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

GENERAL INFORMATION:

Book reservations as follows:

· 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.

· 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

· 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 #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.

· 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


$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:

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

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

