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                                       City Purchasing          General Information 206-684-0444

Current Contract Information


ALERTS

This contract is not intended for anything that is more properly classified as Public Works.  

This contract is limited to only those items expressly provided for in this contract.

Do not use for federally funded purchases without a specific review for your grant funding requirements. 

	Contract Title  TRAVEL AGENTS – Travel Assisted Travel Services
	Contract #  192

	Buyer
	Name: Presley Palmer
	Phone: 233-7158
	E-Mail:

presley.palmer@seattle.gov

	Vendor 

	Name:  ADVANCE TRAVEL INC.
	ID# 0000016499

	Vendor Address

	Street:  500 Union ST #810, Seattle WA
	Zip  98101

	Vendor Contact
	Name:            May Leung

	
	Phone:    206-467-6742
	Fax:  206-622-3736
	E-Mail: 

advancetravel@ix.netcom.com 

	WMBE Status
	WMBE

	Description


	This contract was originally awarded in 1999 as a result of RFP 66, however, revised in 2007 to be riding State of WA Contract #12103.
SEE CITY’S TRAVEL POLICY:  http://inweb/accountingservices/citytravel.htm 

	Contract Term
	01/01/2000 through 12/31/2012


	Future Extension Option
	Yes

	Freight Terms
	N/A

	Prompt Pay Discount
	Net 10

	Delivery ARO
	varies

	Order Instructions
	All City Departments
	Order Limit:  N/A

	Contracting Options
	Pool Contract:

· #2583 with MYO Travel (WMBE)

· #266   with Carlson Wagonlit

· #2119 with Scan East West Travel (WBE)

· #2253 with Travel Meetings & Incentives (WBE)

· #192 with Advance Travel Inc.                                



	Contract Change History
	Original Contract Award:  01/01/00

CO #1  12/13/01 to extend through 12/31/04 and revise pricing

CO #2  04/01/02 to revise fee schedule

CO #3  12/03/04 to extend contract through 12/31/06

CO #4  12/15/06 to extend contract through 12/31/07

CO #5  12/20/07 to extend contract through 12/31/08

CO #6  12/03/08 to extend contract through 12/31/09 
CO #7   01/01/10 to extend contract through 12/31/11 
CO #8   01/01/12 to extend contract through 12/31/12 and revise fee schedule

	Comprehensive Contract


[image: image1.emf]192v8.pdf



	Current Pricing

[image: image2.emf]192v8a1.pdf



	Original Piggyback Contract

[image: image3.emf]00309c.doc


The Agreement from RFP66 is part of the comprehensive contract.



	Vendor Emergency Contact Information

	Emergency Contact Name
	same

	Emergency Phone Number
	

	Back-Up Emergency Phone Number 
	

	Contact information for company locations areas outside Seattle that can be called upon in an emergency

Alternative Address
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State of Washington


Department of General Administration


Office of State Procurement
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Contract 00309 Agent-Assisted Travel Services

For Purchases of Materials, Supplies, Services, and Equipment


Under the Authority of 


Chapter 43.19 RCW


Part II:  THE CONTRACT

9. OVERVIEW


9.1 CONTRACT SCOPE 


This Contract is for Agent-Assisted Travel Services and establishes a pre-qualified and unranked pool of Vendors to be used by Authorized Purchasers throughout the State of Washington.  Vendors will provide recommendations and price quotes in response to specific customer needs and, when requested, secure, modify or cancel travel reservations.  Travel reservations may include airfare, lodging, car rental, train/rail service, bus tickets, shuttle service, parking services and passport processing assistance.


Online booking of travel through a website or portal is not included in this Contract

Electronic Travel Requests from Authorized Purchasers, and responses from Contractor, will be allowed.  For the purposes of this Solicitation, an Authorized Purchaser may make an Electronic Travel Request through a Contractor’s website for options, advice or price quotes related to a specific trip but, the Authorized Purchaser may not directly book specific flights or secure any specific travel related reservations through such a website.  If a Contractor offers the option for Authorized Purchasers to make Electronic Travel Requests, the Contractor shall not allow the Authorized Purchaser to make direct purchases of any travel related product or service including, but not necessarily limited to; airfare, lodging, car rental, train/rail service, bus tickets, shuttle service, parking services or passport processing.  An Electronic Travel Request is to be used solely for the exchange of information related to travel options and not for the purpose of allowing Authorized Purchasers to make unassisted travel reservations.

9.2 CONTRACT SCOPE AND MODIFICATIONS


The Purchasing Activity reserves the right to modify this Contract (i.e. - add or delete select products) by mutual agreement between the Purchasing Activity and the Contractor, so long as such modification is substantially within the scope of the original Contract.  Such modifications will be evidenced by issuance of a written authorized Amendment by the Contract Administrator.


9.3 RECITALS 


The State of Washington, acting by and through the Office of State Procurement issued an Invitation for Bids (IFB) dated October 21, 2009 for the purpose of purchasing Agent-Assisted Travel Services in accordance with its authority under Chapter 43.19 RCW.

[Contractor] submitted a timely Bid to the Office of State Procurement’s IFB.


The Office of State Procurement evaluated all properly submitted Bids to the above-referenced IFB and has identified [Contractor] as an apparently successful Contractor.


The Office of State Procurement has determined that entering into a Contract with [Contractor] will meet Purchaser’s needs and will be in Purchaser’s best interest.


NOW THEREFORE, Purchasing Activity awards to [Contractor] this Contract, the terms and conditions of which shall govern Contractor’s furnishing to Purchasers Agent-Assisted Travel Services. This Contract is not for personal use.


IN CONSIDERATION of the mutual promises as hereinafter set forth, the parties agree as follows:

9.4 ESTIMATED USAGE 

Based on past and/or projected usage, it is estimated that purchases over the initial term of the Contract will approximate $162,000.  This estimate is based only on the projected fees to be collected by Travel Agents and not inclusive of airfare, rental car, lodging, etc.  This estimate is provided solely for the purpose of assisting Bidders in preparing their Bid.


The State of Washington does not represent or guarantee any minimum purchase.

9.5 CONTRACT TERM 


The initial term of this contract is two years from the effective date of award with the option to extend for one additional term, or portion thereof.  Extension for an additional term, or portion thereof, shall be exercised at the sole discretion of the Purchasing Activity upon written notice to the Contractor.  The total contract term, including the initial term and subsequent extension, shall not exceed three years unless an emergency exists and/or special circumstances require a partial term extension.  The State reserves the right to extend with all or some of the Contractors, solely determined by the State.

9.6 PURCHASERS 

For the State of Washington, the resulting contract will be available for use by all members of the Washington State Purchasing Cooperative (WSPC) including, where applicable:  State Agencies, Institutions of Higher Education, Political Subdivisions, and Non-Profit Corporations.  This contract will also be available for use by Oregon’s Department of Administrative Services Cooperative Purchasing Program (ORCPP).


While use of the contract by Political Subdivisions and Non-Profit Corporations that are members of the WSPC and ORCPP members is optional, the Office of State Procurement encourages them to use State contracts.  Their use of the contracts may significantly increase the purchase volume.  Their orders are subject to the same contract terms, conditions and pricing as State agencies.  The Office of State Procurement accepts no responsibility for orders or payment by WSPC members.


A list of WSPC members is available at https://fortress.wa.gov/ga/apps/coop/Default.aspx. 


A list of current authorized ORCPP members is available at

http://www.oregon.gov/DAS/PFSS/SPO/docs/orcpp-member-list.pdf.

Purchases by Nonprofit Corporations


Legislation allows nonprofit corporations to participate in State Contracts for purchases administered by the Office of State Procurement (OSP).  By mutual agreement with OSP, the Contractor may sell goods or services at Contract pricing awarded under this IFB and resulting Contract to self certified nonprofit corporations.  Such organizations purchasing under the State Contract shall do so only to the extent they retain eligibility and comply with other Contract and statutory provisions.  The Contractor may make reasonable inquiry of credit worthiness prior to accepting orders or delivering goods or services on Contract.  The State accepts no responsibility for payments by nonprofit corporations.  Their use of the Contract may significantly increase the purchase volume.  Their orders are subject to the same Contract terms, conditions and pricing as State agencies.

10. CONTRACT ADMINISTRATION

10.1 PURCHASING ACTIVITY CONTRACT ADMINISTRATOR 

The Purchasing Activity shall appoint a single point of contact that will be the Contract Administrator for this Contract and will provide oversight of the activities conducted hereunder. The Contract Administrator will be the principal contact for Contractor concerning business activities under this Contract. The Purchasing Activity will notify Contractor, in writing, when there is a new Contract Administrator assigned to this Contract.

10.2 ADMINISTRATION OF CONTRACT


GA will maintain Contract information and pricing and make it available on the GA website. The Contract prices are the maximum price Contractor can charge. The Contractor may also offer volume discounts to Purchasers.


A Contractor may propose a revision to its offerings to reflect changed Products appropriate to the scope of the Contract, and may propose such new Products with associated prices to the GA Contract Administrator for approval. Contract Administrator has the sole discretion in approval of addition of revised offerings and pricing.  New or changed Products proposed by Contractor must meet the requirements established in this Solicitation document or subsequent revisions. If approved by GA, the new Products will be added to the Contract by written Amendment.


For the term of the Contract, pricing for all Products will be no greater than the prices quoted in the Bidder’s Bid. If, however, during any term of the Contract lower prices and rates become effective for like quantities of Products under similar terms and conditions, through reduction in Contractor’s list prices, promotional discounts, or other circumstances, Purchasers must be given immediate benefit of such lower prices and rates.

10.3 CONTRACTOR SUPERVISION AND COORDINATION 

Contractor shall: 


1. Competently and efficiently, supervise and coordinate the implementation and completion of all Contract requirements specified herein; 


2. Identify the Contractor’s Representative, who will be the principal point of contact for the Purchasing Activity Contract Administrator concerning Contractor’s performance under this Contract. 


3. Immediately notify the Contract Administrator in writing of any change of the designated Contractor’s Representative assigned to this Contract; and 


4. Be bound by all written communications given to or received from the Contractor’s Representative.

Violation of any provision of this paragraph may be considered a material breach establishing grounds for Contract termination.

10.4 POST AWARD CONFERENCE

The Contractor may be required to attend a post award conference scheduled by the Procurement Coordinator to discuss Contract performance requirements.  If required, the time and place of this conference will be scheduled following Contract award.

10.5 CONTRACT MANAGEMENT 

Upon award of this Contract, the Contractor shall:


1. Review the impact of the award and take the necessary steps needed to ensure that contractual obligations will be fulfilled.


2. Promote and market the use of this Contract to all authorized Contract Purchasers.


3. Ensure that those who endeavor to utilize this Contract are Authorized Purchasers under this Contract.


10.6 CHANGES 

Alterations to any of the terms, conditions, or requirements of this Contract shall only be effective upon written issuance of a mutually agreed Contract Amendment by the Contract Administrator.  However, changes to point of contact information may be updated without the issuance of a mutually agreed Contract Amendment.

10.7 STATEWIDE VENDOR PAYMENT REGISTRATION

Contractor is required to be registered in the Statewide Vendor Payment system, prior to submitting a request for payment under this Contract.  Purchasers who are Washington State agencies require registration to be completed prior to payment.


The Washington State Office of Financial Management (OFM) maintains a central Contractor registration file for Washington State agencies to process Contractor payments.  


To obtain registration materials go to http://www.ofm.wa.gov/isd/vendors.asp.  The form has two parts; Part 1 is the information required to meet the above registration condition.  Part 2 allows the State to pay invoices electronically with direct deposit and is the State’s most efficient method of payment and you are encouraged to sign up for this form of payment.


10.8 SALES & SUBCONTRACTOR REPORTS 

Contractor must provide Sales and Subcontractor Reports to the Office of State Procurement on a quarterly basis. The Sales Report shall be in the electronic format provided by the Office of State Procurement at: https://fortress.wa.gov/ga/apps/CSR/Login.aspx.


The Subcontractor Report shall reflect all contract activity for the quarter and be submitted directly to the Contract Administrator via email. It must contain, at a minimum, the following information:


1. Master Contract Name and Number.


2. Period for which Subcontractor Report is being issued.


3. Subcontractor Name.


4. MWBE Certification Number (if applicable).


a. In the event Subcontractor is a self-certified MWBE and does not have a Certification Number, indicate this in report.


b. No identification of any kind, either by Certification Number or indication of self-certification, shall signify that Subcontractor is not recognized as a MWBE.


5. Total dollar amount paid to Subcontractor.


Reports must be submitted within 30 days after the end of the calendar quarter (i.e. - no later than April 30th, July 31st, October 31st and January 31st).

Inaccurate, false or consistently late reporting may result in Contract Termination.

10.9 OTHER REQUIRED REPORTS

Contractor must submit a quarterly Travel Report directly to the Contract Administrator that provides the following data elements:


1. Washington State Contract #00309

2. Year and quarter of report

3. Airfare Summary

a. Total number of Domestic Airfare tickets sold

b. Number of Domestic Airfare tickets sold by carrier

c. Total dollars collected for Domestic Airfare tickets sold

d. Dollars collected for Domestic Airfare tickets sold by carrier

e. Total number of International Airfare tickets sold

f. Total dollars collected for International Airfare tickets sold

4. Car Rental Summary

a. Total number of Car Rental days reserved

b. Number of Car Rental days reserved by company


c. Total dollars represented in Car Rental reservations

d. Dollars represented in Car Rental reservations by company


5. Lodging Summary

a. Total number of Lodging nights reserved

b. Total dollars represented in Lodging reservations

6. Rail/Train Summary


a. Total number of Rail/Train tickets issued

b. Total dollars collected for Rail/Train tickets


A sample report can be viewed by double-clicking on the following embedded Excel document titled “Sample 00309 Detailed Travel Report.”




[image: image2.emf]Sample 00309  Detailed Travel Report.xls




The Contract Administrator reserves the right to amend the content and/or structure of the Travel Report as needed.

Reports must be submitted within 30 days after the end of the calendar quarter (i.e. - no later than April 30th, July 31st, October 31st and January 31st).

Any other required reports will be designed and approved by the parties by mutual agreement.

Inaccurate, false or consistently late reporting may result in Contract Termination.

10.10 WASHINGTON’S ELECTRONIC BUSINESS SOLUTIONS (WEBS) SYSTEM

Contractor shall be registered in the Contractor registration system, Washington’s Electronic Business Solutions (WEBS) System at http://www.ga.wa.gov/webs/, maintained by the Washington State Department of General Administration.  Contractors already registered need not re-register.  It is the sole responsibility of Contractor to properly register with WEBS and maintain an accurate Contractor profile in WEBS.

11. PRICING


11.1 PRICE PROTECTION 


For the term of the Contract, pricing for all Services will be no greater than the prices quoted in the Contractor’s Bid.  If, however, during any term of the Contract lower prices and rates become effective for like quantities of Services under similar terms and conditions, through reduction in Contractor’s list prices, promotional discounts, or other circumstances, Purchasers must be given immediate benefit of such lower prices and rates.


11.2 NO ADDITIONAL CHARGES

Unless otherwise specified in the Solicitation, no additional charges by the Contractor will be allowed including, but not limited to: handling charges such as packing, wrapping, bags, containers, reels; or the processing fees associated with the use of credit cards.  Notwithstanding the foregoing, in the event that market conditions, laws, regulations or other unforeseen factors dictate, at the Contract Administrators sole discretion, additional charges may be allowed.


11.3 PRICE ADJUSTMENTS 


At least 120 calendar days before the end of the current term of this Contract, Contractor may propose rate increases by written notice to the Purchasing Activity’s Contract Administrator. Price adjustments may be taken into consideration by the Purchasing Activity’s Contract Administrator when determining whether or not to extend this Contract.  Price increases will not be considered without supporting documentation sufficient to justify the requested increase.  Contractor shall provide a detailed breakdown of their costs upon request.


Contractor’s requests for adjustments in pricing will be considered at the sole discretion of the Purchasing Activity only after expiration of the firm and fixed price period, and then on a pass through basis only that does not produce a higher profit margin for Contractor than that established by the original contract pricing.

Price increases will not be considered without supporting documentation sufficient to justify the requested increase. Documentation must be based on published indices such as the Producer Price Index and/or the result of increases at the manufacturer's level, incurred after contract commencement date.  The grant of any price adjustment will be at the sole discretion of the Purchasing Activity and, if granted, shall not produce a higher profit margin for the Contractor than that established by the original contract pricing.  The Contractor shall be notified in writing by the Contract Administrator of any price adjustment granted by the Purchasing Activity, and such price adjustment shall be set forth in a written amendment to the contract.  Price adjustments granted by the Purchasing Activity shall remain unchanged for at least one year thereafter, and no request for adjustments in price will be considered during that time period.

12. CONTRACTOR QUALIFICATIONS AND REQUIREMENTS


12.1 ESTABLISHED/LICENSED BUSINESS 

Prior to commencing performance, or prior to that time if required by the Purchasing Activity, law or regulation, Contractor must be an established business firm with all required licenses, fees, bonding, facilities, equipment and trained personnel necessary to meet all requirements and perform the work as specified in the Solicitation.


For more information, see: Chapter 19.138 RCW and Chapter 308-129 WAC or visit the Washington State Department of Licensing website.

Contractor shall maintain compliance with these requirements throughout the life of this Contract.


The Purchasing Activity reserves the right to require receipt of proof of compliance with said requirements within ten calendar days from the date of request, and to terminate this Contract as a material breach for noncompliance with any requirement of this paragraph.


12.2 STAFF QUALIFICATIONS 

If, at Contract award or any time thereafter, any specifically named individual(s) identified in the Bid to work on the Contract are not available, the Purchasing Activity reserves the right to approve or reject any change in Contractor’s personnel. Specific restrictions apply to contracting with current or former State employees pursuant to Chapter 42.52 RCW. 

12.3 USE OF SUBCONTRACTORS

In accordance with RFP requirements, Contractor agrees to take complete responsibility for all actions of such Subcontractors.  Upon request by the Purchasing Activity, Contractor agrees to provide copies of the licenses and certifications of all Subcontractors, as required in Section 12.1, Established/Licensed Business of the Model Contract.

No Contractor (or person, firm or corporation of the Contractor) may act or hold itself out as a seller of travel unless, prior to engaging in the business of selling or advertising to sell travel services or travel-related benefits, the Contractor (or person, firm or corporation of the Contractor) appropriately registers with the Washington State Department of Licensing.

The Purchasing Activity reserves the right to approve or reject any and all Subcontractors identified by the Contractor.  Any Subcontractors not listed in the Bidder’s Bid, who act on behalf of the Contractor, must be pre-approved, in writing, by the Purchasing Activity.  Specific restrictions apply to contracting with current or former State employees pursuant to Chapter 42.52 RCW. 


12.4 SUBCONTRACTS AND ASSIGNMENT 


Contractor shall not Subcontract, assign, or otherwise transfer its obligations under this Contract without the prior written consent of the Contract Administrator.  Contractor shall provide a minimum of 30 calendar days advance notification of intent to Subcontract, assign, or otherwise transfer its obligations under this Contract.  Violation of this condition may be considered a material breach establishing grounds for Contract termination.  The Contractor shall be responsible to ensure that all requirements of the Contract shall flow down to any and all Subcontractors.  In no event shall the existence of a Subcontract operate to release or reduce the liability of Contractor to the State for any breach in the performance of the Contractor’s duties.

12.5 CONTRACTOR AUTHORITY AND INFRINGEMENT 

Contractor is authorized to sell under this Contract, only those services stated herein and allowed for by the provisions of this Contract.  Contractor shall not represent to any Purchasers that they have the Contract authority to sell any other materials, supplies, services and/or equipment.  Further, Contractor may not intentionally infringe on other established State Contracts.

13. PURCHASED SERVICES AND STATEMENT OF WORK (SOW)

Statement of Work under this Contract will include, but not necessarily be limited to:

1. Researching and/or booking available flights, either contracted or non-contracted, at the request of the Customer

2. Researching and/or booking rental cars, either contracted or non-contracted, at the request of the Customer

3. Researching and/or booking lodging, either contracted or non-contracted, at the request of the Customer

4. Booking travel services using the approved, State issued credit card

5. Cancelling/modifying reservations at the request of the Customer

14. PAYMENT

14.1 ADVANCE PAYMENT PROHIBITED

Pursuant to the State Administrative and Accounting Manual (SAAM) Section 10.50.40, Agencies may purchase airline and other common carrier tickets in advance under certain conditions. When an agency determines it can save money by taking advantage of discounts offered by a common carrier for advance bookings and payments, it is authorized to pay for airline or other common carrier tickets prior to a scheduled trip if the following conditions are met:

1. The ticket is purchased through the State Charge Card System administered by the Office of State Procurement (Refer to SAAM Section 10.10.45) and,

2. The Agency retains control of the ticket or E-Ticket authorization numbers(s).  If unused at the end of the fiscal year, the ticket cost is to be recorded in the concluding fiscal year as an asset rather than expenditure.  Tickets or E-Ticket authorization numbers should be provided to travelers in a timely manner in advance of travel to avoid last minute problems.


14.2 IDENTIFICATION 

All invoices, correspondence and other written materials associated with this Contract shall be identified by the Contract number and the applicable Purchaser’s order number.

14.3 PAYMENT, INVOICING AND DISCOUNTS

Payment is the sole responsibility of, and will be made by, the Purchaser. 


Contractor shall provide a properly completed invoice to Purchaser.  All invoices are to be delivered to the address provided by the Purchaser.

Each invoice shall be identified by the associated Contract Number, the Contractor’s Statewide Vendor Payment Registration number assigned by the Washington State Office of Financial Management (OFM), the applicable Purchaser’s order number, and shall be in U.S. dollars.  Invoices shall be prominently annotated by the Contractor with all applicable prompt payment and/or volume discount(s) and shipping charges unless otherwise specified in the Solicitation.  Hard copy credit memos are to be issued if/when a Customer has been overcharged.

Invoices for payment will accurately reflect all discounts due the Purchaser.  Invoices will not be processed for payment, nor will the period of prompt payment discount commence, until receipt of a properly completed invoice denominated in U.S. dollars and until all invoiced items are received and satisfactory performance of Contractor has been accepted by the Purchaser.  If an adjustment in payment is necessary due to damage or dispute, any prompt payment discount period shall commence on the date final approval for payment is authorized.


Under Chapter 39.76 RCW , if Purchaser fails to make timely payment(s), Contractor may invoice for 1% per month on the amount overdue or a minimum of $1.00.  Payment will not be considered late if a check or warrant is mailed within the time specified.  If no terms are specified, net 30 days will automatically apply.  Payment(s) made in accordance with Contract terms shall fully compensate the Contractor for all risk, loss, damages or expense of whatever nature and acceptance of payment shall constitute a waiver of all claims submitted by Contractor.  If the Contractor fails to make timely payment(s) or issuance of credit memos, the Purchaser may impose a 1% per month penalty on the amount overdue.


Payment for materials, supplies and/or equipment received and for services rendered shall be made by Purchaser and be redeemable in U.S. dollars.  Unless otherwise specified, the Purchaser’s sole responsibility shall be to issue this payment.

14.4 TAXES, FEES AND LICENSES 

Taxes

Where required by statute or regulation, the Contractor shall pay for and maintain in current status all taxes that are necessary for Contract performance.  Unless otherwise indicated, the Purchaser agrees to pay State of Washington taxes on all applicable materials, supplies, services and/or equipment purchased.  No charge by the Contractor shall be made for Federal excise taxes and the Purchaser agrees to furnish Contractor with an exemption certificate where appropriate.


Collection of Retail Sales and Use Taxes

In general, Contractors engaged in retail sales activities within the State of Washington are required to collect and remit sales tax to the Washington State Department of Revenue (DOR).  In general, out-of-state Contractors must collect and remit “use tax” to the DOR if the activity carried on by the seller in the State of Washington is significantly associated with Contractor’s ability to establish or maintain a market for its products in Washington State.  Examples of such activity include where the Contractor either directly or by an agent or other representative:


1. Maintains an in-state office, distribution house, sales house, warehouse, service enterprise, or any other in-state place of business;


2. Maintains an in-state inventory or stock of goods for sale;


3. Regularly solicits orders from Purchasers located within the State of Washington via sales representatives entering the State of Washington;


4. Sends other staff into the State of Washington (e.g. product safety engineers, etc.) to interact with Purchasers in an attempt to establish or maintain market(s); or


5. Other factors identified in Chapter 458-20 WAC.


Department of Revenue Registration for Out-of-State Contractors

Out-of-state Contractors meeting any of the above criteria must register and establish an account with the DOR.  Refer to Chapter 458-20-193 WAC, and call the DOR at (800) 647-7706 for additional information.  When out-of-state Contractors are not required to collect and remit “use tax,” Purchasers located in the State of Washington are responsible for paying this tax, if applicable, directly to the DOR.


Fees/Licenses


After award of Contract, and prior to commencing performance under the Contract, the Contractor shall pay for and maintain in a current status any licenses, fees, assessments, permit charges, etc., which are necessary for Contract performance.  It is the Contractor's sole responsibility to maintain licenses and to monitor and determine any changes or the enactment of any subsequent regulations for said fees, assessments, or charges and to immediately comply with said changes or regulations during the entire term of this Contract.

Customs/Brokerage Fees

Contractor shall take all necessary actions, including, but not limited to, paying all customs, duties, brokerage, and/or import fees, to ensure that materials, supplies, and/or equipment purchased under the Contract are expedited through customs.  Failure to do so may subject Contractor to liquidated damages as identified herein and/or to other remedies available by law or Contract.  Neither the Purchasing Activity nor the Purchaser will incur additional costs related to Contractor’s payment of such fees.

Taxes on Invoice

Contractor shall calculate and enter the appropriate state and local sales tax on all invoices.  Tax is to be computed on new items after deduction of any trade-in in accordance with Chapter 458-20-247 WAC.


14.5 MINORITY & WOMEN’S BUSINESS ENTERPRISES (MWBE) PARTICIPATION 


With each invoice for payment and within 30 days of Purchaser’s request, Contractor shall provide Purchaser an Affidavit of Amounts Paid. The Affidavit of Amounts Paid shall either state that Contractor still maintains its MWBE certification, or state that its Subcontractor(s) still maintain(s) its/their MWBE certification(s) and specify the amounts paid to each certified MWBE Subcontractor under this Contract. Contractor shall maintain records supporting the Affidavit of Amounts Paid in accordance with Section 16.2, Retention of Records.


14.6 OVERPAYMENTS TO CONTRACTOR 

Contractor shall refund to Purchaser the full amount of any erroneous payment or overpayment under this Contract within 30 days written notice.  If Contractor fails to make timely refund, Purchaser may charge Contractor 1% per month on the amount due, until paid in full. 


14.7 AUDITS

The State reserves the right to audit, or have a designated third party audit, applicable records to ensure that the State has been properly invoiced.  If the State chooses to exercise this right, it may do so without notice to the Contractor.  However, if the State requires the Contractor to provide applicable records, Contractor shall be given a minimum of 14 calendar days to comply.  Any remedies and penalties allowed by law to recover monies determined owed will be enforced.  Repetitive instances of incorrect invoicing may be considered complete cause for Contract Termination.


15. QUALITY ASSURANCE 


15.1 RIGHT OF INSPECTION 


Contractor shall provide right of access to its facilities to Purchasing Activity, or any of Purchasing Activity’s officers, or to any other authorized agent or official of the State of Washington or the Federal government, at all reasonable times, in order to monitor and evaluate performance, compliance, and/or quality assurance under this Contract.

15.2 CONTRACTOR COMMITMENTS, WARRANTIES AND REPRESENTATIONS

Any written commitment by Contractor within the scope of this Contract shall be binding upon Contractor. Failure of Contractor to fulfill such a commitment may constitute breach and shall render Contractor liable for damages under the terms of this Contract. For purposes of this section, a commitment by Contractor includes:  (i) Prices, discounts, and options committed to remain in force over a specified period of time; and (ii) any warranty or representation made by Contractor in its Bid or contained in any Contractor or manufacturer publications, written materials, schedules, charts, diagrams, tables, descriptions, other written representations, and any other communication medium accompanying or referred to in its Bid or used to effect the sale to Purchaser.

15.3 WARRANTIES


Contractor warrants that all services provided under this Contract shall be fit for the purpose(s) for which intended, for merchantability, and shall conform to the requirements and specifications herein.  Acceptance of any service by the Purchaser shall not alter or affect the obligations of the Contractor or the rights of the Purchaser.


16. INFORMATION AND COMMUNICATIONS

16.1 ADVERTISING 

Contractor(s) shall not publish or use any information concerning this Contract in any format or media for advertising or publicity without prior written consent from the Contract Administrator.


16.2 RETENTION OF RECORDS 

The Contractor shall maintain all books, records, documents, data and other evidence relating to this Contract and the provision of materials, supplies, services and/or equipment described herein, including, but not limited to, accounting procedures and practices which sufficiently and properly reflect all direct and indirect costs of any nature expended in the performance of this Contract.  Contractor shall retain such records for a period of six years following the date of final payment.  At no additional cost, these records, including materials generated under the Contract, shall be subject at all reasonable times to inspection, review, or audit by the Purchasing Activity, personnel duly authorized by the Purchasing Activity, the Washington State Auditor’s Office, and Federal and state officials so authorized by law, regulation or agreement.


If any litigation, claim or audit is started before the expiration of the six year period, the records shall be retained until final resolution of all litigation, claims, or audit findings involving the records.

16.3 PROPRIETARY OR CONFIDENTIAL INFORMATION


To the extent consistent with Chapter 42.56 RCW, the Public Disclosure Act, the Purchasing Activity shall maintain the confidentiality of Contractor’s information marked confidential or proprietary. If a request is made to view Contractor’s proprietary information, the Purchasing Activity will notify Contractor of the request and of the date that the records will be released to the requester unless Contractor obtains a court order enjoining that disclosure. If Contractor fails to obtain the court order enjoining disclosure, the Purchasing Activity will release the requested information on the date specified.


The State’s sole responsibility shall be limited to maintaining the above data in a secure area and to notify Contractor of any request(s) for disclosure for so long as the Purchasing Activity retains Contractor’s information in the Purchasing Activity records. Failure to so label such materials or failure to timely respond after notice of request for public disclosure has been given shall be deemed a waiver by Contractor of any claim that such materials are exempt from disclosure.


16.4 NON-ENDORSEMENT AND PUBLICITY 


Neither the Purchasing Activity nor the Purchasers are endorsing the Contractor’s Products or Services, nor suggesting that they are the best or only solution to their needs. Contractor agrees to make no reference to the Purchasing Activity, any Purchaser or the State of Washington in any literature, promotional material, brochures, sales presentation or the like, regardless of method of distribution, without the prior review and express written consent of the Purchasing Activity.

16.5 OWNERSHIP/RIGHTS IN DATA 

Purchaser and Contractor agree that all data and work products (collectively called “Work Product”) produced pursuant to this Contract shall be considered work made for hire under the U.S. Copyright Act, Title 17 U.S.C. §101 et seq., and shall be owned by Purchaser. Contractor is hereby commissioned to create the Work Product. Work Product includes, but is not limited to, discoveries, formulae, ideas, improvements, inventions, methods, models, processes, techniques, findings, conclusions, recommendations, reports, designs, plans, diagrams, drawings, software, databases, documents, pamphlets, advertisements, books, magazines, surveys, studies, computer programs, films, tapes, and/or sound reproductions, to the extent provided by law. Ownership includes the right to copyright, patent, register and the ability to transfer these rights and all information used to formulate such Work Product.


If for any reason the Work Product would not be considered a work made for hire under applicable law, Contractor assigns and transfers to Purchaser the entire right, title and interest in and to all rights in the Work Product and any registrations and copyright applications relating thereto and any renewals and extensions thereof.


Contractor shall execute all documents and perform such other proper acts as Purchaser may deem necessary to secure for Purchaser the rights pursuant to this section.


Contractor shall not use or in any manner disseminate any Work Product to any third party, or represent in any way Contractor ownership in any Work Product, without the prior written permission of Purchaser. Contractor shall take all reasonable steps necessary to ensure that its agents, employees, or Subcontractors shall not copy or disclose, transmit or perform any Work Product or any portion thereof, in any form, to any third party.


Material that is delivered under this Contract, but that does not originate there from (“Preexisting Material”), shall be transferred to Purchaser with a nonexclusive, royalty-free, irrevocable license to publish, translate, reproduce, deliver, perform, display, and dispose of such Preexisting Material, and to authorize others to do so except that such license shall be limited to the extent to which Contractor has a right to grant such a license. Contractor shall exert all reasonable effort to advise Purchaser at the time of delivery of Preexisting Material furnished under this Contract, of all known or potential infringements of publicity, privacy or of intellectual property contained therein and of any portion of such document which was not produced in the performance of this Contract. Contractor agrees to obtain, at its own expense, express written consent of the copyright holder for the inclusion of Preexisting Material. Purchaser shall receive prompt written notice of each notice or claim of copyright infringement or infringement of other intellectual property right worldwide received by Contractor with respect to any Preexisting Material delivered under this Contract. Purchaser shall have the right to modify or remove any restrictive markings placed upon the Preexisting Material by Contractor.

16.6 PROTECTION OF CONFIDENTIAL AND PERSONAL INFORMATION

Contractor acknowledges that some of the material and information that may come into its possession or knowledge in connection with this Contract or its performance may consist of information that is exempt from disclosure to the public or other unauthorized persons under either Chapter 42.17 RCW or other state or Federal statutes (“Confidential Information”). Confidential Information includes, but is not limited to, names, addresses, Social Security numbers, e-mail addresses, telephone numbers, financial profiles, credit card information, driver’s license numbers, medical data, law enforcement records, agency source code or object code, agency security data, or information identifiable to an individual that relates to any of these types of information. Contractor agrees to hold Confidential Information in strictest confidence and not to make use of Confidential Information for any purpose other than the performance of this Contract, to release it only to authorized employees or Subcontractors requiring such information for the purposes of carrying out this Contract, and not to release, divulge, publish, transfer, sell, disclose, or otherwise make the information known to any other party without Purchaser’s express written consent or as provided by law. Contractor agrees to release such information or material only to employees or Subcontractors who have signed a nondisclosure agreement, the terms of which have been previously approved by Purchaser. Contractor agrees to implement physical, electronic, and managerial safeguards to prevent unauthorized access to Confidential Information. 


“Personal information” including, but not limited to, “Protected Health Information” (PHI) under Health Insurance Portability and Accountability Act of 1996 (HIPAA), individuals’ names, addresses, phone numbers, birth dates, and social security numbers collected, used, or acquired in connection with this Contract shall be protected against unauthorized use, disclosure, modification or loss.  


HIPAA establishes national minimum standards for the use and disclosure of certain health information.  The Contractor must comply with all HIPAA requirements and rules when determined applicable by the Purchaser.  If Purchaser determines that (1) Purchaser is a “covered entity” under HIPAA, and that (2) Contractor will perform “business associate” services and activities covered under HIPAA, then at Purchaser’s request, Contractor agrees to execute Purchaser’s business associate Contract in compliance with HIPAA.


Contractor shall ensure its directors, officers, employees, Subcontractors or agents use personal information solely for the purposes of accomplishing the services set forth herein.  Contractor and its Subcontractors agree not to release, divulge, publish, transfer, sell or otherwise make known to unauthorized persons personal information without the express written consent of the Agency or as otherwise required by law.


Any breach of this provision may result in termination of the Contract and demand for return of all personal information.  The Contractor agrees to indemnify and hold harmless the State of Washington and the Purchaser for any damages related to both: (1) the Contractor’s unauthorized use of personal information and (2) the unauthorized use of personal information by unauthorized persons as a result of Contractor’s failure to sufficiently protect against unauthorized use, disclosure, modification, or loss.


Contractor shall maintain a log documenting the following:  the Confidential Information received in the performance of this Contract; the purpose(s) for which the Confidential Information was received; who received, maintained and used the Confidential Information; and the final disposition of the Confidential Information.  Contractor’s records shall be subject to inspection, review or audit in accordance with Section 16.2, Retention of Records.


Purchaser reserves the right to monitor, audit, or investigate the use of Confidential Information collected, used, or acquired by Contractor through this Contract. The monitoring, auditing, or investigating may include, but is not limited to, salting databases.


Violation of this section by Contractor or its Subcontractors may result in termination of this Contract and demand for return of all Confidential Information, monetary damages, or penalties.


Immediately upon expiration or termination of this Contract, Contractor shall, at Purchaser’s option:  (i) certify to Purchaser that Contractor has destroyed all Confidential Information; or (ii) return all Confidential Information to Purchaser; or (iii) take whatever other steps Purchaser requires of Contractor to protect Purchaser’s Confidential Information.


17. GENERAL PROVISIONS

17.1 GOVERNING LAW/VENUE 


This Contract shall be construed and interpreted in accordance with the laws of the State of Washington, and the venue of any action brought hereunder shall be in the Superior Court for Thurston County.


17.2 SEVERABILITY 


If any provision of this Contract or any provision of any document incorporated by reference shall be held invalid, such invalidity shall not affect the other provisions of this Contract that can be given effect without the invalid provision, and to this end the provisions of this Contract are declared to be severable.


17.3 SURVIVORSHIP


All transactions executed for Products and Services provided pursuant to the authority of this Contract shall be bound by all of the terms, conditions, Prices and Price discounts set forth herein, notwithstanding the expiration of the initial term of this Contract or any extension thereof. Further, the terms, conditions and warranties contained in this Contract that by their sense and context are intended to survive the completion of the performance, cancellation or termination of this Contract shall so survive. In addition, the terms of the sections titled Overpayments to Contractor; Ownership/Rights in Data; Contractor’s Commitments, Warranties and Representations; Protection of Confidential and Personal Information; Section Headings, Incorporated Documents and Order of Precedence; Publicity; Retention of Records; Proprietary or Confidential Information; Disputes; and Limitation of Liability shall survive the termination of this Contract.

17.4 INDEPENDENT STATUS OF CONTRACTOR 


In the performance of this Contract, the parties will be acting in their individual, corporate or governmental capacities and not as agents, employees, partners, joint venturers, or associates of one another. The parties intend that an independent contractor relationship will be created by this Contract. The employees or agents of one party shall not be deemed or construed to be the employees or agents of the other party for any purpose whatsoever. Contractor shall not make any claim of right, privilege or benefit which would accrue to an employee under Chapter 41.06 RCW, or Title 51 RCW.


17.5 GIFTS AND GRATUITIES 

Contractor shall comply with all State laws regarding gifts and gratuities, including but not limited to: Chapter 43.19.1937 RCW, Chapter 43.19.1939 RCW, Chapter 42.52.150 RCW,  Chapter 42.52.160 RCW, and Chapter 42.52.170 RCW under which it is unlawful for any person to directly or indirectly offer, give or accept gifts, gratuities, loans, trips, favors, special discounts, services, or anything of economic value in conjunction with State business or contract activities.  


Under Chapter 43.19.1937 RCW and the Ethics in Public Service Law, Chapter 42.52 RCW state officers and employees are prohibited from receiving, accepting, taking or seeking gifts (except as permitted by Chapter 42.52.150 RCW) if the officer or employee participates in contractual matters relating to the purchase of goods or services.


17.6 IMMUNITY AND HOLD HARMLESS 

To the fullest extent permitted by law, Contractor shall indemnify, defend and hold harmless State, agencies of State and all officials, agents and employees of State, from and against all claims for injuries, death or damage to property arising out of or resulting from the performance of the Contract. Contractor's obligation to indemnify, defend, and hold harmless includes any claim by Contractor’s agents, employees, representatives, or any subcontractor or its employees.


Contractor expressly agrees to indemnify, defend, and hold harmless the State for any claim arising out of or incident to Contractor's or any subcontractor's performance or failure to perform the Contract. Contractor shall be required to indemnify, defend, and hold harmless the State only to the extent claim is caused in whole or in part by negligent acts or omissions of Contractor.


Contractor waives its immunity under Title 51 RCW to the extent it is required to indemnify, defend and hold harmless State and its agencies, officials, agents or employees.

17.7 PERSONAL LIABILITY

It is agreed by and between the parties hereto that in no event shall any official, officer, employee or agent of the State of Washington, when executing their official duties in good faith, be in any way personally liable or responsible for any agreement herein contained whether expressed or implied, nor for any statement or representation made herein or in any connection with this agreement.


17.8 INSURANCE

General Requirements


Contractor shall, at their own expense, obtain and keep in force insurance as follows until completion of the Contract.  Upon request, Contractor shall furnish evidence in the form of a Certificate of Insurance satisfactory to the State of Washington that insurance, in the following kinds and minimum amounts, has been secured.  Failure to provide proof of insurance, as required, will result in Contract cancellation.


All insurance provided in compliance with this Contract shall be primary as to any other insurance or self-insurance programs afforded to or maintained by the State.


Specific Requirements


Employers Liability (Stop Gap):


The Contractor will at all times comply with all applicable workers’ compensation, occupational disease, and occupational health and safety laws, statutes, and regulations to the full extent applicable and will maintain Employers Liability insurance with a limit of no less than $1,000,000.00.  The State of Washington will not be held responsible in any way for claims filed by the Contractor or their employees for services performed under the terms of this Contract.


Commercial General Liability Insurance:


The Contractor shall at all times during the term of this Contract, carry and maintain commercial general liability insurance and if necessary, commercial umbrella insurance for bodily injury and property damage arising out of services provided under this Contract.  This insurance shall cover such claims as may be caused by any act, omission, or negligence of the Contractor or its officers, agents, representatives, assigns, or servants.


The insurance shall also cover bodily injury, including disease, illness and death, and property damage arising out of the Contractor’s premises/operations, independent Contractors, products/completed operations, personal injury and advertising injury, and contractual liability (including the tort liability of another assumed in a business Contract), and contain separation of insured’s (cross liability) conditions.


Contractor waives all rights against the State of Washington for the recovery of damages to the extent they are covered by general liability or umbrella insurance.


The limits of liability insurance shall not be less than as follows:


		General Aggregate Limits (other than products-completed operations)

		$2,000,000



		Products-Completed Operations Aggregate

		$2,000,000



		Personal and Advertising Injury Aggregate

		$1,000,000



		Each Occurrence (applies to all of the above)

		$1,000,000



		Fire Damage Limit (per occurrence)

		$     50,000



		Medical Expense Limit (any one person)

		$      5,000





Business Auto Policy (BAP):


In the event that services delivered pursuant to this Contract involve the use of vehicles, or the transportation of clients, automobile liability insurance shall be required.  The coverage provided shall protect against claims for bodily injury, including illness, disease, and death; and property damage caused by an occurrence arising out of, or in consequence of, the performance of this service by the Contractor or anyone employed by the Contractor.

Contractor shall maintain business auto liability and, if necessary, commercial umbrella liability insurance with a combined single limit not less than $1,000,000 per occurrence.  The business auto liability shall include Hired and Non-Owned coverage.


Contractor waives all rights against the State of Washington for the recovery of damages to the extent they are covered by business auto liability or commercial umbrella liability insurance.


Additional Insurance Provisions:


All above insurance policies shall include, but not be limited to, the following provisions:


Additional Insured:


The State of Washington and all Authorized Purchasers shall be named as an additional insured on all general liability, umbrella, excess, and property insurance policies.  All policies shall be primary over any other valid and collectable insurance.


Notice of Policy(ies) Cancellation/Non-renewal:


For insurers subject to Chapter 48.18 RCW (Admitted and regulated by the Washington State Insurance Commissioner) a written notice shall be given to the director of purchasing or designee 45 calendar days prior to cancellation or any material change to the policy(ies) as it relates to this Contract.  Written notice shall include the affected Contract reference number.


Surplus Lines:


For insurers subject to Chapter 48.15 RCW (Surplus Lines) a written notice shall be given to the director of purchasing or designee 20 calendar days prior to cancellation or any material change to the policy(ies) as it relates to this Contract.  Written notice shall include the affected Contract reference number.


Cancellation for Non-payment to Premium:


If cancellation on any policy is due to non-payment of premium, a written notice shall be given the director of purchasing or designee ten calendar days prior to cancellation.  Written notice shall include the affected Contract reference number.


Identification:


Policy(ies) and Certificates of Insurance shall include the affected Contract reference number.


Insurance Carrier Rating:


The insurance required above shall be issued by an insurance company authorized to do business within the State of Washington.  Insurance is to be placed with a carrier that has a rating of A- Class VII or better in the most recently published edition of Best’s Reports.  Any exception must be reviewed and approved by the Risk Manager for the State of Washington, by submitting a copy of the Contract and evidence of insurance before Contract commencement.  If an insurer is not admitted, all insurance policies and procedures for issuing the insurance policies must comply with Chapter 48.15 RCW and Chapter 284-15 WAC.


Excess Coverage:


The limits of all insurance required to be provided by the Contractor shall be no less than the minimum amounts specified.  However, coverage in the amounts of these minimum limits shall not be construed to relieve the Contractor from liability in excess of such limits.


Limit Adjustments:


The State reserves the right to increase or decrease limits as appropriate.


17.9 INDUSTRIAL INSURANCE COVERAGE 

The Contractor shall comply with the provisions of Title 51 RCW Industrial Insurance.  If the Contractor fails to provide Industrial Insurance coverage or fails to pay premiums or penalties on behalf of its employees as may be required by law, the Purchasing Activity may terminate this Contract.  This provision does not waive any of the Washington State Department of Labor and Industries (L&I) rights to collect from the Contractor.


17.10 NONDISCRIMINATION 

During the performance of this Contract, the Contractor shall comply with all applicable Federal and state nondiscrimination laws, regulations and policies, including, but not limited to, Title VII of the Civil Rights Act, 42 U.S.C. §12101 et. seq., the Americans with Disabilities Act (ADA); and, Chapter 49.60 RCW, Discrimination – Human Rights Commission.


17.11 OSHA AND WISHA REQUIREMENTS 

Contractor agrees to comply with conditions of the Federal Occupational Safety and Health Administration (OSHA) and, if manufactured or stored in the State of Washington, the Washington Industrial Safety and Health Act (WISHA) and the standards and regulations issued there under, and certifies that all items furnished and purchased will conform to and comply with said laws, standards and regulations.  Contractor further agrees to indemnify and hold harmless Purchasing Activity and Purchaser from all damages assessed against Purchaser as a result of Contractor’s failure to comply with those laws, standards and regulations, and for the failure of the items furnished under the Contract to so comply.


17.12 ANTITRUST 

The State maintains that, in actual practice, overcharges resulting from antitrust violations are borne by the Purchaser.  Therefore, the Contractor hereby assigns to the State of Washington any and all of the Contractor’s claims for such price fixing or overcharges which arise under Federal or State antitrust laws, relating to the materials, supplies, services and/or equipment purchased under this Contract.


17.13 WAIVER

Failure or delay of the Purchasing Activity or Purchaser to insist upon the strict performance of any term or condition of the Contract or to exercise any right or remedy provided in the Contract or by law; or the Purchasing Activity’s or Purchaser’s acceptance of or payment for materials, supplies, services and/or equipment, shall not release the Contractor from any responsibilities or obligations imposed by this Contract or by law, and shall not be deemed a waiver of any right of the Purchasing Activity or Purchaser to insist upon the strict performance of the entire agreement by the Contractor. In the event of any claim for breach of Contract against the Contractor, no provision of this Contract shall be construed, expressly or by implication, as a waiver by the Purchasing Activity or Purchaser of any existing or future right and/or remedy available by law.


18. DISPUTES AND REMEDIES

18.1 PROBLEM RESOLUTION AND DISPUTES 

Problems arising out of the performance of this Contract shall be resolved in a timely manner at the lowest possible level with authority to resolve such problems.  If a problem persists and cannot be resolved, it may be escalated within each organization. 

In the event a bona fide dispute concerning a question of fact arises between the Purchasing Activity or the Purchaser and Contractor and it cannot be resolved between the parties through the normal problem escalation processes, either party may initiate the dispute resolution procedure provided herein.  The dispute shall be handled by a Dispute Resolution Panel in the following manner. Each party to this Contract shall appoint one member to the Panel. These two appointed members shall jointly appoint an additional member. The Dispute Resolution Panel shall review the facts, Contract terms and applicable statutes and rules and make a determination of the dispute as quickly as reasonably possible. The determination of the Dispute Resolution Panel shall be final and binding on the parties hereto. Purchasing Activity and/or Purchaser and Contractor agree that, the existence of a dispute notwithstanding, they will continue without delay to carry out all their respective responsibilities under this Contract that are not affected by the dispute.

In the event a bona fide dispute concerning a question of fact arises between Purchasing Activity or the Purchaser and Contractor and it cannot be resolved between the parties through the normal escalation processes, either party may initiate the dispute resolution procedure provided herein.


The initiating party shall reduce its description of the dispute to writing and deliver it to the responding party. The responding party shall respond in writing within three Business Days. The initiating party shall have three Business Days to review the response. If after this review a resolution cannot be reached, both parties shall have three Business Days to negotiate in good faith to resolve the dispute.


If the dispute cannot be resolved after three Business Days, a Dispute Resolution Panel may be requested in writing by either party who shall also identify the first panel member. Within three Business Days of receipt of the request, the other party will designate a panel member. Those two panel members will appoint a third individual to the Dispute Resolution Panel within the next three Business Days.


The Dispute Resolution Panel will review the written descriptions of the dispute, gather additional information as needed, and render a decision on the dispute in the shortest practical time.


Each party shall bear the cost for its panel member and share equally the cost of the third panel member.

Both parties agree to be bound by the determination of the Dispute Resolution Panel. 


Both parties agree to exercise good faith in dispute resolution and to settle disputes prior to using a Dispute Resolution Panel whenever possible.

Purchasing Activity, the Purchaser and Contractor agree that, the existence of a dispute notwithstanding, they will continue without delay to carry out all their respective responsibilities under this Contract that are not affected by the dispute.


If the subject of the dispute is the amount due and payable by Purchaser for materials, supplies, services and/or equipment being provided by Contractor, Contractor shall continue providing materials, supplies, services and/or equipment pending resolution of the dispute provided Purchaser pays Contractor the amount Purchaser, in good faith, believes is due and payable, and places in escrow the difference between such amount and the amount Contractor, in good faith, believes is due and payable.


18.2 ADMINISTRATIVE SUSPENSION

When it is in the best interest of the State, the Purchasing Activity may at any time, and without cause, suspend the Contract or any portion thereof for a period of not more than 30 calendar days per event by written notice from the Contract Administrator to the Contractor’s Representative.  Contractor shall resume performance on the next business day following the 30th day of suspension unless an earlier resumption date is specified in the notice of suspension.  If no resumption date was specified in the notice of suspension, the Contractor can be demanded and required to resume performance within the 30 day suspension period by the Contract Administrator providing the Contractor’s Representative with written notice of such demand.


18.3 FORCE MAJEURE

The term “force majeure” means an occurrence that causes a delay that is beyond the control of the party affected and could not have been avoided by exercising reasonable diligence.  Force majeure shall include acts of God, war, riots, strikes, fire, floods, epidemics, or other similar occurrences.


Exceptions

Except for payment of sums due, neither party shall be liable to the other or deemed in breach under this Contract if, and to the extent that, such party's performance of this Contract is prevented by reason of force majeure.


Notification

If either party is delayed by force majeure, said party shall provide written notification within 48 hours.  The notification shall provide evidence of the force majeure to the satisfaction of the other party.  Such delay shall cease as soon as practicable and written notification of same shall likewise be provided.  So far as consistent with the Rights Reserved below, the time of completion shall be extended by Contract Amendment for a period of time equal to the time that the results or effects of such delay prevented the delayed party from performing in accordance with this Contract.


Rights Reserved

The Purchasing Activity reserves the right to authorize an Amendment to this Contract, terminate the Contract, and/or purchase materials, supplies, equipment and/or services from the best available source during the time of force majeure, and Contractor shall have no recourse against the State.


18.4 ALTERNATIVE DISPUTE RESOLUTION FEES AND COSTS

In the event that the parties engage in arbitration, mediation or any other alternative dispute resolution forum to resolve a dispute in lieu of litigation, both parties shall share equally in the cost of the alternative dispute resolution method, including cost of mediator or arbitrator. In addition, each party shall be responsible for its own attorneys’ fees incurred as a result of the alternative dispute resolution method.


18.5 NON-EXCLUSIVE REMEDIES

The remedies provided for in this Contract shall not be exclusive but are in addition to all other remedies available under law.


18.6 LIMITATION OF LIABILITY

The parties agree that neither Contractor, Purchasing Activity nor Purchaser shall be liable to each other, regardless of the form of action, for consequential, incidental, indirect, or special damages except a claim related to bodily injury or death, or a claim or demand based on patent, copyright, or other intellectual property right infringement, in which case liability shall be as set forth elsewhere in this Contract. This section does not modify any sections regarding liquidated damages or any other conditions as are elsewhere agreed to herein between the parties. The damages specified in the sections titled Contract Termination and Retention of Records are not consequential, incidental, indirect, or special damages as that term is used in this section.


Neither the Contractor, the Purchasing Activity, nor Purchaser shall be liable for damages arising from causes beyond the reasonable control and without the fault or negligence of the Contractor, the Purchasing Activity or Purchaser. Such causes may include, but are not restricted to, acts of God or of the public enemy, acts of a governmental body other than the Purchasing Activity or the Purchaser acting in either its sovereign or contractual capacity, war, explosions, fires, floods, earthquakes, epidemics, quarantine restrictions, strikes, freight embargoes, and unusually severe weather; but in every case the delays must be beyond the reasonable control and without fault or negligence of the Contractor, the Purchasing Activity or the Purchaser, or their respective Subcontractors.


If delays are caused by a Subcontractor without its fault or negligence, Contractor shall not be liable for damages for such delays, unless the Services to be performed were obtainable on comparable terms from other sources in sufficient time to permit Contractor to meet its required performance schedule.


Neither party shall be liable for personal injury to the other party or damage to the other party’s property except personal injury or damage to property proximately caused by such party’s respective fault or negligence.

18.7 FEDERAL FUNDING


In the event that a federally funded acquisition results from this procurement, the Contractor may be required to provide additional information (free of charge) at the request of the Purchasing Activity or purchaser.  Further, the Contractor may be subject to those Federal requirements specific to the commodity. 


18.8 FEDERAL RESTRICTIONS ON LOBBYING


Contractor certifies that under the requirements of Lobbying Disclosure Act, 2 U.S.C., Section 1601 et seq., no Federal appropriated funds have been paid or will be paid, by or on behalf of the Contractor, to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with the awarding of any Federal contract, the making of any Federal grant, the making of any Federal loan, the entering into of any cooperative agreement, and the extension, continuation, renewal, amendment, or modification of any Federal contract, grant, loan, or cooperative agreement.


18.9 FEDERAL DEBARMENT AND SUSPENSION


The Bidder certifies, that neither it nor its “principals” (as defined in Title 49, Volume 1, Code of Federal Regulations (CFR) Sec. 29.105) is presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by any Federal department or agency.

19. CONTRACT TERMINATION

19.1 MATERIAL BREACH

A Contractor may be Terminated for Cause by the Purchasing Activity, at the sole discretion of the Contract Administrator, for failing to perform a contractual requirement or for a material breach of any term or condition.  Material breach of a term or condition of the Contract may include but is not limited to:


1. Contractor failure to perform services or deliver materials, supplies, or equipment by the date required or by an alternate date as mutually agreed in a written Amendment to the Contract; 


2. Contractor failure to carry out any warranty or fails to perform or comply with any mandatory provision of the Contract; 


3. Contractor becomes insolvent or in an unsound financial condition so as to endanger performance hereunder; 


4. Contractor becomes the subject of any proceeding under any law relating to bankruptcy, insolvency or reorganization, or relief from creditors and/or debtors that endangers the Contractor’s proper performance hereunder; 


5. Appointment of any receiver, trustee, or similar official for Contractor or any of the Contractor’s property and such appointment endangers the Contractor’s proper performance hereunder; 


6. A determination that the Contractor is in violation of Federal, state, or local laws or regulations and that such determination renders the Contractor unable to perform any aspect of the Contract.


19.2 OPPORTUNITY TO CURE

In the event that Contractor fails to perform a contractual requirement or materially breaches any term or condition, the Purchasing Activity may issue a written cure notice.  The Contractor may have a period of time in which to cure.  The Purchasing Activity is not required to allow the Contractor to cure defects if the opportunity for cure is not feasible as determined solely within the discretion of the Purchasing Activity. Time allowed for cure shall not diminish or eliminate Contractor's liability for liquidated or other damages, or otherwise affects any other remedies available against Contractor under the Contract or by law.


If the breach remains after Contractor has been provided the opportunity to cure, the Purchasing Activity may do any one or more of the following:


1. Exercise any remedy provided by law;


2. Terminate this Contract and any related Contracts or portions thereof;


3. Procure replacements and impose damages as set forth elsewhere in this Contract;


4. Impose actual or liquidated damages;


5. Suspend or bar Contractor from receiving future Solicitations or other opportunities;


6. Require Contractor to reimburse the State for any loss or additional expense incurred as a result of default or failure to satisfactorily perform the terms of the Contract.


19.3 TERMINATION FOR CAUSE

In the event the Contract Administrator, in its sole discretion, determines that the Contractor has failed to comply with the conditions of this Contract in a timely manner or is in material breach, the Contract Administrator has the right to suspend or terminate this Contract, in part or in whole. The Contract Administrator shall notify the Contractor in writing of the need to take corrective action. If corrective action is not taken within 30 calendar days or as otherwise specified by the Contract Administrator, or if such corrective action is deemed by the Contract Administrator to be insufficient, the Contract may be terminated. The Contract Administrator reserves the right to suspend all or part of the Contract, withhold further payments, or prohibit the Contractor from incurring additional obligations of funds during investigation of the alleged breach and pending corrective action by the Contractor or a decision by the Contract Administrator to terminate the Contract. 


In the event of termination, the Purchasing Activity shall have the right to procure for all Purchasers any replacement materials, supplies, services and/or equipment that are the subject of this Contract on the open market.  In addition, the Contractor shall be liable for damages as authorized by law including, but not limited to, any price difference between the original contract and the replacement or cover contract and all administrative costs directly related to the replacement contract, e.g., cost of the competitive bidding, mailing, advertising and staff time.


If it is determined that: (1) the Contractor was not in material breach; or (2) failure to perform was outside of Contractor's or its Subcontractor’s control, fault or negligence, the termination shall be deemed to be a "Termination for Convenience". The rights and remedies of the Purchasing Activity and/or the Purchaser provided in this Contract are not exclusive and are in addition to any other rights and remedies provided by law. 

19.4 TERMINATION FOR CONVENIENCE

Except as otherwise provided in this Contract, the Purchasing Activity, at the sole discretion of the Contract Administrator, may terminate this Contract, in whole or in part by giving 30 calendar days (or other appropriate time period) written notice beginning on the second day after mailing to the Contractor.  If this Contract is so terminated, Purchasers shall be liable only for payment required under this Contract for properly authorized services rendered, or materials, supplies and/or equipment delivered to and Accepted by the Purchaser prior to the effective date of Contract termination.  Neither the Purchasing Activity nor the Purchaser shall have any other obligation whatsoever to the Contractor for such termination.  This Termination for Convenience clause may be invoked by the Purchasing Activity when it is in the best interest of the State of Washington.

19.5 TERMINATION FOR WITHDRAWAL OF AUTHORITY

In the event that the Purchasing Activity and/or Purchaser’s authority to perform any of its duties is withdrawn, reduced, or limited in any way after the commencement of this Contract and prior to normal completion, the Purchasing Activity may terminate this Contract, in whole or in part, by seven calendar days (or other appropriate time period) written notice to Contractor. 


19.6 TERMINATION FOR NON-ALLOCATION OF FUNDS

If funds are not allocated to Purchaser(s) to continue this Contract in any future period, Purchasing Activity may terminate this Contract by seven calendar days (or other appropriate time period) written notice to Contractor or work with Contractor to arrive at a mutually acceptable resolution of the situation. Purchaser will not be obligated to pay any further charges for materials, supplies, services and/or equipment including the net remainder of agreed to consecutive periodic payments remaining unpaid beyond the end of the then-current period. Purchasing Activity and/or Purchaser agrees to notify Contractor in writing of such non-allocation at the earliest possible time. 


No penalty shall accrue to the Purchaser in the event this section shall be exercised.  This section shall not be construed to permit Purchasing Activity to terminate this Contract in order to acquire similar materials, supplies, services and/or equipment from a third party.


19.7 TERMINATION FOR CONFLICT OF INTEREST

Purchasing Activity may terminate this Contract by written notice to Contractor if it is determined, after due notice and examination, that any party to this Contract has violated Chapter 42.52 RCW, Ethics in Public Service, or any other laws regarding ethics in public acquisitions and procurement and performance of contracts. In the event this Contract is so terminated, the Purchasing Activity and /or Purchaser shall be entitled to pursue the same remedies against Contractor as it could pursue in the event that the Contractor breaches this Contract.


19.8 TERMINATION BY MUTUAL AGREEMENT

The Purchasing Activity and the Contractor may terminate this Contract in whole or in part, at any time, by mutual agreement.


19.9 TERMINATION PROCEDURE

In addition to the procedures set forth below, if the Purchasing Activity terminates this Contract, Contractor shall follow any procedures the Contract Administrator specifies in the termination notice.


Upon termination of this Contract and in addition to any other rights provided in this Contract, Contract Administrator may require the Contractor to deliver to the Purchaser any property specifically produced or acquired for the performance of such part of this contract as has been terminated. The provisions of the "Treatment of Assets" clause shall apply in such property transfer.


The Purchaser shall pay to the Contractor the agreed upon price, if separately stated, for completed work and service(s) Accepted by the Purchaser, and the amount agreed upon by the Contractor and the Purchaser for (i) completed materials, supplies, services rendered and/or equipment for which no separate price is stated, (ii) partially completed materials, supplies, services rendered and/or equipment, (iii) other materials, supplies, services rendered and/or equipment which are Accepted by the Purchaser, and (iv) the protection and preservation of property, unless the termination is for cause, in which case the Purchasing Activity and the Purchaser shall determine the extent of the liability of the Purchaser. Failure to agree with such determination shall be a dispute within the meaning of the "Disputes" clause of this contract. The Purchaser may withhold from any amounts due the Contractor such sum as the Contract Administrator and Purchaser determine to be necessary to protect the Purchaser against potential loss or liability.


The rights and remedies of the Purchasing Activity and/or the Purchaser provided in this section shall not be exclusive and are in addition to any other rights and remedies provided by law or under this contract.


After receipt of a termination notice, and except as otherwise expressly directed in writing by the Contract Administrator, the Contractor shall:


1. Stop all work, order fulfillment, shipments, and deliveries under the Contract on the date, and to the extent specified, in the notice;


2. Place no further orders or subcontracts for materials, services, supplies, equipment and/or facilities in relation to the Contract except as is necessary to complete or fulfill such portion of the Contract that is not terminated; 


3. Complete or fulfill such portion of the Contract that is not terminated in compliance with all contractual requirements;


4. Assign to the Purchaser, in the manner, at the times, and to the extent directed by the Contract Administrator on behalf of the Purchaser, all of the rights, title, and interest of the Contractor under the orders and subcontracts so terminated, in which case the Purchaser has the right, at its discretion, to settle or pay any or all claims arising out of the termination of such orders and subcontracts.


5. Settle all outstanding liabilities and all claims arising out of such termination of orders and subcontracts, with the approval or ratification of the Contract Administrator and/or the Purchaser to the extent Contract Administrator and/or the Purchaser may require, which approval or ratification shall be final for all the purposes of this clause;


6. Transfer title to the Purchaser and deliver in the manner, at the times, and to the extent directed by the Contract Administrator on behalf of the Purchaser any property which, if the contract had been completed, would have been required to be furnished to the Purchaser;


7. Take such action as may be necessary, or as the Contract Administrator and/or the Purchaser may direct, for the protection and preservation of the property related to this contract which is in the possession of the Contractor and in which the Purchasing Activity and/or the Purchaser has or may acquire an interest. 


20. CONTRACT EXECUTION

20.1 PARTIES

This Contract (“Contract”) is entered into by and between the State of Washington, acting by and through the Department of General Administration, Office of State Procurement, an agency of Washington State government (“Purchasing Activity” or “State” located at 210 11th Ave SW, Rm 201, GA Bldg, Olympia WA  98504-1017 and [Contractor], a [corporation/sole proprietor or other business form] licensed to conduct business in the State of Washington (“Contractor”), located at [Contractor’s address] for the purpose of providing Agent-Assisted Travel Services.

20.2 ENTIRE AGREEMENT

This Contract document and all subsequently issued Amendments comprise the entire agreement between the Purchasing Activity and the Contractor.  No other statements or representations, written or oral, shall be deemed a part of the Contract. 


This Contract sets forth the entire agreement between the parties with respect to the subject matter hereof and except as provided in Section 15.2, Contractor Commitments, Warranties and Representations.  Understandings, agreements, representations, or warranties not contained in this Contract or a written Amendment hereto shall not be binding on either party. Except as provided herein, no alteration of any of the terms, conditions, delivery, Price, quality, or Specifications of this Contract will be effective without the written consent of both parties.


20.3 ORDER OF PRECEDENCE, INCORPORATED DOCUMENTS, CONFLICT AND CONFORMITY 


Incorporated Documents

Each of the documents listed below is, by this reference, incorporated into this Contract as though fully set forth herein. 


1. The Purchasing Activity’s Solicitation document 00309 with all attachments and exhibits, and all Amendments thereto


2. Contractor’s Bid in response to the Solicitation 00309 dated [date]; 


The terms and conditions contained on Purchaser’s Order Documents, if used; and


All Contractor or manufacturer publications, written materials and schedules, charts, diagrams, tables, descriptions, other written representations and any other supporting materials Contractor made available to Purchaser and used to affect the sale of the Product to the Purchaser.


Order of Precedence


In the event of a conflict in such terms, or between the terms and any applicable statute or rule, the inconsistency shall be resolved by giving precedence in the following order:


1. Applicable Federal statutes and regulations

2. Applicable State of Washington statutes and regulations


3. Mutually agreed written Amendments to this Contract


4. This Contract, Number 00309

5. The Purchasing Activity’s Solicitation document with all attachments and exhibits, and all Amendments thereto


6. Contractor’s Bid in response to the Solicitation

7. Any other provision, term, or materials incorporated into the Contract by reference.


Conflict

To the extent possible, the terms of this Contract shall be read consistently.

Conformity

If any provision of this Contract violates any Federal or State of Washington statute or rule of law, it is considered modified to conform to that statute or rule of law.


20.4 LEGAL NOTICES

Any notice or demand or other communication required or permitted to be given under this Contract or applicable law (except notice of malfunctioning Equipment) shall be effective only if it is in writing and signed by the applicable party, properly addressed, and either delivered in person, or by a recognized courier service, or deposited with the United States Postal Service as first-class mail (postage prepaid), via facsimile or by electronic mail, to the parties at the addresses, fax numbers or e-mail addresses provided in this section. For purposes of complying with any provision in this Contract or applicable law that requires a “writing,” such communication, when digitally signed with a Washington State Licensed Certificate, shall be considered to be “in writing” or “written” to an extent no less than if it were in paper form.


		To Contractor at:

		To Purchasing Activity at:



		[Contractor]

		State of Washington


Department of General Administration


Office of State Procurement



		Attn: [Contractor's Representative]

		Attn:  Sarah Simpson, Contract Administrator



		[Contractor’s Address]

		210 11th Ave SW, Rm 201, GA Bldg



		[Contractor’s City, State, Zip]

		Olympia WA  98504-1017



		Phone: [(xxx) xxx-xxxx]

		Phone:  (360) 902-7447



		Fax:  [(xxx) xxx-xxxx]

		Fax:     (360) 586-2426



		E-mail:  [Contractor’s E-mail Address]

		E-mail:   sasimps@ga.wa.gov





Notices shall be effective upon receipt or four Business Days after mailing, whichever is earlier. The notice address as provided herein may be changed by written notice given as provided above.


In the event that a subpoena or other legal process commenced by a third party in any way concerning the Equipment or Services provided pursuant to this Contract is served upon Contractor or Purchasing Activity, such party agrees to notify the other party in the most expeditious fashion possible following receipt of such subpoena or other legal process. Contractor and Purchasing Activity further agree to cooperate with the other party in any lawful effort by the other party to contest the legal validity of such subpoena or other legal process commenced by a third party.

20.5 LIENS, CLAIMS AND ENCUMBRANCES


All materials, equipment, supplies and/or services shall be free of all liens, claims, or encumbrances of any kind, and if the Purchasing Activity or the Purchaser requests, a formal release of same shall be delivered to the respective requestor.


20.6 AUTHORITY TO BIND

The signatories to this Contract represent that they have the authority to bind their respective organizations to this Contract.

20.7 COUNTERPARTS

This Contract may be executed in counterparts or in duplicate originals.  Each counterpart or each duplicate shall be deemed an original copy of this Contract signed by each party, for all purposes.


In Witness Whereof, the parties hereto, having read this Contract in its entirety, including all attachments, do agree in each and every particular and have thus set their hands hereunto.


This Contract is effective this 1st day of January, 2010.

(Effective date to be entered by Purchasing Activity)

		Approved

		

		Approved



		State of Washington


Department of General Administration


Office of State Procurement


210 11th Ave SW, Rm 201, GA Bldg


Olympia WA  98504-1017

		

		[Contractor]

[Contractor’s Physical Address]



		Signature on file

		

		Signature on file



		Signature  

		

		Signature



		Print or Type Name                                  
 Date

		

		Print or Type Name                                   
 Date



		Title

		

		Title 
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00309 AMENDED Travel Report


			State of Washington Contract #00309 for Agent-Assisted Travel Services


			Quarterly Travel Report


												Year						Quarter


			AIRFARE


						0			Total number of Domestic Airfare tickets sold


									Number of Domestic Airfare tickets sold by carrier:


												AirTran									JetBlue


												Alaska/Horizon									Southwest


												American									Sun Country


												Continental									United


												Delta									US Airways


												Frontier									Virgin America


												Hawaiian									Other


						$   - 0			Total dollars collected for Domestic Airfare tickets sold


									Dollars collected for Domestic Airfare tickets sold by carrier:


									$   - 0			AirTran						$   - 0			JetBlue


									$   - 0			Alaska/Horizon						$   - 0			Southwest


									$   - 0			American						$   - 0			Sun Country


									$   - 0			Continental						$   - 0			United


									$   - 0			Delta						$   - 0			US Airways


									$   - 0			Frontier						$   - 0			Virgin America


									$   - 0			Hawaiian						$   - 0			Other


									Total number of International Airfare tickets sold


						$   - 0			Total dollars collected for International Airfare tickets sold


			CAR RENTAL


						0			Total number of Car Rental days reserved


									Number of Car Rental days reserved by company


												Alamo									Hertz


												Avis									National


												Budget									Thrifty


												Dollar									Other


												Enterprise


						$   - 0			Total dollars represented in Car Rental reservations


									Dollars represented in Car Rental reservations by company


									$   - 0			Alamo						$   - 0			Hertz


									$   - 0			Avis						$   - 0			National


									$   - 0			Budget						$   - 0			Thrifty


									$   - 0			Dollar						$   - 0			Other


									$   - 0			Enterprise


			LODGING


									Total number of Lodging nights reserved


						$   - 0			Total dollars represented in Lodging reservations


			RAIL/TRAIN


									Total number of Rail/Train tickets issued


						$   - 0			Total dollars collected for Rail/Train tickets








00309 1st DRAFT Travel Report


			State of Washington Contract #00309 for Agent-Assisted Travel Services


			Quarterly Travel Report


												Year						Quarter


			AIRFARE


						0			Total number of Domestic Airfare bookings


									Number of Domestic Airfare bookings by carrier:


												AirTran									JetBlue


												Alaska									Northwest


												American									Southwest


												Continental									Sun Country


												Delta									United


												Frontier									US Airways


												Hawaiian									Virgin America


												Horizon									Other


						$   - 0			Total dollars collected for Domestic Airfare bookings


									Dollars collected for Domestic Airfare bookings by carrier:


									$   - 0			AirTran						$   - 0			JetBlue


									$   - 0			Alaska						$   - 0			Northwest


									$   - 0			American						$   - 0			Southwest


									$   - 0			Continental						$   - 0			Sun Country


									$   - 0			Delta						$   - 0			United


									$   - 0			Frontier						$   - 0			US Airways


									$   - 0			Hawaiian						$   - 0			Virgin America


									$   - 0			Horizon						$   - 0			Other


									Total number of International Airfare bookings


						$   - 0			Total dollars collected for International Airfare


						$   - 0			Total dollars collected for E-Ticket booking fees


						$   - 0			Total dollars collected for Paper Ticket fees


						$   - 0			Total dollars collected for fees associated with delivery of Paper Tickets


			CAR RENTAL


						0			Total number of Car Rental days reserved but not prepaid


									Number of Car Rental days reserved by company


												Alamo									Hertz


												Avis									National


												Budget									Thrifty


												Dollar									Other


												Enterprise


						$   - 0			Total dollars collected for Car Rental booking fees


			LODGING


									Total number of prepaid Lodging nights booked


						$   - 0			Total dollars collected for prepaid Lodging


									Total number of Lodging nights reserved but not prepaid


						$   - 0			Total dollars collected for Lodging booking fees


			RAIL/TRAIN


									Total number of Rail/Train tickets issued


						$   - 0			Total dollars collected for Rail/Train tickets


						$   - 0			Total dollars collected for Rail/Train ticket booking fees


			SERVICES


									Total number of chargeable Telephone Consultations


						$   - 0			Total dollars collected for Telephone Consultation fees


									Total number of chargeable Refund fees


						$   - 0			Total dollars collected for Refund fees


									Total number of chargeable Requests for Quotes


						$   - 0			Total dollars collected for Request for Quote fees


									Total number of chargeable Cancellations


						$   - 0			Total dollars collected for Cancellation fees


						$   - 0			Total dollars collected for Passport fees


			OTHER


						Any other monies collected in performance of this contract must be itemized below.


						Examples:  Ferry Service, Shuttle Services, Prepaid Parking, Prepaid Baggage Fees, travel


						insurance, etc.
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The City of Seattle
Purchasing & Contracting
Services

700 - 5™ AVE #4112

PO Box 94687

Seattle, WA 98124-4687

Vendor #: 0000016499
ADVANCE TRAVEL INC.

500 Union ST, Suite 810
Seattle WA 98101

Contact: May Leung

Title: Owner/Agent
Phone #;: 206/467-6742

Fax #: 206/622-3736
advancetravel@ix.netcom.com

VENDOR CONTRACT
Vendor Contract # Date Change Order #
0000000192 09/16/2011 8
Payment Terms Freight Terms
Net 10 days N/A
Buyer: FAX: Phone:
Cheryl Atwood 206/386-0068 206/233-7158

Ship To:

City Departments

Bill To:

City Departments

ADVANCE TRAVEL INC is awarded a contract change order for providing the City of Seattle with AGENT
ASSISTED TRAVEL SERVICES as specified in Specifications and Pricing Sheet, Attachment #1.

Original Contract Period: 01/01/2000 - 12/31/2001
CO #1 Contract Period: 01/01/2002 - 12/31/2004 issued to extend contract and revising pricing
CO #2 Contract Period: 01/01/2002 — 12/31/2004 issued to revise fee schedule

CO #3 Contract Period: 01/01/2005 — 12/31/2006 issued to extend contract

CO #4 Contract Period: 01/01/2007 — 12/31/2007 issued to extend contract

CO #5 Contract Period: 01/01/2008 — 12/31/2008 issued to extend contract

CO #6 Contract Period: 01/01/2009 - 12/31/2009 issued to extend contract

CO #7 Contract Period: 01/01/2010 — 12/31/2011 issued to extend contract

CO #8 Contract Period: 01/01/2012 — 12/31/2012 issued to extend contract & increase service fees

Per email dated 09/15/11, May Leung/Cheryl Atwood.

In all other respects, this contract remains unchanged.

Authorized Signature/Date











Attachment #1
Vendor Contract #0000000192, Change Order #8
01/01/2009 through 12/31/2009

ADVANCE TRAVEL INC.
500 Union ST, Suite 810
Seattle WA 98101

AGENT ASSISTED TRAVEL SERVICES

GENERAL INFORMATION:

Book reservations as follows:

e (Call May Leung, Ikuko Brennan, 206/467-6742

Carol Hall, or Jennifer Lee

Fax 206/622-3736

Email Address advancetravel@ix.netcom.com
AUTHORIZATION PROCESS:

City of Seattle employee to give travel agent their Trip Number.
e [f employee does not have a Trip Number, employee will fax the Travel Authorization Form
to 206/622-3736.

e City will provide vendor a list of departments that will not be using Trip Numbers.

AIRLINES:

e Employee may file an employee profile with vendor.

e Frequent flyer miles belong to the employee.

e Vendor will invoice for airline tickets if City employee does not have a credit card. The City
will pay within ten (10) days.

TICKET DELIVERY OPTIONS:

e Tickets can be promised within twenty to thirty minutes.

e Emergency orders will be delivered by messenger service.
e Electronic tickets eliminate ticket delivery.






LODGING

e All hotel listings within SABRE include negotiated and association rates.
e Reservations at a Westin use their corporate membership program.
e Hotel reservations will be guaranteed to a credit card that the City employee specifies.

RENTAL CARS

e Vendor to book vehicles through the City of Seattle’s contract #0000001300 with
ENTPERISE RENT A CAR whenever possible. Insurance is included in the City’s
contract with Enterprise.

e Vendor may book with another car rental agency only when Enterprise cannot fulfill the
requirement. In this case, vendor to verbally inform the City employee to purchase the
liability and physical damage insurance.

MANAGEMENT REPORTS:

Travel Expense Report.

Tracking where dollars are spent.
Purpose of travel based on City’s T#’s.
Cities and frequency.

Adherence to City policy.

Vendor will coordinate with each departmental contact person to access their department’s
reporting needs.

FEES:
Airline Tickets
Ticket Processing Fee $40/Ticket/Person
Ticket Processing Fee $40/Ticket/Person or 5% up to
(International) a maximum of $100 due to

complexity and research
involved in itinerary

Fee on Refundable Tickets $55/Ticket
Lost Ticket Application ' $55
Change Fees $40 in addition to any

supplier cancellation fees

Hotel Reservations
Hotel Reservations Only $0 Booked in computer
Hotel Reservations-No Commission $30






Car Reservations
Domestic $0 Booked in computer
International $0 Booked in computer

Special Services

Exchange Tickets $40
(Reissue or unused tickets)
Record pulling for an audit $40

Free Ticket Reservation
Frequent flyer mileage ticket $55

Late Payment Fee
Overdue accounts 1% per month interest
from date of invoice

PAYMENT TERMS:

e Net 10 days after receipt of invoice, for airline tickets not charged to a credit card.

e City of Seattle employees will use a C-Card, or a personal credit card to hold a hotel, or a
rental car reservation.
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The City of Seattle
Purchasing & Contracting
Services

700 — 5™ AVE #4112

PO Box 94687

Seattle, WA 98124-4687

Vendor #: 0000016499
ADVANCE TRAVEL INC.

500 Union ST, Suite 810
Seattle WA 98101

Contact: May Leung

Title: Owner/Agent
Phone #: 206/467-6742

Fax #: 206/622-3736
advancetravel@ix.netcom.com

VENDOR CONTRACT
Vendor Contract # Date Change Order #
0000000192 12/18/2009 7
Payment Terms Freight Terms
Net 10 days N/A
Buyer: FAX: Phone:
Cheryl Atwood 206/386-1729 206/684-0542

Ship To:

City Departments

Bill To:

City Departments

ADVANCE TRAVEL INC is awarded a contract change order for providing the City of Seattle with AGENT
ASSISTED TRAVEL SERVICES as specified in Specifications and Pricing Sheet, Attachment #1.

Original Contract Period: 01/01/2000 — 12/31/2001
CO #1 Contract Period: 01/01/2002 — 12/31/2004 issued to extend contract and revising pricing
CO #2 Contract Period: 01/01/2002 — 12/31/2004 issued to revise fee schedule

CO #3 Contract Period:
CO #4 Contract Period:
CO #5 Contract Period:
CO #6 Contract Period:
CO #7 Contract Period:

01/01/2005 — 12/31/2006 issued to extend contract
01/01/2007 — 12/31/2007 issued to extend contract
01/01/2008 — 12/31/2008 issued to extend contract
01/01/2009 - 12/31/2009 issued to extend contract
01/01/2010 — 12/31/2011 issued to extend contract

Per terms and conditions of State of Washington Contract #00309, and per email dated 12/11/09, May

Leung/Cheryl Atwood.

In all other respects, this contract remains unchanged.

Authorized Signature/Date
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Attachment #1
Vendor Contract #0000000192, Change Order #7
01/01/2009 through 12/31/2009

ADVANCE TRAVEL INC.
500 Union ST, Suite 810
Seattle WA 98101

AGENT ASSISTED TRAVEL SERVICES

GENERAL INFORMATION:

Book reservations as follows:

Call May Leung, lkuko Brennan, 206/467-6742

Carol Hall, or Jennifer Lee

Fax 206/622-3736

Email Address advancetravel@ix.netcom.com

AUTHORIZATION PROCESS:

City of Seattle employee to give travel agent their Trip Number.

If employee does not have a Trip Number, employee will fax the Travel Authorization Form
to 206/622-3736.
City will provide vendor a list of departments that will not be using Trip Numbers.

AIRLINES:

Employee may file an employee profile with vendor.

Frequent flyer miles belong to the employee.

Vendor will invoice for airline tickets if City employee does not have a credit card. The City
will pay within ten (10) days. :

TICKET DELIVERY OPTIONS:

Tickets can be promised within twenty to thirty minutes.
Emergency orders will be delivered by messenger service.
Electronic tickets eliminate ticket delivery.





LODGING

e All hotel listings within SABRE include negotiated and association rates.
e Reservations at a Westin use their corporate membership program.
e Hotel reservations will be guaranteed to a credit card that the City employee specifies.

RENTAL CARS

e Vendor to book vehicles through the City of Seattle’s contract #0000001300 with
ENTPERISE RENT A CAR whenever possible. Insurance is included in the City’s
contract with Enterprise.

e Vendor may book with another car rental agency only when Enterprise cannot fulfill the
requirement. In this case, vendor to verbally inform the City employee to purchase the
liability and physical damage insurance.

MANAGEMENT REPORTS:

e Travel Expense Report.

e Tracking where dollars are spent.

e Purpose of travel based on City’s T#’s.
e (Cities and frequency.

e Adherence to City policy.

Vendor will coordinate with each departmental contact person to access their department’s
reporting needs.

FEES:

Airline Tickets

Ticket Processing Fee $35/Ticket/Person

Ticket Processing Fee $35/Ticket/Person or 5% up to

(International) a maximum of $100 due to
complexity and research
involved in itinerary

Fee on Refundable Tickets $50/Ticket

Lost Ticket Application $50

Change Fees $35 in addition to any

supplier cancellation fees

Hotel Reservations
Hotel Reservations Only $0 Booked in computer
Hotel Reservations-No Commission $25

2





Car Reservations
Domestic $0 Booked in computer
International $0 Booked in computer

Special Services

Exchange Tickets $35
(Reissue or unused tickets)
Record pulling for an audit $35

Free Ticket Reservation
Frequent flyer mileage ticket $50

Late Pavment Fee
Overdue accounts 1% per month interest
From date of invoice

PAYMENT TERMS:

e Net 10 days after receipt of invoice, for airline tickets not charged to a credit card.

e City of Seattle employees will use a C-Card, or a personal credit card to hold a hotel, or a
rental car reservation.
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The City of Seattle
Purchasing & Contracting
Services

700 — 5" AVE #4112

PO Box 94687

Seattle, WA 98124-4687

Vendor #: 0000016499
ADVANCE TRAVEL INC.

500 Union ST, Suite 810
Seattle WA 98101

Contact: May Leung

Title: Owner/Agent
Phone #: 206/467-6742

Fax #: 206/622-3736
advancetravel@ix.netcom.com

VENDOR CONTRACT
Vendor Contract # Date Change Order #
0000000192 12/03/08 . 6
Payment Terms Freight Terms
Net 10 days N/A
Buyer: FAX: Phone:
Cheryl Atwood 206/386-1729 206/684-0542
Ship To:
City Departments
Bill To:

City Departments

Advance Travel Inc. is awarded a contract change order for providing the City of Seattle with Travel
Management Services as specified in Specifications, Attachment #A, and per Agreement, Attachment

#B, in receipt.

Original Contract Period: 01/01/2000 — 12/31/2001
CO #1 Contract Period:  01/01/2002 — 12/31/2004 issued to extend contract and revising pricing
CO #2 Contract Period: 01/01/2002 — 12/31/2004 issued to revise fee schedule
CO #3 Contract Period: 01/01/2005 — 12/31/2006 issued to extend contract
CO #4 Contract Period: 01/01/2007 — 12/31/2007 issued to extend contract
CO #5 Contract Period: 01/01/2008 — 12/31/2008 issued to extend contract
CO #6 Contract Period: 01/01/2009 — 12/31/2009 issued to extend contract

Per terms and conditions of State of Washington Contract #12103 rev. 11/08.

Per email dated 11/21/07, May Leung/Cheryl Atwood.

In all other respects, this contract remains unchanged.

Authorized Signature/Date
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Attachment #A
~ Vendor Contract #0000000192, Change Order #6
01/01/2009 through 12/31/2009

ADVANCE TRAVEL INC.
500 Union ST, Suite 810
Seattle WA 98101

TRAVEL MANAGEMENT SERVICES

GENERAL INFORMATION:

Book reservations as follows:

e Call May Leung, Ikuko Brennan, 206/467-6742
Carol Hall, or Jennifer Lee
e Fax 206/622-3736
e Email Address advtrvl@ix.netcom.com
AUTHORIZATION PROCESS:

City of Seattle employee to give travel agent their Trip Number.
If employee does not have a Trip Number, employee will fax the Travel Authorization Form

to 206/622-3736.
e City will provide vendor a list of departments that will not be using Trip Numbers.

AIRLINES:

e Employee may file an employee profile with vendor.

e Frequent flyer miles belong to the employee.

e Vendor will invoice for airline tickets if City employee does not have a credit card The City
will pay within ten (10) days.

TICKET DELIVERY OPTIONS:

e Tickets can be promised within twenty to thirty minutes.

e Emergency orders will be delivered by messenger service.
e Electronic tickets eliminate ticket delivery.






LODGING

e All hotel listings within SABRE include negotiated and association rates.
e Reservations at a Westin use their corporate membership program.
o Hotel reservations will be guaranteed to a credit card that the City employee specifies.

RENTAL CARS

e Vendor to book vehicles through the City of Seattle’s contract #0000001300 with
ENTPERISE RENT A CAR whenever possible. Insurance is included in the City’s
contract with Enterprise.

e Vendor may book with another car rental agency only when Enterprise cannot fulfill the
requirement. In this case, vendor to verbally inform the City employee to purchase the
liability and physical damage insurance.

MANAGEMENT REPORTS:

Travel Expense Report.

Tracking where dollars are spent.
Purpose of travel based on City’s T#s.
Cities and frequency.

Adherence to City policy.

Vendor will coordinate with each departmental contact person to access their department’s
reporting needs.

FEES:
Airline Tickets
Ticket Processing Fee $35/Ticket/Person
Ticket Processing Fee $35/Ticket/Person or 5% up to
(International) a maximum of $100 due to

complexity and research
involved in itinerary

Fee on Refundable Tickets $30/Ticket
Lost Ticket Application $50
Change Fees . $30 in addition to any

supplier cancellation fees

Hotel Reservations
Hotel Reservations Only $0 Booked in computer
Hotel Reservations-No Commission $25





Car Reservations
Domestic $0 Booked in computer

International $0 Booked in computer

Special Services

Exchange Tickets $25
(Reissue or unused tickets)
Record pulling for an audit $35
Free Ticket Reservation
Frequent flyer mileage ticket $50
Late Payment Fee _
Overdue accounts _ 1% per month interest

From date of invoice

PAYMENT TERMS:

e Net 10 days after receipt of invoice, for airline tickets not charged to a credit card.

e City of Seattle employees will use a C-Card, or a personal credit card to hold a hotel, or a
rental car reservation. :










‘Gﬂ?’ VENDOR CONTRACT

The City of Seattle Vendor Contract # Date Change Order #
Purchasing & Contracting 0000000192 12/18/07 5
?g;flgﬂ?iVE #4112 Payment Terms Freight Terms
PO Box 94687 Net 10 days N/A
Seattle, WA 98124-4687 Buyer: FAX: Phone:

Cheryl Atwood 206/386-1729 206/684-0542

Vendor #: 0000016499

ADVANCE TRAVEL INC.
500 Union ST, Suite 810 City Depariments
Seattle WA 98101

Ship To:

Contact: May Leung

Title: Owner/Agent
Phone #: 206/467-6742 City Departments
Fax #: 206/622-3736

Bill To:

Advance Travel Inc. is awarded a contract change order for providing the City of Seattle with Travel

Management Services as specified in Specifications, Attachment #A, and per Agreement, Attachment
#B, in receipt.

Original Contract Period: 01/01/2000 — 12/31/2001

CO #1 Contract Period: 01/01/2002 — 12/31/2004 issued to extend contract and revising pricing
CO #2 Contract Period: 01/01/2002 — 12/31/2004 issued to revise fee schedule

CO #3 Contract Period: 01/01/2005 — 12/31/2006 issued to extend contract

CO #4 Contract Period: 01/01/2007 — 12/31/2007 issued to extend contract

CO #5 Contract Period: 01/01/2008 — 12/31/2008 issued to extend contract

Per terms and conditions of State of Washington Contract #12103 rev.. 11/10/07.
Per email dated 12/07/07, Advance Travel/Cheryl Atwood.

In all other respects, this contract remains unchanged.

Authorized Signature/Date

A

J





'

~ ¥ =
;
o T
L
.
[
-' 1






Attachment #A _
Vendor Contract #0000000192, Change Order #5
01/01/2008 through 12/31/2008

ADVANCE TRAVEL INC.
500 Union ST, Suite 8§10
Seattle WA 98101

TRAVEL MANAGEMENT SERVICES

Per Proposal #ESD0000000066, dated 08/31/99, including Addenda #1 and #2, in receipt, and
Agreement, Attachment #B, in receipt.

GENERAL INFORMATION:

Book reservations as follows:

e Call May Leung, Jennifer Lee, 206/467-6742
Kaji Dyson or Judy Easterbrooks
e Fax 206/622-3736
e Email Address advtrvl@ix.netcom.com

AUTHORIZATION PROCESS:

e City of Seattle employee to give travel agent their Trip Number.
e If employee does not have a Trip Number, employee will fax the Travel Authorization Form
to 206/622-3736.

e City will provide vendor a list of departments that will not be using Trip Numbers.

AIRLINES:

¢ Employee may file an employee profile with vendor.

e Frequent flyer miles belong to the employee.

e Vendor will invoice for airline tickets if City employee does not have a credit card. The City
will pay within ten (10) days.

TICKET DELIVERY OPTIONS:

e Tickets can be promised within twenty to thirty minutes.
e Emergency orders will be delivered by messenger service.
e Electronic tickets eliminate ticket delivery.






LODGING

e All hotel listings within SABRE include negotiated and association rates.
e Reservations at a Westin use their corporate membership program.
e Hotel reservations will be guaranteed to a credit card that the City employee specifies.

RENTAL CARS

e Vendor to book vehicles through the City of Seattle’s contract #0000001300 with
ENTPERISE RENT A CAR whenever possible. Insurance is included in the City’s
contract with Enterprise.

e Vendor may book with another car rental agency only when Enterprise cannot fulfill the
requirement. In this case, vendor to verbally inform the City employee to purchase the
liability and physical damage insurance.

MANAGEMENT REPORTS:

Travel Expense Report.

Tracking where dollars are spent.
Purpose of travel based on City’s T#’s.
Cities and frequency.

Adherence to City policy.

e o @ @ @

Vendor will coordinate with each departmental contact person to access their department’s
reporting needs.

FEES:
Airline Tickets
Ticket Processing Fee $35/Ticket/Person
Fee on Refundable Tickets $30/Ticket
Lost Ticket Application $50
Change Fees $30 in addition to any

Supplier cancellation fees

Hotel Reservations
Hotel Reservations Only $0 Booked in computer
Hotel Reservations-No Commission $25

Car Reservations
Domestic $0 Booked in computer
International $0 Booked in computer






Special Services

Exchange Tickets $25
(Reissue or unused tickets)
Record pulling for an audit $35

Free Ticket Reservation
Frequent flyer mileage ticket $50

Late Payment Fee
Overdue accounts 1% per month interest
From date of invoice

PAYMENT TERMS:

e Net 10 days after receipt of invoice, for airline tickets not charged to a credit card.

e City of Seattle employees will use a C-Card, or a personal credit card to hold a hotel, or a
rental car reservation.
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The City of Seattle
PURCHASING SERVICES
700 - 5" AVE #4112

PO Box 94687

Seattle, WA 98124-4687

Vendor #: 0000016499

ADVANCE TRAVEL INC.
500 Union ST, Suite 810

Seattle WA 98101

Contact: May Leung

Title: Owner/Agent
Phone #: 206/467-6742
Fax #: 206/622-3736

VENDOR CONTRACT

Vendor Contract # Date Change Order #
0000000192 12/15/2006 4
Payment Terms Freight Terms

Net 10 days N/A

Buyer: FAX: Phone:

Cheryl Atwood 206/386-1729 206/684-0542

Ship To:

City Departments

Bill To:

City Departments

ADVANCE TRAVEL INC. is awarded a contract change order for providing the City of Seattle with
Travel, Agents (TRAVEL MANAGEMENT SERVICES) for a five (5) year period, as specified in
Specifications, Attachment #A, and per Agreement, Attachment #B, in receipt. During the term of this
agreement either party may propose changes, provided thirty (30) days advanced written notice is

furnished.

Original Contract Period: 01/01/2000 — 12/31/2001

CO #1 Contract Period:
CO #2 Contract Period:
CO #3 Contract Period:
CO #4 Contract Period:

01/01/2002 — 12/31/2004 (issued to extend contract and revising pncmg)
01/01/2002 — 12/31/2004 (issued to revise fee schedule)
01/01/2005 — 12/31/2006 (issued to extend contract)
01/01/2007 — 12/31/2007 (issued to extend contract)

This contract is subject to Request for Prdposai #ESDO0000000066 received 08/31/99, per meeting of
11/04/99, Advance Travel/City, per faxes dated 11/15/99, and 12/07/01, per email dated 03/27/02, and per

email of 12/11/06.

Authorized Signature/Date

el











Attachment #A
Vendor Contract #0000000192, Change Order #4
01/01/2007 through 12/31/2007

ADVANCE TRAVEL INC.
500 Union ST, Suite 810
Seattle WA 98101

TRAVEL MANAGEMENT SERVICES

Per Proposal #£SD0000000066, dated 08/31/99, including Addenda #1 and #2, in receipt, and
Agreement, Attachment #B, in receipt.

GENERAL INFORMATION:

Book reservations as follows:

e Call May Leung, Jennifer Lee, 206/467-6742
Kaji Dyson or Judy Easterbrooks
e Fax 206/622-3736
e Email Address advtrvl @ix.netcom.com

AUTHORIZATION PROCESS:

e City of Seattle employee to give travel agent their Trip Number.

e If employee does not have a Trip Number, employee will fax the Travel Authorization Form
to 206/622-3736.

e City will provide vendor a list of departments that will not be using Trip Numbers.

AIRLINES:
e Employee may file an employee profile with vendor.
e Frequent flyer miles belong to the employee.

e Vendor will invoice for airline tickets if City employee does not have a credit card. The City
will pay within ten (10) days.

TICKET DELIVERY OPTIONS:

e Tickets can be promised within twenty to thirty minutes.

e Emergency orders will be delivered by messenger service.
e Electronic tickets eliminate ticket delivery.






LODGING

e All hotel listings within SABRE include negotiated and association rates.
e Reservations at a Westin use their corporate membership program.
e Hotel reservations will be guaranteed to a credit card that the City employee specifies.

RENTAL CARS

e Vendor to book vehicles through the City of Seattle’s contract #0000001300 with
ENTPERISE RENT A CAR whenever possible. Insurance is included in the City’s
contract with Enterprise.

e Vendor may book with another car rental agency only when Enterprise cannot fulfill the
requirement. In this case, vendor to verbally inform the City employee to purchase the
liability and physical damage insurance.

MANAGEMENT REPORTS:

e Travel Expense Report.

Tracking where dollars are spent.
Purpose of travel based on City’s T#’s.
Cities and frequency.

Adherence to City policy.

Vendor will coordinate with each departmental contact person to access their department’s
reporting needs.

FEES:
Airline Tickets
Ticket Processing Fee $35/Ticket/Person
Fee on Refundable Tickets $30/Ticket
Lost Ticket Application $50
Change Fees $30 in addition to any

Supplier cancellation fees

Hotel Reservations
Hotel Reservations Only $0 Booked in computer
Hotel Reservations-No Commission $25

Car Reservations
Domestic $0 Booked in computer
International $0 Booked in computer






Special Services
Exchange Tickets $25
(Reissue or unused tickets)

Free Ticket Reservation
Frequent flyer mileage ticket $50

Late Payment Fee
Overdue accounts 1% per month interest
From date of invoice

PAYMENT TERMS:

e Net 10 days after receipt of invoice, for airline tickets not charged to a credit card.

e City of Seattle employees will use a C-Card, or a personal credit card to hold a hotel, or a
rental car reservation.
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The City of Seattle
PURCHASING SERVICES
700 — 5™ AVE #4112

PO Box 94687

Seattle, WA 98124-4687

Vendor #: 0000016499
ADVANCE TRAVEL INC.
500 Union ST, Suite 810
Seattle WA 98101
Contact: May Leung
Title: Owner/Agent
Phone #: 206/467-6742
Fax #: 206/622-3736

VENDOR CONTRACT
Vendor Contract # Date Change Order #
0000000192 12/03/2004 3
Payment Terms Freight Terms
Net 10 days N/A
Buyer: FAX: Phone:
Pam Tokunaga 206/233-5155 206/233-7114

Ship To:

City Departments

Bill To:

City Departments

CHANGE ORDER #3 ISSUED TO EXTEND CONTRACT THROUGH 12/31/2006:

ADVANCE TRAVEL INC. is awarded a contract change order for providing the City of Seattle with
Travel,Agents (TRAVEL MANAGEMENT SERVICES) from 01/01/2002 to 12/31/2006, as specified in
Specifications, Attachment #A, and per Agreement, Attachment #B, in receipt. During the term of this
agreement either party may propose changes, provided thirty (30) days advanced written notice is

furnished.

This contract is subject to Request for Proposal #£ESD0000000066 received 08/31/99, per meeting of
11/04/99, Advance Travel/City, per faxes dated 11/15/99, and 12/07/01, and per email dated 03/27/02.

This change order subject to telephone conversation of 12/03/04, C. Blohm/M. Leung.

Authorized Signature/Date

Parm Do pr By











Attachment #A
Vendor Contract #0000000192, Change Order #3
01/01/2002 through 12/31/2006

ADVANCE TRAVEL INC.
500 Union ST, Suite 810
Seattle WA 98101

TRAVEL MANAGEMENT SERVICES

Per Proposal #ESD0000000066, dated 08/31/99, including Addenda #1 and #2, in receipt, and
Agreement, Attachment #B, in receipt.

GENERAL INFORMATION:

Book reservations as follows:

e (Call May Leung, Jennifer Lee, 206/467-6742
Dawn Shinkar, or Carol Hall :
e Fax 206/622-3736
e Email Address advtrvl@ix.netcom.com
AUTHORIZATION PROCESS:

City of Seattle employee to give travel agent their Trip Number.

e If employee does not have a Trip Number, employee will fax the Travel Authorization Form
to 206/622-3736.

e City will provide vendor a list of departments that will not be using Trip Numbers.

AIRLINES:

e Employee may file an employee profile with vendor.

e Frequent flyer miles belong to the employee.

e Vendor will invoice for airline tickets if City employee does not have a credit card. The City
will pay within ten (10) days.

TICKET DELIVERY OPTIONS:

e Tickets can be promised within twenty to thirty minutes.

e Emergency orders will be delivered by messenger service.
e Electronic tickets eliminate ticket delivery.





LODGING

o All hotel listings within SABRE include negotiated and association rates.

e Reservations at a Westin use their corporate membership program. :

e Hotel reservations will be guaranteed to a credit card that the City employee specifies.

RENTAL CARS

e Vendor to book vehicles through the City of Seattle’s contract #0000001300 with
. ENTPERISE RENT A CAR whenever possible. Insurance is included in the City’s
contract with Enterprise. '

e Vendor may book with another car rental agency only when Enterprise cannot fulfill the
requirement. In this case, vendor to verbally inform the City employee to purchase the
liability and physical damage insurance.

MANAGEMENT REPORTS:

Travel Expense Report.

Tracking where dollars are spent.
Purpose of travel based on City’s T#’s.
Cities and frequency.

Adherence to City policy.

@ @ @ @ @

Vendor will coordinate with each departmental contact person to access their department’s
reporting needs.

FEES:
Airline Tickets EFF. 4/18/02
Ticket Processing Fee $20/Ticket/Person $35
Fee on Refundable Tickets $25/Ticket $30
Lost Ticket Application $25 $50
Change Fees $25 in addition to any $30
Supplier cancellation fees
Hotel Reservations _
Hotel Reservations Only $0 Booked in computer $0
Hotel Reservations-No Commission $25 $25

Car Reservations
Domestic $0 Booked in computer S0

International $0 Booked in computer S0





Special Services
Exchange Tickets . $25 ' $35
(Reissue or unused tickets)

Free Ticket Reservation

Frequent flyer mileage ticket $0 $50
Late Payment Fee
Overdue accounts 1% per month interest

From date of invoice

PAYMENT TERMS:

e Net 10 days after receipt of invoice, for airline tickets not charged to a credit card.

e City of Seattle employees will use a C-Card, or a personal credit card to hold a hotel, or a
rental car reservation.
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The City of Seattle

PURCHASING SERVICES

700 — 3" AVE #910
Seattle, WA 98104-1808

Vendor #: 0000016499
ADVANCE TRAVEL INC.
500 Union ST, Suite 810
Seattle WA 98101
Contact: May Leung
Title: Owner/Agent
Phone #: 206/467-6742
Fax #: 206/622-3736

VENDOR CONTRACT

Vendor Contract # Date Change Order #

0000000192 04/01/2002 2

Payment Terms Freight Terms

Net 10 days NIA

Buyer: FAX: Phone:

C. Atwood 206/233-5155 206/684-0542
Ship To:

City Departments

Bill To:

City Departments

CHANGE ORDER #2 ISSUED TO REVISE FEE SCHEDULE:

ADVANCE TRAVEL INC. is awarded a contract change order for providing the City of Seattle with
Travel,Agents (TRAVEL MANAGEMENT SERVICES) for a three (3) year term from 01/01/2002 to
12/31/2004, as specified in Specifications, Attachment #A, and per Agreement, Attachment #B, in receipt.
During the term of this agreement either party may propose changes, provided thirty (30) days advanced

written notice is furnished.

This contract is subject to Request for Proposal #£SD0000000066 received 08/31/99, per meeting of
11/04/99, Advance Travel/City, per faxes dated 11/15/99, and 12/07/01, and per email dated 03/27/02.

If service cannot be effected, please notify C. Atwood, ESD/Purchasing Services, at 206/684-0542.

Authorized Signature/Date

rs
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Attachment #A
Vendor Contract #0000000192, Change Order #2
01/01/2002 through 12/31/2004

ADVANCE TRAVEL INC.
500 Union ST, Suite 810
Seattle WA 98101

TRAVEL MANAGEMENT SERVICES

Per Proposal #ESD0000000066, dated 08/31/99, including Addenda #1 and #2, in
receipt, and Agreement, Attachment #B, in receipt.

GENERAL INFORMATION:

Book reservations as follows:

e (Call May Leung, Jennifer Lee, 206/467-6742
Dawn Shinkar, or Carol Hall
Fax 206/622-3736
Email Address advtrvl@ix.netcom.com

AUTHORIZATION PROCESS:

City of Seattle employee to give travel agent their Trip Number.
If employee does not have a Trip Number, employee will fax the Travel
Authorization Form to 206/622-3736.

e City will provide vendor a list of departments that will not be using Trip Numbers.

AIRLINES:

e Employee may file an employee profile with vendor.

e Frequent flyer miles belong to the employee.

e Vendor will invoice for airline tickets if City employee does not have a credit card.
The City will pay within ten (10) days.

TICKET DELIVERY OPTIONS:

e Tickets can be promised within twenty to thirty minutes.
e Emergency orders will be delivered by messenger service.
e Electronic tickets eliminate ticket delivery.






LODGING

All hotel listings within SABRE include negotiated and association rates.
Reservations at a Westin use their corporate membership program.
Hotel reservations will be guaranteed to a credit card that the City employee specifies.

RENTAL CARS

Vendor to book vehicles through the City of Seattle’s contract #890004 with
BUDGET RENT A CAR whenever possible. The City’s Budget Rate Code is “CD
Number T356300”. Insurance is included in the City’s contract with Budget.

Vendor may book with another car rental agency only when Budget cannot fulfill the
requirement. In this case, vendor to verbally inform the City employee to purchase
the liability and physical damage insurance.

MANAGEMENT REPORTS:

Travel Expense Report.

Tracking where dollars are spent.
Purpose of travel based on City’s T#’s.
Cities and frequency.

Adherence to City policy.

Vendor will coordinate with each departmental contact person to access their
department’s reporting needs.

FEES:

Airline Tickets EFF. 4/18/02

Ticket Processing Fee $20/Ticket/Person $35

Fee on Refundable Tickets $25/Ticket $30

Lost Ticket Application $25 $50

Change Fees $25 in addition to any $30
Supplier cancellation fees

Hotel Reservations
Hotel Reservations Only $0 Booked in computer $0
Hotel Reservations-No Commission $25 $25

Car Reservations
Domestic $0 Booked in computer $0
International $0 Booked in computer $0






Special Services
Exchange Tickets $25 $35
(Reissue or unused tickets)

Free Ticket Reservation

Frequent flyer mileage ticket $0 $50
Late Payment Fee
Overdue accounts 1% per month interest

From date of invoice

PAYMENT TERMS:

e Net 10 days after receipt of invoice, for airline tickets not charged to a credit card.

e City of Seattle employees will use a C-Card, or a personal credit card to hold a hotel,
or a rental car reservation.
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The City of Seattle

PURCHASING SERVICES

700 — 34 AVE #910
Seattle, WA 98104-1808

Vendor # 0000016499
ADVANCE TRAVEL INC.
500 Union ST, Suite 810
Seatile WA 98101
Contact: May Leung
Title: Owner/Agent
Phone #: 206/467-6742
Fax #: 206/622-3736

VENDOR CONTRACT
Vendor Contract # Date Change Order #
0000000192 12/13/2001 1
Payment Terms Freight Terms
Net 10 days N/A
Buyer: FAX: Phone:
C. Atwood 206/233-5155 206/684-0542

Ship To:

City Departments

Bill To:

City Departments

CHANGE ORDER #1 ISSUED TO EXTEND CONTRACT THROUGH 12/31/2004 and REVISE PRICING:

ADVANCE TRAVEL INC. is awarded a contract change order for TRAVEL MANAGEMENT SERVICES
for a three (3) year extension from 01/01/2002 to 12/31/2004, as specified in Attachment #A, and per
Agreement, Attachment #B, in receipt. During the term of this agreement either party may propose
changes, provided thirty (30) days advanced written notice is furnished.

This contract is subject to Request for Proposal #£SD0000000066 received 08/31/99, per meeting of
11/04/99, Advance Travel/City, per fax dated 11/15/99, and 12/07/01.

If service cannot be effected, please notify C. Atwood, ESD/Purchasing Services, at 206/684-0542.

Authorized Signature/Date

MO QM2 I 12439
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Attachment #A
Vendor Contract #0000000192, Change Order #1
01/01/2002 through 12/31/2004

ADVANCE TRAVEL INC.
500 Union ST, Suite 810
Seattle WA 98101

TRAVEL MANAGEMENT SERVICES

Per. Proposal #£SD0000000066, dated 08/31/99, including Addenda #1 and #2, in
receipt, and Agreement, Attachment #B.

GENERAL INFORMATION:

Book reservations as follows:

e Call May Leung, Jennifer Lee, 206/467-6742
Dawn Shinkar, or Carol Hall
e Fax 206/622-3736
e Email Address advtrvl@ix.netcom.com

AUTHORIZATION PROCESS:

City of Seattle employee to give travel agent their Trip Number.
If employee does not have a Trip Number, employee will fax the Travel
Authorization Form to 206/622-3736.

e City will provide vendor a list of departments that will not be using Trip Numbers.

AIRLINES:
e Employee may file an employee profile with vendor.
e Frequent flyer miles belong to the employee.

e Vendor will invoice for airline tickets if City employee does not have a credit card.
The City will pay within ten (10) days.

TICKET DELIVERY OPTIONS:

e Tickets can be promised within twenty to thirty minutes.

e Emergency orders will be delivered by messenger service.
e Electronic tickets eliminate ticket delivery.






LODGING

All hotel listings within SABRE include negotiated and association rates.
Reservations at a Westin use their corporate membership program.
Hotel reservations will be guaranteed to a credit card that the City employee specifies.

RENTAL CARS

Vendor to book vehicles through the City of Seattle’s contract #890004 with
BUDGET RENT A CAR whenever possible. The City’s Budget Rate Code is “CD
Number T356300”. Insurance is included in the City’s contract with Budget.

Vendor may book with another car rental agency only when Budget cannot fulfill the
requirement. In this case, vendor to verbally inform the City employee to purchase
the liability and physical damage insurance.

MANAGEMENT REPORTS:

Travel Expense Report.

Tracking where dollars are spent.
Purpose of travel based on City’s T#’s.
Cities and frequency.

Adherence to City policy.

Vendor will coordinate with each departmental contact person to access their
department’s reporting needs.

FEES:

Airline Tickets
Ticket Processing Fee $20/Ticket per Person
Fee on Refundable Tickets $25/Ticket
Lost Ticket Application $25
Change Fees $25 in addition to any

Supplier cancellation fees
Hotel Reservations

Hotel Reservations Only
Hotel Reservations-No Commission

Car Reservations
Domestic
International

$0 Booked in computer
$25

$0 Booked in computer
$0 Booked in computer





Special Services
Exchange Tickets $25
(Reissue or unused tickets)

Late Paymént Fee
Overdue accounts 1% per month interest
From date of invoice
PAYMENT TERMS:

o Net 10 days after receipt of invoice, for airline tickets not charged to a credit card.

e City of Seattle employees will use a C-Card, or a personal credit card to hold a hotel,
or a rental car reservation.
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The City of Seattle

PURCHASING SERVICES

700 -3 AVE #910
Seattle, WA 98104-1808

Vendor #: 0000016499
ADVANCE TRAVEL INC.
500 Union ST, Suite 810
Seattle WA 98101
Contact: May Leung
Title: Owner/Agent
Phone #: 206/467-6742
Fax #: 206/622-3736

VENDOR CONTRACT
Vendor Contract # Date Change Order #
0000000192 12/28/99
Payment Terms Freight Terms
Net 10 days N/A
Buyer: FAX: Phone:
C. Atwood 206/233-5155 206/684-0542

Ship To:

City Departments

Bill To:

City Departments

ADVANCE TRAVEL INC. is awarded a contract for TRAVEL MANAGEMENT SERVICES for a two (2)
year term from 01/01/00 to 12/31/01 with option to extend for three (3) years, in one (1) year increments
as specified in Attachment #A, and per Agreement, Attachment #B.

This contract is subject to Request for Proposal #£SD0000000066 received 08/31/99, per meeting of
11/04/99, Advance Travel/City, and per fax dated 11/15/99.

If service cannot be effected, please notify C. Atwood, ESD/Purchasing Services, at 206/684-0542.

Authorized Signature/Date

Sy
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Attachment #A
Vendor Contract #0000000192
01/01/00 through 12/31/01

ADVANCE TRAVEL INC.
500 Union ST, Suite 810
Seattle WA 98101

TRAVEL MANAGEMENT SERVICES

Per Proposal #£SD0000000066, dated 08/3 1/99, including Addenda #1 and #2, in
receipt, and Agreement, Attachment #B.

GENERAL INFORMATION:

Book reservations as follows:

o Call May Leung, Jennifer Lee, 206/467-6742
Dawn Shinkar, or Carol Hall
e Fax . 206/622-3736
e Email Address advtrvl@ix.netcom.com
AUTHORIZATION PROCESS:

o City of Seattle employee to give travel agent their Trip Number.

o If employee does not have a Trip Number, employee will fax the Travel
Authorization Form to 206/622-3736. '

e City will provide vendor a list of departments that will not be using Trip Numbers.

AIRLINES:

o Employee may file an employee profile with vendor.

o Frequent flyer miles belong to the employee.

e Vendor will invoice for airline tickets if City employee does not have a credit card.
"The City will pay within ten (10) days.

TICKET DELIVERY OPTIONS:

o Tickets can be promised within twenty to thirty minutes.

e Emergency orders will be delivered by messenger service.
e Electronic tickets eliminate ticket delivery.






LODGING

e All hotel listings within SABRE include negotiated and association rates.
e Reservations at a Westin use their corporate membership program.
e Hotel reservations will be guaranteed to a credit card that the City employee specifies.

RENTAL CARS

e Vendor to book vehicles through the City of Seattle’s contract #B90004 with
BUDGET RENT A CAR whenever possible. The City’s Budget Rate Code is “CD
Number T356300”. Insurance is included in the City’s contract with Budget.

e Vendor may book with another car rental agency only when Budget cannot fulfill the
requirement. In this case, vendor to verbally inform the City employee to purchase
the liability and physical damage insurance.

MANAGEMENT REPORTS:

e Travel Expense Report.

e Tracking where dollars are spent.

e Purpose of travel based on City’s T#’s.

Cities and frequency.
e Adherence to City policy.

Vendor will coordinate with each departmental contact person to access their
department’s reporting needs.

FEES:
Airline Tickets
Ticket Processing Fee $15/Ticket
| $45/Maximum per booking
Fee on Refundable Tickets $25/Ticket
Lost Ticket Application - $25
Change Fees $25 in addition to any
Supplier cancellation fees
Hotel Reservations
Hotel Reservations Only $0 Booked in computer
Hotel Reservations-No Commission $25

Car Reservations
Domestic” : $0 Booked in computer
International $0 Booked in computer






Special Services
Exchange Tickets $25
(Reissue or unused tickets)

Late Payment Fee
Overdue accounts 1% per month interest

From date of invoice
PAYMENT TERMS:
e Net 10 days after receipt of invoice, for airline tickets not charged to a credit card.

e City of Seattle employees will use a C-Card, or a personal credit card to hold a hotel,
or a rental car reservation.
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Attachment #B

AGREEMENT
CITY OF SEATTLE
TRAVEL MANAGEMENT SERVICES

THIS AGREEMENT is effective the first day of January 1, 2000, by and between THE
CITY OF SEATTLE, a municipal corporation of the State of Washington (the "City") and
ADVANCE TRAVEL INC. (Advance Travel), a corporation organized and existing under
the laws of the State of Washington and authorized to do business in the State of
Washington. ' :

ENTIRE AGREEMENT _

This Agreement, including all Supplements and Exhibits referenced herein, constitutes
the entire agreement between the City and Advance Travel. The City's Request for
Proposal Specification No. ESD0000000066; the Addenda to the RFP; and Advance
Travel’s Proposal submitted in response to the RFP are explicitly included as
Supplements to this Agreement. Where there are conflicts between these documents, the
controlling document will first be this Agreement as amended, then the RFP and
Addenda, and then Advance Travel’s Proposal.

SCOPE OF WORK _

1o provide Travel Management Services for the City of Seattle for a period of two (2)
years from January 1, 2000 through December 31, 2001, with the option to extend for an
additional three (3) years in one (1) year increments.

TERM

This Agreement shall be effective for an initial term commencing on the Effective Date.
Agreements may be reviewed annually and the City reserves the right to re-negotiate
pricing or terms and conditions based on the reviews.

PAYMENT _

e Net 10 days after receipt of invoice, for airline tickets not charged to a credit card.

o City of Seattle employees will use a C-Card, or a personal credit card to hold a hotel,
or rental car reservation.

TERMINATION
Termination for City’s Convenience: Prior to Seller’s full performance, the City may
terminate this contract without cause for the convenience of the City, upon at least thirty





(30) days written notice. Upon such termination, Seller shall be paid for the item(s)
accepted by the City and such accepted goods shall become City property.

Without Cause: The City has the right to terminate this Agreement for any reason
provided they give Advance Travel 30 day’s written notice.

Default: Either party has the right to terminate this Agreement if the other party is in
default of any material obligation or representation of this Agreement which substantially
harms the non-defaulting party, and which default is incapable of cure or which, being
capable of cure, has not been cured within twenty (20) days after receipt of written notice
of such default (or such additional cure period as the non-defaulting party may authorize).
Default, however, does not automatically terminate this Agreement.

Acts of Insolvency: The City may terminate this Agreement by written notice if Advance
Travel becomes insolvent, makes a general assignment for the benefit of creditors, suffers
or permits the appointment of a receiver for its business or assets, becomes subject to any
proceeding under any bankruptcy or insolvency law whether domestic or foreign, or has
wound up or liquidated, voluntarily or otherwise.

Force Majeure; Suspension And Termination: In the event that either party is unable to
perform its obligations under this Agreement, or to enjoy any of its benefits because of
natural disaster or actions or decrees of governmental bodies (hereinafter referred to as a
"Force Majeure Event"), the party who has been so affected immediately shall give notice
to the other party and shall do everything possible to resume performance. Upon receipt
of such notice, this Agreement shall be immediately suspended. If the period of non-
performance exceeds fifteen (15) days from the receipt of notice of the Force Majeure
Event, the party whose ability to perform has not been so affected may terminate this
Agreement by giving written notice. If such Event shall affect the Final Acceptance or
warranty schedules of this Agreement, such date or warranty period shall automatically
be extended for a period equal to the duration of such Event.

Notice Of Termination: Termination of this Agreement may only occur under the
conditions specified herein, and must be by written notice to the other party specifying
the date when the termination shall be effective. '

TAXES

Except with respect to state and local retail sales tax, the prices contained herein include
all applicable federal, state, and local taxes levied or assessed on all the goods and
services provided pursuant to this Agreement. The City shall pay all appropriate sales
taxes imposed by any state or local government agency on the goods and services
acquired hereunder. The City agrees either to pay Advance Travel the amounts covering
such taxes or to provide evidence necessary to sustain an exemption therefrom. Advance
Travel shall pay state and local business and occupation taxes and all other applicable
state, local or federal taxes, including but not limited to, taxes on gross or net income, and
personal property taxes which accrue to the transfer of title, regardless of when such
taxes are assessed.





INSURANCE
Prior to undertaking any work under this Agreements, Proposer, at no expense to the
City, shall obtain and file with the City Purchasing Services Section, a certificate showing
comprehensive general liability insurance coverage including blanket contractual
coverage, which certificate (1) shall be subject to approval the the City Attorney as to
company, form and coverage, and shall be primary over all other insurance the City may
secure, (2) must fully protect the City from any and all claims and risks in connection
with any activity performed by Proposer by virtue of this Agreements, and (3) must
specifically name The City of Seattle as an additional insured. Such policy must provide
the following minimum coverage:

Personal Injury and Property Damage
$1,000,000 per occurrence
$1,000,000 annual aggregate — no deductible
This comprehensive general liability insurance coverage (with an endorsement naming
the City as an additional insured) and subsequent renewals must be maintained in full
force and effect at no expense to the City throughout the entire term of this Agreement.
This policy or an endorsement thereto must provide that the coverages provided to the
City or any other named insured shall not be terminated, reduced or otherwise changed in
any respect without providing at least twenty (20) days prior written notice to The City of
Seattle, City Purchasing Services Section. Failure of Proposer to comply with any of the
terms of this above insurance provisions shall be considered a material breach of this
Agreement and cause for its immediate termation.

CONFIDENTIAL AND PROPRIETARY INFORMATION

Advance Travel agrees that it will not permit the disclosure or duplication of any
information received from the City unless such disclosure or duplication is
specifically authorized in writing by the City. The City agrees that it will not
permit the duplication or disclosure of any information designated in advance by
Advance Travel as "Confidential and Proprietary" information to any person (other
than City officers or employees who must have such information for the
performance of their City duties or obligations hereunder), unless such duplication,
use or disclosure is specifically authorized in writing by Advance Travel or is
required by law. The term "Confidential and Proprietary" information is not meant
to include ideas, concepts, know-how or techniques related to any information
which, at the time of disclosure, is in the public domain unless the entry of that
information into the public domain is a result of any breach of this Agreement. In
the event any request is made for materials which Advance Travel has designated
as containing Confidential Information, the City will notify Advance Travel of the
request pursuant to RCW 42.17.320 and Advance Travel shall take such action as it
deems necessary and appropriate to prevent the release of such information
pursuant to RCW 42.17.330 and the City shall have no further obligations in this
regard provided, however, that Advance Travel may not take action that would
affect the obligations of Advance Travel under this Agreement.





In the event Advance Travel does not take action to prevent the disclosure of its
Confidential Information within the time periods required by law, Advance Travel shall
be deemed to have authorized the release of such information and the City shall not be
liable to Advance Travel in the event the Confidential Information is released. '

PUBLICITY

News releases, tours, demonstrations, and studies related to the Travel Management
Services Contract or to any work performed pursuant to this Agreement shall not take
place without the prior, specific approval of the Director the Executive Services
Department or designee.

EQUAL EMPLOYMENT
During the performance of this contract, Advance Travel agrees as follows:

Advance Travel will not discriminate against any employee or applicant for employment
because of creed, religion, race, color, sex, marital status, sexual orientation, political
ideology, ancestry, national origin, or the presence of any sensory, mental or physical
handicap, unless based upon a bona fide occupational qualification.

Advance Travel will take affirmative action to ensure that applicants are employed, and
that employees are treated during employment, without regard to their creed, religion,
race, color, sex, national origin, or the presence of any sensory, mental or physical
handicap. Such action shall include but not be limited to the following:

e Employment, upgrading, demotion or transfer, recruitment or recruitment advertising,
layoff or termination, rates of pay or other forms of compensation and selection for
training, inciuding apprenticeship. :

e Advance Travel agrees to post in conspicuous places, available to employees and
applicants for employment, notices to be provided by the contracting officer setting
forth the provisions of this non-discrimination clause.

AMERICANS WITH DISABILITIES ACT

Advance Travel shall comply with all applicable provisions of the Americans with
Disabilities Act of 1990 (ADA) in performing its obligations under this Agreement.
Failure to comply with the provisions of the ADA shall be a material breach of, and
grounds for, the immediate termination of this Agreement.

USE OF RECYCLED CONTENT PAPER
Advance Travel shall, whenever practicable, use recycled content paper on all documents

submitted to the City.

REPORTS :
Advance Travel will coordinate with each City departmental contact person to access
their department’s reporting needs.





COMPLIANCE WITH THE LAW

General: Advance Travel shall comply with all applicable federal and state laws and City
ordinances and with applicable directions, rules, and regulations of public officials and
departments in enforcement of City ordinances and with directions, rules, and regulations
from the State of Washington or from the United States of America with respect to any
portion of this Agreement.

Licenses and Similar Authorizations: Advance Travel, at no additional expense to the
City, shall secure and maintain in full force and effect during the term of this Agreement
all required licenses and similar legal authorizations, and comply with all legal
requirements. Advance Travel will be responsible for having a current City of Seattle
Business License throughout the term of the contract with the City.

LICENSES, PERMITS AND APPROVALS
Advance Travel must apply for and obtain all licenses, penmts and approvals from the
City and any other regulatory agencies.

Approvals of individual installations or items of work by the City's permit issuing and
regulatory departments or by other permit issuing and regulatory agencies does not imply
acceptance by the City of Advance Travel’s work as complying with the specifications
for this project. Costs of all licenses, permits and approvals shall be borne by Advance
Travel.

YEAR 2000 WARRANTY

Contractor represents and warrants that any and all products subject to this
agreement are designed to be used prior to, during, and after the calendar year
2000 AD, and that such products will operate during each such time period
without error related to date data, specifically including any error relating to, or
the product of date data that represent or reference different centuries or more
than one century. The products shall be able to accurately process date data
(including, but not limited to, calculating, comparing, sequencing and scheduling)
from, into, within, and between the twentieth and twenty-first centuries, including
leap year calculations. Without limiting the generality of the foregoing, Contractor
further represents and warrants that the products will not abnormally end or
provide invalid or incorrect results as a result of date data, including but not
limited to, date data century recognition, calculations that accommodate same
century and multi-century formulas and data values, and date data interface
values that reflect the century. The software requires that all Date Data (whether
received from users, systems, applications or other sources) include an
indication of century in each instance. All date output and results, in any form,
shall include an indication of century in each instance. Additionally, all date
sorting by Product that includes a “year category” shall be done based on the
Four Digit Year Format code. When used in this Section, the term “Date Data”
shall mean any data or input which includes an indication of or reference to date.
The foregoing is in addition to the other representations and warranties set forth





herein. Contractor represents and warrants that Contractor-supplied products
will meet the requirements herein while interfacing with other previously licensed
Contractor products and other third party products that are year 2000 compliant.
Contractor will not be liable for any failure to comply with this provision that is
caused solely by failure of an interconnected product not licensed or provided by
Contractor.

ACCESS TO BOOKS AND RECORDS

Advance Travel shall permit the City, or its agents, from time to time as the City deems
necessary (for 6 years including after the expiration or termination of this Agreement), to
inspect and audit at any and all reasonable times in King County, Washington, or at such
other reasonable location as the City selects, books and records of Advance Travel that
pertain to this contract, and this contract only, and any subcontractors or other person or
entity that has performed work in connection with or related to Advance Travel’s services
under this Agreement to determine compliance with the provisions of this Agreement and
to verify the accuracy of accounting records of this contract. Advance Travel shall
supply the City with, or shall permit the City to make, a copy of any books and records
and any portion thereof that pertain to this contract, upon the City's request. Advance
Travel shall ensure that such inspection, audit, and copying right of the City is a condition
of any subcontract, agreement, or other arrangement under which any other person or
entity is permitted to perform work in connection with or related to Advance Travel’s
services under this Agreement.

SECTION VIII: MISCELLANEOUS

AMENDMENTS
The parties reserve the right to amend or modify this Agreement. Amendments to this

Agreement shall be in writing and executed by both parties.

APPLICABLE LAW

This Agreement shall be governed by the laws of the State of Washington, including the
State's Uniform Commercial Code, and the Charter and Ordinances of the City. The
venue of any action hereunder shall be in the Superior Court for King County,

Washington.

ASSIGNMENT
Neither party shall assign or subcontract its obligations under this Agreement, in whole or

in part, without the other party's written consent.

BINDING EFFECT
The provisions, covenants and conditions in this Agreement apply to bind the parties,

their legal heirs, representatives, successors, and assigns.





CITY'S INSTRUCTIONS

During the term of this Agreement, Advance Travel will be responsible for ensuring that
its employees, servants, and agents, whenever on the City's premises, obey all applicable
instructions and directions issued or published by the City.

CUMULATION OF REMEDIES

All remedies available to either party for breach of this Agreement are cumulative and
may be exercised concurrently or separately, and the exercise of any one remedy shall not
be deemed an election of such remedy to the exclusion of other remedies.

GRATUITIES
The City may, by written notice to Advance Travel, terminate Advance Travel’s right to

-proceed under this Agreement upon one (1) calendar day's notice, if the City finds that
gratuities in the form of entertainment, gifts, or otherwise were offered or given by
Advance Travel or any agent as representative of Advance Travel, to any official, officer
or employee of the City, provided that the existence of the facts upon which the City
makes such finding shall be in issue and may be reviewed by a competent court.

* In the event of such termination, the City shall be entitled to pursue the same remedies
against Advance Travel as it could pursue in the event of default by Advance Travel.

HEADINGS -
Sections headings are included in the Agreement for convenience only and do not
change, modify, or limit any right or obligation of this Agreement.

INDEPENDENT STATUS OF PARTIES

Both parties hereto, in the performance of this Agreement, will be acting in their
individual capacities and not as agents, employees, partners, joint ventures or associates
of one another. The employees or agents of one party shall not be deemed or construed to
be the employees or agents of the other party for any purpose whatsoever.

NOTICES
All notices and other material to be delivered hereunder shall be in writing or facsimile

and shall be delivered or mailed to the following:

If to City:
Executive Services Department
Purchasing Services Section
700 Third Avenue
Room 910 Arctic Building
Seattle, Washington 98104
FAX: 206-233-5155





SEVERABILITY ' _
Any invalidity, in whole or in part, of any provision of this Agreement shall not affect the
validity of any other of its provisions.

WAIVER
No term of provision hereof shall be deemed waived and no breach excused unless such

waiver or consent shall be in writing and signed by the party claimed to have waived or
consented. Any consent by any party to, or waiver of, a breach by the other whether
expressed or implied, shall not constitute a continuing waiver of or consent to, or excuse
for any different or subsequent breach.

AUTHORITY

Each party has full power and authority to enter into and perform this Agreement, and the
person signing this Agreement on behalf of each party has been properly authorized and
empowered to enter into this Agreement. The parties to this Agreement acknowledge
that it is a negotiated agreement, that they have had the opportunity to have this
Agreement reviewed by their respective legal counsel, and that the terms and conditions
of this Agreement are not to be construed against any party on the basis of such party’s
draftsmanship thereof.

IN WITNESS WHEREOF, the City and Advance Travel have caused this
Agreement to be executed.

ADVANCE TRAVEL INC THE CITY OF SEATTLE
e
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_1377671232.pdf
Attachment #1
Vendor Contract #0000000192, Change Order #8
01/01/2009 through 12/31/2009

ADVANCE TRAVEL INC.
500 Union ST, Suite 810
Seattle WA 98101

AGENT ASSISTED TRAVEL SERVICES

GENERAL INFORMATION:

Book reservations as follows:

e Call May Leung, Ikuko Brennan, 206/467-6742
Carol Hall, or Jennifer Lee
Fax 206/622-3736
e Email Address advancetravel@ix.netcom.com

AUTHORIZATION PROCESS:

City of Seattle employee to give travel agent their Trip Number.
If employee does not have a Trip Number, employee will fax the Travel Authorization Form
to 206/622-3736.

e City will provide vendor a list of departments that will not be using Trip Numbers.

AIRLINES:

¢ Employee may file an employee profile with vendor.

e Frequent flyer miles belong to the employee.

e Vendor will invoice for airline tickets if City employee does not have a credit card. The City
will pay within ten (10) days.

TICKET DELIVERY OPTIONS:

e Tickets can be promised within twenty to thirty minutes.

e Emergency orders will be delivered by messenger service.
e Electronic tickets eliminate ticket delivery.






LODGING

All hotel listings within SABRE include negotiated and association rates.

Reservations at a Westin use their corporate membership program.
Hotel reservations will be guaranteed to a credit card that the City employee specifies.

RENTAL CARS

Vendor to book vehicles through the City of Seattle’s contract #0000001300 with
ENTPERISE RENT A CAR whenever possible. Insurance is included in the City’s

contract with Enterprise.

Vendor may book with another car rental agency only when Enterprise cannot fulfill the
requirement. In this case, vendor to verbally inform the City employee to purchase the

liability and physical damage insurance.

MANAGEMENT REPORTS:

Travel Expense Report.

Tracking where dollars are spent.
Purpose of travel based on City’s T#’s.
Cities and frequency.

Adherence to City policy.

Vendor will coordinate with each departmental contact person to access their department’s
reporting needs.

FEES:

Airline Tickets
Ticket Processing Fee
Ticket Processing Fee
(International)

Fee on Refundable Tickets
Lost Ticket Application
Change Fees

Hotel Reservations
Hotel Reservations Only
Hotel Reservations-No Commission

$40/Ticket/Person

$40/Ticket/Person or 5% up to
a maximum of $100 due to
complexity and research
involved in itinerary

$55/Ticket

$55

$40 in addition to any
supplier cancellation fees

$0 Booked in computer
$30





Car Reservations
Domestic $0 Booked in computer
International $0 Booked in computer

Special Services

Exchange Tickets $40
(Reissue or unused tickets)
Record pulling for an audit $40
Free Ticket Reservation
Frequent flyer mileage ticket $55
Late Payment Fee
Overdue accounts 1% per month interest

from date of invoice

PAYMENT TERMS:

e Net 10 days after receipt of invoice, for airline tickets not charged to a credit card.

e City of Seattle employees will use a C-Card, or a personal credit card to hold a hotel, or a
rental car reservation.
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