Attachment #1

Vendor Contract #0000002119
Contract Period:  03/07/2007 through 02/29/2012
SCAN EAST WEST TRAVEL (WBE)

100 West Harrison, N. Tower 420

Seattle, WA  98119

TEL:  206-623-2157 or 1-800-727-2157

FAX:  206-623-2970

annie@scaneastwest.com 


TRAVEL SERVICES

Per State of Washington’s Contract #12103, Attachment #2, in receipt.

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.

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 Rent-A-Car.

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

PAYMENT TERMS:

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

