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AgriFin Program
Scope of Work

Firm or Individual:	To be identified
Program:  	Mercy Corps AgriFin Program
Scope of Work:	Provision of Air ticketing and Visa processing services 
Country:                     Nairobi, Kenya 
Date:			July 2020- Jan 2021 
Task Manager:	Hottensiah Mumbi, Senior Manager Operations and HR 


Mercy Corps Background									
Mercy Corps is a leading global organization powered by the belief that a better world is possible. In disaster, in hardship, in more than 40 countries around the world, we partner to put bold solutions into action—helping people triumph over adversity and build stronger communities from within. Now, and for the future. As a global organization with programs in over 40 countries, we focus much of our advocacy on influencing governments, multi-lateral institutions as well as foundations and the private sector to improve relevant policies, practices and decisions in order to better help vulnerable communities lift themselves out of poverty.

Mercy Corps requires the services of an experienced travel agency 

Scope of Work 								
As a minimum, provision of the following services is required:
  Booking and issuing of flight tickets
 Electronic ticketing; 
  Providing assistance in obtaining visas;
 The Travel Agency must be able to provide all the above listed service
Deliverables
· The Travel Agency has to be able to reserve and issue tickets for all air travel, as requested, at the best possible price 
· Response to fare inquiries should be provided by e-mail within one (1) working day from the original inquiry at which time Mercy Corps should receive routing options, if available, and relevant cost quotations. In exceptional cases Mercy Corps may ask Travel Agency to provide a response within a shorter period of time, therefore the Travel Agency shall be able to respond within a period of time as short as 1 hour

· Where any member of Mercy Corps staff by reason of his/her nationality requires a visa for a business trip, the Travel Agency shall endeavor and possibly mediate with the appropriate visa issuing authorities to obtain such a visa in good time before the departure date

 Skills and Experience						
· More than 5 years’ experience as an Air Travel Agent 
· Strong understanding and experience in this sector 
· Strong Operational Capacity of the firm 
· [bookmark: _GoBack]Excellent Proven Service Levels 

Timeline, Budget & Terms of Payment									
This tender is offered for an initial period of 7 months with a possibility of extension 
Task Manager/Reporting									
The selected Air travel firm will work under the management of the Senior Manager, Operations and HR 
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Be the change




