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1. The Tenderer undertakes to ensure:
1.1. reservation, delivery and, if necessary, change and cancellation of air, rail, road and water transport tickets;
1.2. transfer processing and, if necessary, also change and cancellation;
1.3. hotel reservations, delivery of reservations and, if necessary, change and cancellation;
1.4. deposit, if required by the hotel reservation system;
1.5. pre-payment, if required by the hotel reservation system;
1.6. reservation of meeting rooms;
1.7. processing and delivery of visas and, if necessary, cancellation;
1.8. car rental reservation and, if necessary, cancellation;
2. The Tenderer must provide all the items specified in the technical specification. If the tenderer does not provide all the items mentioned in the technical specification, the tenderer's application will be rejected as non-compliant.

	No. 
	Requirements
	Tenderer’s proposal[footnoteRef:1] [1:  The Tenderer must provide all the items specified in the technical specification. In case if Tenderer does not provide all items mentioned in the technical specification, the Tenderer’s proposal will be rejected as non-compliant.
] 


	Ticket reservation, delivery, and transfer

	1.
	At the request and instructions of the Contracting Authority`s representative, using one of the electronic reservation systems (for example, Amadeus, etc.), the Tenderer shall ensure the reservation, delivery and, if necessary, change and cancellation of certain types of transport tickets, introducing possible travel / flight times, routes and prices, ticket redemption, exchange and cancellation rules, in accordance with the rules and practices of each particular carrier, as well as applicable laws and regulations and international law governing the carriage of passengers. 
	

	2.
	The Tenderer provides services for Latvia, Lithuania and Estonia which are necessary to provide international and local business trips. Flights to a destination in Europe shall be provided with the most optimal connection, but not more than 1 (one) connection, and to a destination outside Europe, shall be provided with the most optimal connection, but not more than 2 (two) connections, using an interconnected airline network, except cases when due to objective reasons beyond the control of the Contractor it is not possible to ensure the specified maximum number of transfers. In case of transfer, the minimum time between flights is not less than 2 (two) hours.
	

	3.
	The Tenderer shall offer economy class or equivalent class tickets at least 2 (two) route options (e.g. flight options, if necessary, in combination with rail, road or water tickets) and vice versa).
	

	4.
	If economy class or equivalent services are not available on the required routes and travel times, the Tenderer shall offer business class tickets based on the availability of the direct service provider.
	

	5.
	The Tenderer shall send all the documents necessary for the business trip directly from reservation system to the e-mail of the Contracting Authority`s representative specified in the contract.
In tickets, the Tenderer shall indicate at least the following information: passenger's name, route, departure / departure and return times, ticket change and cancellation rules.
	

	6.
	In case of cancellation of the business trip within 10 (ten) business days, free of charge the Tenderer ensures reimbursement of the Contracting Authority`s funds in accordance with the conditions of direct service providers.
	

	7.
	The Tenderer shall ensure the execution of the transfer and, if necessary, also the change and cancellation.
	

	Hotel reservation

	8.
	At the Contracting Authority`s request, the Tenderer shall book hotels using one of the electronic reservation systems (for example, GoGlobal, booking.com etc.), prior to acquainting the Contracting Authority`s representative with the available hotels and prices. The Tenderer provides the hotel reservation for the cheapest available fee, having previously reviewed and compared all its booking options.
	

	9.
	The Tenderer offers at least 3 (three) hotel variants in one business trip place (not lower than the third category), which is located as close as possible to the business trip destination or there must be convenient public transport from the hotel to the business trip venue. Category 3 hotels must meet at least the following minimum requirements [footnoteRef:2]. In a certain cases Tenderer must provide hotel variants adapted to individual needs.[footnoteRef:3] [2:  The minimum hotel requirements meet the standard requirements for category III (three-star (***)) hotels. Tenderers may offer equivalent hotels, but they must meet the minimum requirements set out in this paragraph.]  [3:  The accommodation (hotels) offered by the Tenderer must comply with at least a 3 (three) star category or an equivalent classification in another standardisation system. Upon request of the Contracting Authority, the Tenderer shall also offer hotels of a 2 (two) star category.] 

	

	9.1.
	lifts: from the floor where the reception is located, all but two floors can be reached by lift;
	

	9.2.
	complex service room with conference technical equipment and catering facilities;
	

	9.3.
	all rooms with toilet and shower;
	

	9.4.
	Minimum floor area of the room (excluding bathrooms with toilet):
	

	9.4.1.
	in a single room - 10 m²;
	

	9.4.2.
	in a double room - 15 m²;
	

	9.4.3.
	in a two-room room - 40 m².
	

	9.4.5.
	minimum dimensions of a single bed - 90 x 190 cm;
	

	9.4.6.
	the minimum dimensions of a double bed - 140 x 190 cm;
	

	9.4.7.
	each hotel room is connected to the national public communications system
	

	9.4.8.
	floor area in the room with shower - at least 3.8 m²
	

	9.4.9.
	Breakfast room or cafeteria for breakfast and light snacks
	

	9.4.10.
	Restaurant
	

	9.4.11.
	Buffet table or breakfast without hot dishes
	

	9.4.12.
	Lunch and dinner are served at the restaurant.
	

	10.
	The Tenderer also includes apartment type hotels in the offer. To be considered apartment hotels such hotels must meet at least the following minimum requirement:
10.1. hotel in which the majority of rooms are studio or apartment type rooms;
10.2. hotel may not have restaurants and lounges;
10.3. hotel must have all amenities: a kitchen equipped with appliances, kitchen utensils, a refrigerator, a bathroom with the necessary toiletries, a toilet, a washing machine and sleeping accommodation.
	

	11.

	The Tenderer guarantees the reservation and makes an advance transfer to the hotel by delivering the hotel reservation to the e-mail of the Contracting Authority`s representative specified in the contract.
	

	12.
	In the reservation, the Tenderer shall indicate at least the following information: name and surname of the person, name of the hotel, city, start and end dates of the reservation, date and time of redemption of the reservation and price, direct price set by the service provider.
	

	13.
	The price of the hotel (accommodation) reservation must include breakfast, all taxes incl. city tax and fees, unless otherwise specified by the Contracting Authority. The Tenderer must inform the Contracting Authority`s representative if it is not possible to include breakfast, taxes or fees in the reservation.
	

	14.
	The Tenderer shall provide a change of the name and surname of the hotel reservation, change of start and end dates, as well as cancellation before and after the redemption of the reservation, in accordance with the regulations of the direct service providers, free of charge.
	

	15.
	When making a hotel reservation, the fee for the hotel may not exceed the daily norms specified in the Cabinet of Ministers Regulations No. 969 of 12 October 2010 “Procedures for Reimbursement of Expenses Related to Business Trips”, unless otherwise specified by the Contracting Authority.
	

	Visa provision during the trip and delivery

	16.
	When making the reservations specified by the Contracting Authority, the Tenderer shall immediately inform the Contracting Authority about the need for a visa in the specific country and undertake to arrange all necessary actions for a visa for a specific employee of the Contracting Authority or its delegated representative, as well as its cancellation if necessary.
	 

	17. 
	The Tenderer shall ensure the issuance of all necessary documents and information to the Contracting Authority in cases when the Contracting Authority must claim compensation from the provider of travel, health and accident insurance policies. 
	

	Provision of car rental services

	18.
	Organization of car rental in Latvia and abroad (if necessary, during a business trip):
an individual service, the content and other details of which the Tenderer agrees with the Contracting Authority.
	

	18.1 
	Car rental shall include also usage of full-credit vouchers covering the standard rental costs, where reservations are made by RB Rail AS through written request, typically including zero-deductible insurance where available. RB Rail AS assumes financial responsibility for any damages, losses or additional services selected during the rental period. Car rental use is subject to the specific terms and conditions of the respective rental supplier, which must be followed by all authorized users. While vouchers cover agreed services, RB Rail AS remains responsible for extra charges not included in the reservation, such as fuel differences, additional services, fines, damages insurance deductibles. Payments are made according to the agreed reservation price and applicable contract terms, with additional costs reimbursed upon documented request. The Tenderer will not be liable for defects or damages that were not evident at the time of vehicle handover. 
	

	18.2
	Where the Contracting Authority requests car or bus rental services to be provided in a specific country, the Tenderer shall ensure the provision of such services by engaging rental service providers operating in that country.[footnoteRef:4] [4:  For the avoidance of doubt, where the Contracting Authority requests car or bus rental services to be provided in a specific country, the Tenderer shall arrange such services through a rental service provider operating in that country, provided that such services are available on the local market. For example, where the Contracting Authority requires car rental services within the territory of the Republic of Lithuania, the vehicle shall be rented through a rental service provider operating in Lithuania. The same requirement shall apply to rental services provided within the territories of the Republic of Latvia and the Republic of Estonia.] 

	

	Service

	19.
	Services must be provided at the best prices and terms for both individual travelers and groups.
	

	20.
	The Tenderer provides all possible information related to the organization of the business trip free of charge, including information on epidemiological restrictions in destination countries (eg. in writing to the mutually agreed e-mail or by phone provides answers on the possible order execution time, payment amounts, offers proposals for the most advantageous business trip time, costs, the costs of which are as low as possible, as well as if the order cannot be fulfilled, then inform the Contracting Authority about the circumstances why the order cannot be fulfilled, etc.).
	

	21.
	The Tenderer shall immediately inform the Contracting Authority`s representative (by e-mail or telephone during working hours and outside working hours by telephone specified in the contract in case of urgent questions) about changes made and/or notified by the direct service provider (departure/return times, flight cancellations, etc.), also about unforeseen weather conditions, strikes, crisis situations and other factors that may affect the safe arrival of the passenger at the destination. If necessary, the Tenderer re-plans the business trip, by changing and/or canceling ticket reservations and performing other necessary activities in relation to other services referred to in the Technical Specification and necessary for the provision of the business trip.
	

	22.
	The Tenderer shall ensure the provision of services, as well as the opportunity for the Contracting Authority`s representative to contact the Tenderer's appointed representative and his / her substitute free of charge on working days from 8:30 to 17:00 by phone and e-mail specified in the contract. The Tenderer shall ensure the availability of a free 24-hour helpline and e-mail for solving urgent issues also outside working hours and on weekends (for changing tickets, hotel reservations, cancellations, purchases, as well as for receiving other urgent information).
	

	23.
	The Tenderer shall process all orders placed by the Contracting Authority within 1 (one) hour from the moment of receipt of the order. In emergency situations[footnoteRef:5], the Tenderer shall ensure the delivery of tickets and reservations in electronic form _____ /the time offered by the Tenderer / minutes after receiving the instructions from the Contracting Authority, including outside the working hours specified by the Tenderer and the Contracting Authority. [5: Emergency situation is considering as any situation where changes and/or cancellations of original travel arrangements have to be in force in less than 12 hours since receipt of information from Contracting Authority] 

	

	24. 
	Upon request, the Tenderer shall provide the Contracting Authority with a report on the services provided in a specific period, indicating the orders placed, their costs and service costs.
	 



Signature: ______________________________
Date: [date of signing]
Name: [name of the representative of the Tenderer]
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