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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 # 0000000192

	Buyer  
	Name:  Ginny Justiniano
	Phone:  233-7158
	E-Mail:  ginny.justiniano@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 (Asian Woman)

	Description


	· This contract is a result of an  FORMDROPDOWN 
 on State of WA Contract #00309. 

· The scope of work includes travel management services (travel agent).  SEE CITY OF SEATTLE TRAVEL POLICY.  http://inweb.ci.seattle.wa.us/citytravel/Docs/CityTravelPolicy.doc 


	Contract Term
	01/01/2010 through 12/31/2011


	Future Extension Option
	Depends on State.

	Freight Terms
	N/A

	Prompt Pay Discount
	Net 10 days

	Delivery ARO
	As required

	Order Instructions
	For Use By:  All City Departments
	Order Limit:  None

	Contracting Options
	This is one of several contracts awarded for this product.  The City may select among any of the following:

· #2583 with MYO Travel (WMBE)
· #266   with Carlson Wagonlit
· #2119 with Scan East West Travel (WBE)
· #2253 with Travel Meetings & Incentives (WBE)                                



	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

	Comprehensive Contract
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	Current Pricing
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	Original (Piggyback Contract)

	Vendor Emergency Contact Information

	Emergency Contact Name
	May Leung

	Emergency Phone Number
	206-790-9525

	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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VENDOR CONTRACT


		The City of Seattle


Purchasing & Contracting Services

700 – 5th AVE #4112

PO Box 94687 


Seattle, WA  98124-4687

		

		Vendor Contract #


0000000192

		Date


12/18/2009

		Change Order #


7



		

		

		Payment Terms


Net 10 days

		Freight Terms


N/A



		

		

		Buyer:   


Cheryl Atwood



		FAX:  


206/386-1729



		Phone:  


206/684-0542







		Vendor #:   0000016499


ADVANCE TRAVEL INC.


500 Union ST, Suite 810


Seattle WA   98101

		

		Ship To:

City Departments






		Contact:     May Leung



Title:
     Owner/Agent

Phone #:    206/467-6742



Fax #:
     206/622-3736


advancetravel@ix.netcom.com 

		

		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


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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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, 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.


· 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 #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



$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

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 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.
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