Attachment #A

Vendor Contract #0000000266 Change Order #6
Change Order #6 Term:  01/01/07 through 12/31/07
NAVIGANT INTERNATIONAL/WEST LLC
1260 Mercer ST #200

Seattle WA 98109

TRAVEL MANAGEMENT SERVICES

Per Proposal #ESD0000000066, dated 09/03/99, including Addenda #1 and #2, in receipt, Agreement, Attachment #B, in receipt, and per State of Washington Contract #12103.
GENERAL INFORMATION
Book reservations as follows:

Team 1: 

Mary deFranco

Regina Shadoff

John DePaul

Duane Fox

Phone          206-701-3734

Fax:             206-701-3326

Reception:  1-800-348-8800

Email:         nwteam1@carlsonwagonlit.com 
Account Management Team:

· Connie Weiss, Operations Manager       
206-701-3706

· Trudy Wittmann, Client Service Manager
206-701-3462
Business Hours:

8:00 a.m. – 5:30 p.m., Monday - Friday

After Hours Emergency Worldwide Hotline:
· Nationwide

1-800-646-1947 (Code 0QGA)

AUTHORIZATION PROCESS:

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

· If employee does not have a Trip Number, vendor will call the department contact person for authorization.

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

AIRLINES:

· Reservations should be made 7 to 14 days in advance, whenever possible.

· Employee may file an employee profile with vendor.

· Frequent flyer miles belong to the employee.

· Return any unused tickets to vendor’s accounting for refund.

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

TICKET DELIVERY OPTIONS:

· Default to electronic tickets.

· Courier service, Monday – Friday, during normal business hours.

· Overnight Ticket Delivery:  Via Federal Express for ticket delivery outside the Seattle area.  City User must provide agent with account #.

· Navigant International Concierge Services Desk at Seattle-Tacoma International Airport is now located on the skybridge level at skybridge #5, this is the skybridge that services Alaska and United Airlines.
5:00 a.m. – 3:30 p.m., Monday – Friday

· After-hours & Weekend Ticket Pick-up:  Ken’s Baggage at Sea-Tac (located between luggage carousels 9 & 12, under escalators).

LODGING

· Access to preferred rates 5-27% below the lowest published corporate rates at 20,000 hotels worldwide.

· Block Space Program – may be able to secure rooms in “sold-out” situations.

· To avoid “no show” charges, City employee to call vendor to cancel reservations.

· 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 ENTERPRISE 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:
· Weissman Travel Reports
· RF2: Reporting system that provides accurate, up-to-date, consolidated data that identifies opportunities for greater savings.

· Daily Pre-Travel Reports:  Automatically faxes or e-mails a daily Pre-Trip Report that details the previous day’s reservations, and identifies savings opportunities before the travel has occurred.

· Post-Travel Reports: More than 200 reports are available that can be customized to the City’s needs.

· On-line travel Management Reports: Pre and post travel management reports are available on line.

· Management Reports can be Customized to:  Track price quotes vs. prices paid; identify where the city is spending its dollars and with what airline, hotel/motel, rental car, etc.; the purpose of the travel, differentiate between training-related and non-training related travel; categorize expense by expense type; identify cities employees are traveling to and with what frequency; enforce adherence to City travel policies and procedures and ensure exceptions are promptly reported and authorized (lodging per diems, etc.); ensure that travel is authorized before the trip is booked; ensure that personal travels combined with City-business travel is not paid for by the City.

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

FEES:

Per Financial Proposal, Attachment A1, in receipt.

Non-refundable “point of sale” Transaction Fee:   $40.00
PAYMENT TERMS:

· City of Seattle employees will use a C-Card, or a personal credit card for all services.
VENDOR WILL NOT INVOICE ANY CITY DEPARTMENT UNDER THIS CONTRACT.
