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Introduction
This is a document that is included as a part of the area travel services. The area travel services contain a number of services with varying market shares. For more information, see the prestudy available on the website, www.msr.se/Documents/rapporter/MSR_2008_13.pdf.
The travel agency's main impact on the environment is the indirect effect that the companies used by the travel agency cause. Thus, the criteria in the document have the purpose of reducing this impact by making demands of the companies used by the travel agent as well as make demands of the travel agency to deliver environmental statistics so that the procuring authority/unit can get a notion of the emissions with which it contributes.
Scope
Travel agency services such as supplying rental car, taxi, train, boat, air travel, accommodation in Sweden as well as other mediation services such as meetings, events, and conference services or other services brokered by the travel agency.
Market analysis
The Swedish Environmental Management Council has completed a market analysis for the industry, see www.msr.se/Documents/rapporter/MSR_2008_13.pdf.
This is how the criteria in the document are used
The criteria in this document were developed after broad consultation with various interest groups and with a unified perspective from the environmental point of view. The purpose is to assist procuring organisations in imposing relevant environmental requirements for this type of product. The criteria are divided into three different levels; basic requirements, advanced requirements, and specialist (leading-edge) requirements. Note that the working group has sometimes only found one suitable level for a requirement. Therefore for some there is only a basic requirement and for others only a leading-edge requirement. Sometimes the advanced requirement should be used together with the basic requirement but in others the advance requirement replaces the basic requirement. This is clearly defined when requirements have different levels. Use the level/levels that suit your requirements and your goals. If required, it is possible to change a special contract term to assessment criteria if desired, however, note the effects this may have on the market!
The document is not intended to be used as a ready-made attachment that can be sent out together with tender documentation. The user must adapt the layout and text, etc., to their own conditions and remove those parts of the document that are not relevant for inclusion in the tender documentation. It is also important to indicate how the tenderer should respond to the criteria and what verification (certification) should be submitted (possibly your own reply form).
basic requirements
The basic requirement level includes simple requirement specifications for all procurers who wish to make an environmentally appropriate procurement in this area. There is good availability on the market and it is easy to verify.
advanced requirements
The advanced requirements include requirements that go further than the basic requirements with respect to environmental demands and require more from the procuring authority/department in terms of verification and follow-up. In this document the advanced requirements have been formulated as evaluation criteria. They can be restructured as a mandatory requirement but the consequences for the market should be carefully considered. The advanced requirements shall often be used together with the basic requirements; this is evident by the requirement's heading.
specialist requirements
The leading-edge requirements are for the procuring authorities/departments who wish to procure the best environmental alternative that the market has to offer. The leading-edge requirements demand increased verification of compliance (and thus increased competence and resources if no third-party verification alternative is available). The availability of products in the market is less than for the other requirement levels. Specialist requirements shall often be used together with the basic and advanced requirements; this is evident by the requirement's heading.
Associated documents
The following documents within the area travel services are available at www.msr.se/kriterier/resetjanster:
· Procurement criteria for bus travel services
· Procurement criteria for air travel services
· Procurement criteria for taxi services
· Procurement criteria for rental car services
· Procurement criteria for hotel and conference services in Sweden
· Prestudy for the area travel services
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A.    Mandatory supplier requirements
The tender must state that the tenderer meets all requirements in part A in order for the tender to be accepted.
A.1.    Environment (management) work
The tenderer shall have procedures for fulfilling environmental requirements in the agreement, for example:
· procedures for reporting
· procedures for communication
· procedures for document handling
· procedures for follow-up and assessment
· procedures for training in environmental issues
Proposal for verification: Own documentation or system such as ISO 14001, EMAS, or other documentation showing that the requirement is fulfilled. 
B.    Mandatory requirements of the service
No requirements proposed.
C.    Award criteria
No requirements proposed.
D.    special contract terms for performing the service
The tender must declare that the tenderer accepts and undertakes to fulfil the stated terms and conditions in part D during a subsequent contract period. 
D.1.    environmental statistics
Basic requirements 
· The travel agency shall report carbon dioxide emissions from all supplied services
 (air travel, train, boat, bus, taxi, rental car). Reporting is based on the number of vehicle kilometres for rental car and taxi services as well as passenger kilometre for mass transportation such as air travel, train, and bus. For hotel services in Sweden the supplier shall report kWh/guest night.
Reporting takes place periodically as agreed.
· Reporting shall, as minimum requirement, fulfil the Swedish Environmental Protection Agency's guidelines for reporting on carbon dioxide, which means that calculations may be used with the Swedish Environmental Protection Agency's standard values for emissions per passenger km and vehicle kilometre, respectively, for each transportation mode.
 In this case it must be clearly evident that reporting is based on standard values.
· Reports shall be delivered so that processing of data by the orderer is facilitated, e.g., in an Excel file or similar.
· Reports shall include references for the basic data (emission values) on which the calculation is based. The travel agency shall be prepared to develop and improve methods for calculating in consultation with the orderer
· If the travel agency has climate-compensated the service, this shall be stated separately. However, reporting on carbon dioxide emissions shall always refer to emissions before any compensation.
· Reporting shall be based on agreed reporting and/or payment procedures.

Advanced requirements (used together with the basic requirement)
Rental car
· Reporting shall be based on vehicle-specific values for rental car (is stated on registration certificate). 
Air travel
· Reporting shall be based on actual emissions and the supplier's annual occupancy rate for
 flight services.
Hotel
· For hotel services in Sweden the travel agency shall report kWh/guest night or kWh/m2
. Reporting takes place periodically as agreed.
Specialist requirement (used together with the advanced requirement)
Taxi
· The travel agency shall report carbon dioxide emissions from supplied services based on the number of passenger km. Reporting takes place periodically as agreed.
· The travel agency shall report carbon dioxide emissions for total driven distance as distributed for driven to pick-up address (without customer) as well as driven distance (with customer).
Rental car
· The travel agency shall report carbon dioxide emissions for total driven distance as distributed for delivered/picked-up (without customer) as well as rented distance (with customer).
D.2.    environmental statistics, Supplemental service
specialist requirements

As supplemental service the travel agency shall offer possibility for the customer to report other travel (e.g., company cars, rental cars) so that the travel agency can compile these with emissions from supplied services to give the customer an overall picture of all travel-related emissions.
D.3.    Climate compensation

Basic requirements
· The travel agency shall offer the customer the possibility to climate-compensate. 
· Climate compensation shall take place with controlled instruments covered by UN and/or EU systems' rules, namely:
· So-called CERs or ERUs, emission reduction certificates from UN-certified projects regulated under the Kyoto protocol, or
· So-called EUAs, emission allowances within the EU-system for trade with emission allowances.
· Climate-compensation may be retroactive, with elective periodicity, proposed quarterly or annually per cost centre.
· The underlying climate-compensating instrument (CER, ERU, or EUA) shall be issued and destroyed in a register connected to ITL
 at the latest six months after payment, and the supplier shall be able to prove this with serial numbers or similar.
Proposal for documents that may be requested when following up: Register excerpt from the Swedish Energy Agency's register for emission units SUS, or corresponding agency's register in another country, showing serial number or equivalent proof for the destroyed units.
Advanced requirements (used together with the basic requirement)
· The supplier shall offer climate compensation with projects that, in addition to having been approved under the Kyoto protocol, also meet the criteria for Gold Standard
 or equivalent.
Proposal for documents that may be requested when following up: In connection with register above, print-out from Gold Standard register https://gs1.apx.com/myModule/rpt/myrpt.asp?r=114, showing that the current units are registered with Gold Standard or other comparable proof for units that meet the requirements but are not registered at Gold Standard.
· Climate compensation shall take place continuously with both the climate calculation and the compensation cost reported on the invoice for the trip, so that the customer has the possibility to charge the same cost centre for the trip.
D.4.    Requirements of the service
Basic requirements
When the travel agency supplies services within the framework of the commission, that the travel agency itself selects/procures, or sells these in its own name then at least the Swedish Environmental Management Council's basic requirements for hotel and conference (in Sweden), bus travel, rental car, taxi, and air travel services shall be used.
Advanced requirements
When the travel agency supplies services within the framework of the commission, that the travel agency itself selects/procures, or sells these in its own name then at least the Swedish Environmental Management Council's advanced requirements for hotel and conference services (in Sweden) bus travel, rental car, taxi, and air travel services shall be used.
Specialist requirements
When the travel agency supplies services within the framework of the commission, that the travel agency itself selects/procures, or sells these in its own name then at least the Swedish Environmental Management Council's specialist requirements for hotel and conference (in Sweden), bus travel, rental car, taxi, and air travel services shall be used.
D.5.    compliance with the customer's travel policy
Basic requirements
The travel agency shall supply services that follow the requirements connected to outer environment in the procuring authority's/unit's travel policy. See attached travel policy
. 
D.6.    Electronic invoicing
Basic requirements
Electronic invoicing shall be possible according to the orderer's standard.

Proposal for documents that may be requested when following up: Supplier assurance.
Specialist requirements 
The travel agency shall, during the agreement period, be able to supply information for electronic travel expense report according to the orderer's specification.
Proposal for documents that may be requested when following up: Supplier assurance.
D.7.    Paper-free travel documents
Basic requirements
The travel agency shall be able to deliver paper-free travel documents, that is, offer solutions for reserving, confirming, and paying electronically (travel and accommodation).
Proposal for documents that may be requested when following up: Supplier assurance.
Application instructions and information regarding the criteria
General
The criteria contain requirements and contract terms that procuring authorities / units may include in their tender documentation. The criteria in this document shall be regarded a menu from which one can choose the requirements at the level matching goals and conditions within each organisation.
Criteria with proposals for requirements or terms include environmental factors and thus do not constitute a complete tender document. If you want to formulate additional requirements, it is important to keep in mind that the ordering party must be prepared to check that they are followed and that costs for checking are in proportion to the benefit of including the requirement.
Mainly the requirements are formulated as so-called special contract terms, that is, they apply during the contract period and should be followed up when the commission is carried out. 
A. Mandatory supplier requirements
Note that these requirements can be formulated as special contract terms and are then handled together with other contract terms.
D. special contract terms
Special contract terms are stated in the procurement ad or in the procurement documentation and shall be approved by the tenderer in the tender. It is satisfactory if they are fulfilled first at a later time, either at the start of the contract period or other time that has been agreed upon.
The different terms can be used independent of each other. Each procuring authority assesses its own abilities to perform follow-up of the different terms. The procuring authority selects the level for which it should strive. Special resources may be needed for follow-up during the contract time, which should be considered before using the contract terms.
Follow-up
Follow-up on completed contracts is important in order to ensure that the service fulfils the requirements imposed during the period of contract. Follow-up may take place by, for example, requesting different forms of documentation or by visiting on-site at the supplier in connection with carrying out the commission.
Future requirements
The following criteria will be assessed and discussed in connection with next audit of the environmental requirement specification.
Environmental statistics
· Reporting of actual emissions on specific trip.
· Reporting with regards to train and air travel shall take place instantaneously and be shown to the traveller at the time of reserving, regardless of if reservation is made using the self-reservation system or via telephone reservation.
· Inclusion of other climate emissions in addition to carbon dioxide.
Version history
Version 1.0 2009-12-09
Original version.
Version 1.1 2010-10-18
A clarification that criteria concerning hotel and conference services only are applicable for domestic services was made.
� The government must, as part of Regulation (2009:907) on environmental management in government authorities from Jan.1, 2010, report this information about its travel.


� See calculation standard: � HYPERLINK "http://www.naturvardsverket.se/upload/06_produkter_och_avfall/produktion_konsumtion/miljoledning/verktyg/Bilaga_5_Schablonmall080512.xls" �www.naturvardsverket.se/upload/06_produkter_och_avfall/produktion_konsumtion/miljoledning/verktyg/Bilaga_5_Schablonmall080512.xls� For boat travel, use the calculation standard 0.115 kg per passenger km from GHG Protocol, see �HYPERLINK "http://www.ghgprotocol.org/downloads/calcs/EFs for the revised mobile tool (April 03).xls"�www.ghgprotocol.org/downloads/calcs/EFs%20for%20the%20revised%20mobile%20tool%20(April%2003).xls� (requires free registration).


� This applies primarily to taxi


� If occupancy rate cannot be reported from the airline, numbers from GHG Protocol shall be used, that is, occupancy rate of 74%, see �HYPERLINK "http://www.ghgprotocol.org" \o "http://www.ghgprotocol.org/"�www.ghgprotocol.org�.


� Two measurements are used within the business.


� If this requirement is used it must be specified according to the procurer's wishes.


� Note that this term should only be used if the service is to be climate-compensated.


� For assured book-keeping of certified emission reductions, all parties with a quantitative commitment under the Kyoto protocol shall establish an electronic register which is to be connected through UN's International Transaction Log (ITL). ITL will function as a central hub, the register network where all transactions of Kyoto units till be verified to guarantee that there is no double-counting.


� Gold Standard is a certification that only accepts renewable energy and energy-effective projects that promote sustainable growth, for more information, see: � HYPERLINK "http://www.cdmgoldstandard.org/uploads/file/GSV2_Requirements_20080731_2.0.pdf" �www.cdmgoldstandard.org/uploads/file/GSV2_Requirements_20080731_2.0.pdf� 


� The procurer must attach the organization's travel policy.


� The standard and invoice receiver must be specified by the procuring authority/unit.
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