VIRGINIA COMMONWEALTH UNIVERSITY 

By: By: 

Printed Name: 

Title: 

Date: 

CORPORATE TRAVEL MANAGEMENT 
NORTH AMERICA, INC., dba 
COLLEGIATE TRAVEL PLANNERS 

Printed Name: 

Title: 

Date: 

Christy Prescott

CEO, CTP

5/15/2023



	 	 	 	 	 	 	

     

    
 

   

 

 
 

 
 
 

 

  

 
 

 

      

 

       
 

    
 

 

     

  
 

EXHIBIT 	A 	
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DATA AND INTELLECTUAL PROPERTY PROTECTION ADDENDUM

 1. Definitions 

a. “End User” means the individuals authorized by the University to access and 
use the Services provided by Contractor under this Addendum. 

b. “Personally Identifiable Information” includes but is not limited to:  personal
identifiers such as name, address, phone number, date of birth, Social Security 
number, and student or personnel identification number; “personal information” as
defined in Virginia Code section 18.2-186.6 and/or any successor laws of the 
Commonwealth of Virginia; personally identifiable information contained in student
education records as that term is defined in the Family Educational Rights and Privacy
Act, 20 USC 1232g; “medical information” as defined in Virginia Code Section 32.1-
127.1:05; “protected health information” as that term is defined in the Health
Insurance Portability and Accountability Act, 45 CFR Part 160.103; nonpublic
personal information as that term is defined in the Gramm-Leach-Bliley Financial
Modernization Act of 1999, 15 USC 6809; credit and debit card numbers and/or 
access codes and other cardholder data and sensitive authentication data as those 
terms are defined in the Payment Card Industry Data Security Standards; other 
financial account numbers, access codes, driver’s license numbers; and state- or
federal-identification numbers such as passport, visa or state identity card numbers. 

c. “Securely Destroy” means taking actions that render data written on physical
(e.g., hardcopy, microfiche, etc.) or electronic media unrecoverable by both ordinary 
and extraordinary means. These actions must meet or exceed those sections of the 
National Institute of Standards and Technology (NIST) SP 800-88 guidelines relevant
to data categorized as high security.  

d. “Security Breach” means a security-relevant event in which the security of a
system or procedure used to create, obtain, transmit, maintain, use, process, store or 
dispose of data is breached, and in which University Data is exposed to unauthorized 
disclosure, access, alteration, or use. 

e. “Services” means any goods or services acquired by the University from the
Contractor. 

f. “University Data” includes all Personally Identifiable Information and other 
information that is not intentionally made generally available by the University on
public websites or publications, including but not limited to business, administrative 
and financial data, intellectual property, and patient, student and personnel data. 

2. Rights and License in and to the University Data 

The parties agree that as between them, all rights including all intellectual property rights in 
and to University Data shall remain the exclusive property of the University, and Contractor 
has a limited, nonexclusive license to use these data as provided in this Addendum solely for
the purpose of performing its obligations hereunder. This Addendum does not give a party 



  

   

      

   

  
  

 
  

 
 

  

  
 

 

      

    

 
  

       
      
 

 

  
 

 

any rights, implied or otherwise, to the other’s data, content, or intellectual property, except 
as expressly stated in the Addendum. 
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3. Intellectual Property Disclosure/Rights 

a. Unless expressly agreed to the contrary in writing, all goods, products,
materials, documents, reports, writings, video images, photographs or papers of any 
nature including software or computer images prepared by Contractor (or its 
subcontractors) for the University will not be disclosed to any other person or entity 
without the written permission of the University. 

b. Contractor warrants to the University that the University will own all rights, 
title and interest in any intellectual property created for the University as part of the 
performance of this Addendum and will have full ownership and beneficial use 
thereof, free and clear of claims of any nature by any third party including, without 
limitation, copyright or patent infringement claims.  Contractor agrees to assign and
hereby assigns all rights, title, and interest in any and all intellectual property created
for the University as part of the performance of this Addendum to the University, 
and will execute any future assignments or other documents needed for the 
University to document, register, or otherwise perfect such rights. Nothing in this
section is, however, intended to or shall be construed to apply to existing intellectual
property created or owned by the vendor that the University is licensing under this 
Addendum. For avoidance of doubt, the University asserts no intellectual property 
ownership under this clause to any pre-existing intellectual property of the vendor, 
and seeks ownership rights only to the extent Vendor is being engaged to develop 
certain intellectual property as part of its services for the University. 

c. Notwithstanding the foregoing, for research collaboration pursuant to 
subcontracts under sponsored research Addendums administered by the University's
Office of Sponsored Programs, intellectual property rights will be governed by the 
terms of the grant or contract to the University to the extent such grant or contract
requires intellectual property terms to apply to subcontractors. 

4. Data Privacy 

a. Contractor will use University Data only for the purpose of fulfilling its duties
under this Addendum and will not share such data with or disclose it to any third 
party without the prior written consent of the University, except as required by this
Addendum or as otherwise required by law. 

b.  Except as is necessary to provide the Services, University Data will not be
stored outside the United States without prior written consent from the University.
Aggregated and de-identified University Data may be accessed by the Contractor’s
parent company for the sole purpose of fulfilling its audit requirements.  

c. Contractor will provide access to University Data only to its employees and 
subcontractors who need to access the data to fulfill Contractor obligations under this 
Addendum. Contractor will ensure that employees who perform work under this 



  

  
 

  

 

 

    

    
 

 

 
 

 

  
 

   

 

  

  
 

  

 

 

Addendum have read, understood, and received appropriate instruction as to how to 
comply with the data protection provisions of this Addendum. 
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d. The following provision applies only if Contractor will have access to the
University’s education records as defined under the Family Educational Rights and
Privacy Act (FERPA): Contractor acknowledges that for the purposes of this
Addendum it will be designated as a “school official” with “legitimate educational
interests” in the University education records, as those terms have been defined 
under FERPA and its implementing regulations, and Contractor agrees to abide by the 
limitations and requirements imposed on school officials. Contractor will use the 
education records only for the purpose of fulfilling its duties under this Addendum 
for University’s and its End User’s benefit, and will not share such data with or
disclose it to any third party except as provided for in this Addendum, required by 
law, or authorized in writing by the University. 

5. Data Security 

a. Contractor will store and process University Data in accordance with 
commercial best practices, including appropriate administrative, physical, and
technical safeguards, to secure such data from unauthorized access, disclosure, 
alteration, and use. Such measures will be no less protective than those used to
secure Contractor’s own data of a similar type, and in no event less than reasonable 
in view of the type and nature of the data involved. Without limiting the foregoing,
Contractor warrants that all electronic University Data will be encrypted in
transmission (including via web interface) in accordance with industry best practices
commensurate to the sensitivity of the information; such as controls outlined in the 
Moderate or High control baselines in the latest version of National Institute of
Standards and Technology Special Publication 800-53. 

b. If Contractor stores Personally Identifiable Information as part of this
Addendum, Contractor warrants that the information will be stored in accordance 
with industry best practices commensurate to the sensitivity of the information; such
as controls outlined in the Moderate or High control baselines in the latest version of 
National Institute of Standards and Technology Special Publication 800-53. 

c. Contractor will use industry-standard and up-to-date security tools and
technologies such as anti-virus protections and intrusion detection methods in
providing Services under this Addendum. 

6. Employee Background Checks and Qualifications 

Contractor shall ensure that its employees, full-time or part-time, including newly hired, re-
hired, seasonal, and/or temporary, who may have access to VCU confidential and/or
proprietary information, and/or data about VCU personnel and/or students, have passed a 
criminal background check pursuant to the Code of Virginia, §2.2-1201.1. Criminal
background checks shall comply with the standards set forth in VCU’s employment policies: 

http://www.policy.vcu.edu/sites/default/files/Criminal%20Conviction%20Investigations.
pdf 

http://www.policy.vcu.edu/sites/default/files/Criminal%20Conviction%20Investigations


 

 
 

     

 

    

    

 

   

     

   
 
 
 

  

 
 
 

     

   
 

Individuals with failed background checks shall not participate in the performance of this
Addendum and must undergo additional evaluation before access to information is provided. 
Contractor shall maintain records sufficient to document the completion of required criminal 
background checks. The University reserves the right in its sole discretion to perform audits
of Contractor’s compliance at the University’s expense to ensure compliance with this term.
Contractor shall reasonably cooperate in the performance of such audits. Contractor’s 
obligation to maintain records documenting completion of criminal background checks shall 
survive the termination of this Addendum for a period of seven (7) years. 
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7. Data Authenticity and Integrity 

Contractor will take reasonable measures, including audit trails, to protect University Data
against deterioration or degradation of data quality and authenticity.  Contractor will be 
responsible under the terms of this Addendum, unless otherwise specified elsewhere in this 
Addendum, for converting and migrating electronic data as often as necessary so that 
information is not lost due to hardware, software, or media obsolescence or deterioration. 

8. Security Breach 

a. Response. Upon becoming aware of a Security Breach, or of circumstances 
that are reasonably understood to suggest a likely Security Breach, Contractor will 
timely notify the University consistent with applicable state or federal laws, fully 
investigate the incident, and cooperate fully with the University’s investigation of and
response to the incident.  Except as otherwise required by law, Contractor will not 
provide notice of the incident directly to individuals whose Personally Identifiable 
Information was involved, regulatory agencies, or other entities, without prior 
written permission from the University.  

b. Liability. 

1) If Contractor must under this Addendum create, obtain, transmit, use, 
maintain, process, or dispose of the subset of University Data known as 
Personally Identifiable Information, the following provisions apply. In
addition to any other remedies available to the University under law or
equity, Contractor will reimburse the University in full for all costs incurred
by the University in investigation and remediation of any  Security Breach
caused by Contractor, including but not limited to providing notification to
individuals whose Personally Identifiable Information was compromised and 
to regulatory agencies or other entities as required by law or contract; 
providing one year’s credit monitoring to the affected individuals if the 
Personally Identifiable Information exposed during the breach could be used
to commit financial identity theft;  and the payment of legal fees, audit costs,
fines, and other fees imposed by regulatory agencies or contracting partners
as a result of the Security Breach. 

2) If Contractor will NOT under this Addendum create, obtain, transmit, 
use, maintain, process, or dispose of the subset of University Data known as 
Personally Identifiable Information, the following provisions apply. In
addition to any other remedies available to the University under law or
equity, Contractor will reimburse the University in full for all costs reasonably 



  

      

   

        
 

     

      
 

       

        
  

 
 

    

     
 

 
 

  
 

 
 

 
 

 

      

incurred by the University in investigation and remediation of any Security
Breach caused by Contractor. 
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9. Response to Legal Orders, Demands or Requests for Data 

a. Except as otherwise expressly prohibited by law, Contractor will: 

• immediately notify the University of any subpoenas, warrants, or
other legal orders, demands or requests received by Contractor seeking 
University Data; 

• consult with the University regarding its response; 

• cooperate with the University’s reasonable requests in connection
with efforts by the University to intervene and quash or modify the legal 
order, demand or request; and 

• upon the University’s request, provide the University with a copy of 
its response. 

b. If the University receives a subpoena, warrant, or other legal order, demand
(including request pursuant to the Virginia Freedom of Information Act) or request
seeking University Data maintained by Contractor, the University will promptly
provide a copy to Contractor.  Contractor will promptly supply the University with
copies of data required for the University to respond, and will cooperate with the 
University’s reasonable requests in connection with its response. 

10. Data Transfer Upon Termination or Expiration 

a. Upon termination or expiration of this Addendum, Contractor will ensure that 
all University Data are securely returned or destroyed as directed by the University
in its sole discretion. Transfer to the University or a third party designated by the 
University shall occur within a reasonable period of time, and without significant 
interruption in service. Contractor shall return University Data in such format in
which such information is stored by Contractor (which shall be industry standard), 
and to the extent technologically feasible, that the University will have reasonable 
access to University Data during the transition.  The file format will be .CSV and the
default transfer protocol will be SFTP. In the event VCU seeks to have University Data 
provided by CTP “out of band” or in a file format that requires CTP to incur out-of-
pocket costs or internal programming time in order to re-format or otherwise present
University Data, prior to the delivery of University Data the Parties shall have first 
mutually agreed upon the format in which University Data is to be provided and the 
Parties’ respective responsibility for any such costs.  In the event that the University 
requests destruction of its data, Contractor agrees to Securely Destroy all data in its 
possession and in the possession of any subcontractors or agents to which Contractor
might have transferred University data. Contractor agrees to provide documentation
of data destruction to the University. 

b. Contractor will notify the University of impending cessation of its business 
and any contingency plans. This includes immediate transfer of any previously 



 
 

 

 
  

  

   

     
  

 
 

 

      
 

 

 

        
 

        

        

 
 

   

    

     

escrowed assets and data and providing the University access to Contractor’s 
facilities to remove and destroy University-owned assets and data.  Contractor shall
implement its exit plan and take all necessary actions to ensure a smooth transition 
of service with minimal disruption to the University.  Contractor will also provide a
full inventory and configuration of servers, routers, other hardware, and software 
involved in service delivery along with supporting documentation, indicating which
if any of these are owned by or dedicated to the University.  Contractor will work 
closely with its successor to ensure a successful transition to the new equipment, with
minimal downtime and effect on the University, all such work to be coordinated and
performed in advance of the formal, final transition date.
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 11. Audits 

a. The University reserves the right in its sole discretion to perform audits of 
Contractor at the University’s expense to ensure compliance with the terms of this
Addendum. Contractor shall reasonably cooperate in the performance of such audits.
This provision applies to all agreements under which Contractor must create, obtain,
transmit, use, maintain, process, or dispose of University Data. 

b. If Contractor must under this Addendum create, obtain, transmit, use, 
maintain, process, or dispose of the subset of University Data known as Personally 
Identifiable Information or financial or business data which has been identified to 
Contractor as having the potential to affect the accuracy of the University’s financial
statements, Contractor will at its expense conduct or have conducted at least annually 
a(n): 

• American Institute of CPAs Service Organization Controls (SOC 2)
Type II audit, or other security audit with audit objectives deemed sufficient
by the University, which attests the Contractor’s security policies, procedures 
and controls; 

• vulnerability scan of Contractor’s electronic systems and facilities that
are used in any way to deliver electronic services under this Addendum; and 

• formal penetration test of Contractor’s electronic systems and
facilities that are used in any way to deliver electronic services under this 
Addendum. 

Additionally, Contractor will provide the University upon request the results of the 
above audits, scans and tests, and will promptly modify its security measures as
needed based on those results in order to meet its obligations under this Addendum.
The University may require, at University expense, Contractor to perform additional 
audits and tests, the results of which will be provided promptly to the University. 

12. Compliance 

a. Contractor will comply with all applicable laws and industry standards in 
performing services under this Addendum.  Any Contractor personnel visiting the 
University’s facilities will comply with all applicable University policies regarding 



 

    
 

  
 

 

 

 
 

      
  

 

 

     
 

 

 

  
 

 
  

access to, use of, and conduct within such facilities.  The University will provide copies 
of such policies to Contractor upon request. 
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b. Contractor warrants that the service it will provide to the University is fully
compliant with relevant laws, regulations, and guidance that may be applicable to the
service, such as: the Family Educational Rights and Privacy Act (FERPA), Health
Insurance Portability and Accountability Act (HIPAA) and Health Information
Technology for Economic and Clinical Health Act (HITECH), Gramm-Leach-Bliley 
Financial Modernization Act (GLB), Payment Card Industry Data Security Standards
(PCI-DSS), Americans with Disabilities Act (ADA), Federal Export Administration 
Regulations, and Defense Federal Acquisitions Regulations. 

c. If the Payment Card Industry Data Security Standards (PCI-DSS) are
applicable to Contractor service provided to the University, Contractor will, upon 
written request, furnish proof of compliance with PCI-DSS within 10 business days of
the request. 

d. Section 508 Compliance: All information technology which, pursuant to this
Agreement, is purchased or upgraded by or for the use of the University (the 
“Technology”) shall comply with Section 508 of the Rehabilitation Act (29 U.S.C. 
794d), as amended. If requested, the Contractor must provide a detailed explanation 
of how compliance with Section 508 of the Rehabilitation Act is achieved and a 
validation of concept demonstration. The requirements of this Paragraph along with
the Non-Visual Access to Technology clause below shall be construed to achieve full 
compliance with the Information Technology Access Act, §§ 2.2-3500 through 2.2-
3504 of the Code of Virginia. 

e. Nonvisual Access to Technology: All Technology shall comply with the 
following nonvisual access standards from the date of purchase or upgrade until the
expiration of this Agreement: 

i. effective, interactive control and use of the Technology shall be readily 
achievable by nonvisual means; 

ii. the Technology equipped for nonvisual access shall be compatible with 
information technology used by other individuals with whom any blind
or visually impaired user of the Technology interacts; 

iii. nonvisual access technology shall be integrated into any networks used
to share communications among employees, program participants or
the public; and 

iv. the technology for nonvisual access shall have the capability of 
providing equivalent access by nonvisual means to telecommunications
or other interconnected network services used by persons who are not
blind or visually impaired. 

Compliance with the foregoing nonvisual access standards shall not be required if 
University determines (i) the Technology is not available with nonvisual access 



 

   
 

 
  

 
  

 

   

 

 

    

 

 

because the essential elements of the Technology are visual and (ii) nonvisual
equivalence is not available. 
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Installation of hardware, software, or peripheral devices used for nonvisual access is
not required when the Technology is being used exclusively by individuals who are
not blind or visually impaired, but applications programs and underlying operating 
systems (including the format of the data) used for the manipulation and presentation 
of information shall permit the installation and effective use of nonvisual access 
software and peripheral devices. 

If requested, the Contractor must provide a detailed explanation of how compliance
with the foregoing nonvisual access standards is achieved and a validation of concept 
demonstration.  The requirements of this Paragraph shall be construed to achieve full
compliance with the Information Technology Access Act, §§ 2.1-807 through 2.1-811
of the Code of Virginia. 

13. No End User agreements 

In the event that Contractor enters into terms of use agreements or other agreements or
understandings, whether electronic, click-through, verbal or in writing, with University 
employees or other End Users, such agreements shall be null, void and without effect, and the 
terms of this Addendum shall apply. 

14. Survival 

The Contractor’s obligations under Section 10 shall survive termination of this Addendum 
until all University Data has been returned or securely destroyed.   
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ATTACHMENT A: PRICING  

General Travel Services - Full-Agent 
Transactions 

Agent-booked air transportation ticketing $25 Domestic/ 
$27 International 

Agent-booked rail transportation ticketing $10.00 

Agent-booked lodging or rental vehicle reservation 
(w/air or rail ticket) $0.00 

Agent-booked lodging or rental vehicle reservation 
(w/o air or rail ticket) $10 

Specialty Services 

Conference and Meeting Planning Services Based on Scope of Work 

Chartered Transportation 10% of net/waived if 
commissionable 

International Group Travel $22.00 

Online Booking Tool/Online Transactions 
Online Booking Tool (OBT) Implementation (if 
applicable) $0.00 

Annual maintenance fee (if applicable) $0.00 

Integration with Chrome River (if applicable) $225 per hour 

Airline ticketing through OBT (per traveler) $5.00 

Rail ticketing through OBT (per traveler) $5.00 

Lodging or vehicle rental with airline/rail ticketing 
through OBT (per traveler) $0.00 

Lodging or vehicle rental without airline/rail ticketing 
through OBT (per traveler) $5.00 



  

  

  

  

  

   

    

  
 

Other 

Express mail document delivery At cost 

Passport and visa assistance (per traveler) $89-749 

After-hour emergency services $16 per call 

University Airline Travel Voucher Program 
Airline Mileage Points Reservation Assistance 
and Booking Service Fee $50.00 per transaction 

Duty of Care Included 
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