Attachment #A

Vendor Contract # 0000000743 Change Order #1

12/21/2001 through 12/31/2004

Ambassador Travel Inc.

1001 4th Ave Suite 3010

Seattle WA 98154

TRAVEL MANAGEMENT SERVICES

Per Proposal #ESD0000000066, dated 09/03/99, including Addenda #1 and #2, in receipt, and Agreement, Attachment #B.

GENERAL INFORMATION:

Book reservations as follows:

· Call Melissa Myers
206-623-0484 x1010

· Call Nancy Leonard          206-623-0484 x1011

· Fax



206-467-9186

· Reception


206-623-0484 or 1-800-233-8263

· E-mail Address

trena@ambtvl.com

· Website


www.ambtvl.com

 Management Contact

· Jack Gunner  President                            206-623-0484 x1022

· Trena Humerickhouse Office Manager   206-623-0484 x1021

· Curtis Honma  Accounting Manager       206-623-0484 x1019

Business Hours:

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

After Hours Emergency Worldwide Hotline:
      Nationwide

1-877-409-5854 (code OV1)  

      International                       Varies per country (on itinerary)

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.

· All payment must be made by credit card.

TICKET DELIVERY OPTIONS:

· Default to electronic tickets unless airline requires paper ticket.

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

· Overnight Ticket Delivery:  Via Airborne Express for ticket delivery outside the Seattle area.

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 #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

Management reports are provided on-line through iBank Travel Management System. Each city department or contact person will be assigned a user and password code that allows access to all that departments travel activity current up to the previous week.  Reports can be customized and programmed for automatic delivery. Vendor will provide training for system usage.

FEES:

Transaction Fee:  $25.00 (per itinerary)

Refund Fee: $25

Hotel Only Fee $10

Ticket Void Fee $25

PAYMENT TERMS:

All purchases and reservations must be made with a credit card of record.

