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	Subject:    

Travel and related services


	Issue Date:

             August 01, 2013     
	      AMENDMENT NO. 1
	RFP No:

SEN 012 13/14

	CONTENTS

	This addendum is issued to make following changes: 
Delete:
PART 2, 
    21. Method of Payment
I. A claim in the form of an itemized invoice certified by the Contractor shall be forwarded to;


The Senate of Canada


Finance and Procurement Directorate


Parliament Buildings


Ottawa, Ontario


K1A 0A4
                       Or by e-mail at:   finpro@sen.parl.gc.ca
II. Payment by the Senate of Canada to the Contractor for work, goods or services, shall be made;
· In the case of a progress payment other than the final payment, within thirty (30) days following the date on which a claim for progress payment is received according to the terms of the contract;
· In the case of a final payment, within thirty (30) days following the date of receipt of a final claim for payment, or within thirty (30) days following the date on which the work is completed or the goods delivered and accepted, whichever date is the later;
· If the Senate of Canada has any objections to the form of the claim for payment or its contents, written notification of the nature of such objections shall be forwarded to the Contractor within fifteen (15) days of its receipt.
Insert: 
PART 2, 
     21. Method of Payment
Billing and Invoice:
I. The travel agency shall send the Senate of Canada an itemized invoice for each ticket which must include among others the following information:
i. Airline name
ii. Date the ticket was issued
iii. Traveler’s surname/name
iv. Departure/destination points
v. Travel dates
vi. Actual ticket cost (including taxes) 
vii. Applied service fee(s)
viii. Senate of Canada responsibility centre and project code numbers to which the ticket cost is being billed.
The Senate of Canada shall provide payment to the travel agency by means of credit card payment after the approval of the transaction.
Delete:
Part 3,
11. Bidders Cost Proposal
I. Pricing must include all requirements as set forth in the RFP. 
II. Please note that any resulting contract will be a firm price contract and that the applicable fixed proposed will be all inclusive. No other costs or charges will be applicable or payable by the Senate for this project.
III. Pricing must be submitted in a separate sealed package clearly labelled “Cost Proposal” along with the Bidders company name.  No financial information may appear in the technical proposal.
· Part One (80%)
Services **

Service Fee for Initial contract Year 1

Service Fee for Initial contract Year 2

Service Fee for Initial contract Year 3

Services Fee Option year 1

Services Fee Option year 2

Designated Personal Assistant Booking

Emergency travel services/ after hour services. 

· Part Two (20%)
Services **

Service Fee for Initial contract Year 1

Service Fee for Initial contract Year 2

Service Fee for Initial contract Year 3

Services Fee Option year 1

Services Fee Option year 2

Online booking

Complex international booking (defined as two or more international destinations excluding the continental United States).

** Fees for advisory or administration services related to travel and booking must be included in all of the service fees quoted above.
Insert: 
Part 3,
11. Bidders Cost Proposal
IV. Pricing must include all requirements as set forth in the RFP. 
V. Please note that any resulting contract will be a firm price contract and that the applicable fixed proposed will be all inclusive. No other costs or charges will be applicable or payable by the Senate for this project.
VI. Pricing must be submitted in a separate sealed package clearly labelled “Cost Proposal” along with the Bidders company name.  No financial information may appear in the technical proposal.

· Part One (80%)
Services **

Service Fee for Initial contract Year 1

Service Fee for Initial contract Year 2

Service Fee for Initial contract Year 3

Services Fee Option Year 1

Services Fee Option Year 2

Designated Personal Assistant Booking /Domestic

Emergency travel services/ after hour services. 

· Part Two (20%)
Services **

Service Fee for Initial contract Year 1

Service Fee for Initial contract Year 2

Service Fee for Initial contract Year 3

Services Fee Option Year 1

Services Fee Option year 2

Online booking

Complex international booking (defined as two or more international destinations excluding the continental United States).

Designated Personal Assistant Booking /International

** Fees for advisory or administration services related to travel and booking must be included in all of the service fees quoted above.



Bidder’s Initials _________
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