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AgriFin Program Program Activity Scope of Work

Firm:	To be Identified 
Program:	AgriFin Program
Scope of Work:	Provision of Air ticketing and Visa processing services
Country:	 Nairobi, Kenya
Date:                           1st July 2022-30th June 2024
Task Manager:           Salome Karanja, Admin Assistant

 Program Context	

MERCY CORPS, a State of Washington, U.S.A. nonprofit corporation having its principal office in Portland, Oregon, U.S.A. Mercy Corps Agrifin office is at ABC Place, Waiyaki Way, 2nd Building, 3rd Floor P. O Box 11868- 00100 Nairobi, Kenya.

Mercy Corps’ AgriFin Program seeks to address the inclusion gap for smallholder farmers who lack access to affordable, accessible, demand-driven products and services that drive higher productivity and income for farm families. AgriFin program implements in Kenya, Tanzania, Ethiopia, and Nigeria, with the potential to expand to other markets (Uganda, Zambia+). In partnership with its donors, AgriFin seeks to support the expansion of digitally enabled services to 5 million smallholder farmers, delivered by growing ecosystems of diverse service providers and building farmer income, productivity, and resilience.

Mercy Corps requires the services of an experienced travel agency to make travel arrangements as well as when required visa processing for Mercy Corps AgriFin staff members and external visitors.

Scope of Work	

As a minimum, provision of the following services is required:
· Providing a variety of available flight options upon request
· Booking and issuing of flight tickets.
· Timely electronic ticketing. 
· Providing assistance in obtaining visas.
· The Travel Agency must be able to provide all the above-listed services



Deliverables
· The Travel Agency must be able to reserve and issue tickets for all air travel, as requested, at the best possible price (combining the most direct and least expensive routes to achieve cost-effectiveness)

· 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 as short as 1 hour.

· Assist in flight cancellations/postponing upon request

· Where any member of AgriFin 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 3 years’ experience as an Air Travel Agent 
· Strong understanding and experience in this sector 
· Strong Operational Capacity of the firm 
· Excellent Proven Service Levels 
Timeline, Budget & Terms of Payment

This tender is offered for an initial period of two years.

 Task Manager/Reporting	
The selected firm will work under the management of Admin Assistant.
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