ANNEX F: ATTACHMENT – Statement of Works
Objective:
The primary objective of the Travel agency services is to enable Danish Refugee Council access quality services at economical rates not withstanding staff safety and security. Interested bidders should be able to adhere to the scope of work below in providing their responses and in accordance with professional procurement guidelines in observing terms and conditions of tendering requirements applicable to this service.

Scope of work

Danish Refugee Council requires an experienced travel agency in order to make travel as well as accommodation arrangements as required for DRC-DDG staff members and external experts travelling across the world and within regions of Afghanistan. DRC will place a PO to one or more Afghanistan Licensed Vendors who shall provide Airline Tickets (Domestic & International to all Countries of the world) as well as Visa Services (Dubai, Pakistan, India, Istanbul, Schengen, Denmark, Thailand, Myanmar, Bangladesh, Jordan, Greece, and international accommodation (all countries of the world, preferably in minimum 4 Star Hotel), pick up and drop from airport, visa Assistance in Dubai, Istanbul as required by DRC projects. DRC reserves the right to add international travel ticket services as and if required.
It is the Travel Agency’s task to advise Danish Refugee Council on the most suitable travel option for the mission and where applicable, to explain the appropriate options to the staff members. As a minimum, provision of the following services is required:
A. Reservation and ticketing 

· For every duly approved Travel request, Travel Agent(s) shall immediately provide the options on the three (3) main airlines operating the route, prepare appropriate itineraries and formal quotations based on the lowest fare and the most direct convenient routing. 
· Travel Agent(s) shall accurately advise the ticketing deadlines and other relevant information every time reservations are made, in order to avoid cancellations of bookings.
· Travel Agent(s) advise to ensure that all traveling staff have complete travel documents required for their journeys, sufficiently before departure.
· Travel Agent(s) shall only act on travel requests for official travel submitted by the responsible staff of DRC-DDG. 
· The Travel Agent(s) shall provide all official travelers with last seat availability, advance seat assignments and advance boarding passes on all airlines for which the Travel Agent(s) can offer these services. 
B. Accommodation and Conferencing services 

The travel agent may be required to arrange for accommodation arrangement in a 4 star hotel to provide for; 

· Standard room with Bed and breakfast  

· Furnished Conferencing hall with break and lunch meals

· Stationary may be requested depending on the nature of Training to be conducted.

If requested to do so, the Travel Agency will arrange for either of the services above, within a price range that demonstrates economic advantage to DRC-DDG. 

To this regard the Travel Agency shall have at its disposal a broad selection of hotels across mentioned locations with applicable costs related to above services, based on which DRC-DDGI shall have an option to make a selection.  

The list of these hotels shall be communicated to DRC-DDG for security background checks.

C. Providing assistance in obtaining visas for DRC-DDG Staff
Where any member of DRC-DDG  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. If necessary, the Travel Agency will be able to pre-pay the visa fee, which can be invoiced to DDG-DRC afterwards.

D. Car rental

If car rental in the place of destination is required, it should be ensured through the issuing of vouchers with the most advantageous car rental company operating on the spot. Travel Agency shall have at its disposal a broad selection of car rental companies across Iraq with applicable rental costs. The list of individual or Companies shall be communicated to DRC-DDG for security background check.

Detailed Requirements and expectations (Tasks and Responsibilities)
Response to fare inquiries should be provided by e-mail within 2 hours from the original inquiry at which time DRC-DDG should receive routing options, if available, and relevant cost quotations. In exceptional cases DRC-DDG may ask Travel Agency to provide a response within a shorter period of time as 1 hour. Therefore the Travel Agency shall be able to respond within a period of time prescribed with the following information;

· The bidder should be able to provide  quotes with reference to the final date of issue (option date)
· The bidder should be able provide and issue domestic and international tickets to and from as listed above. 
· Where available, use of the lowest applicable fare (including penalty fares) is the preference; 
· Full economy fares may be used if no appropriate reduced fares are available; 
· Business class travel or equivalent may be applicable only in limited situations; 
· Travel regulations prohibit first-class travel except for a few specific categories; 
· The Travel Agent(s) must be knowledgeable of and prepare to offer special fares, restricted fares, discount fares, and bulk fares for use whenever appropriate. Fares which entail restrictive conditions (such as penalties or stay-overs), however, shall only be booked with the express approval of authorized Agency personnel;
· The official travel requirements shall be accorded the highest priority and, therefore, the Travel Agent(s) shall ensure that servicing private travel does not delay, impede or frustrate the Travel Agent(s) timely and effective processing of DRC-DDG official travel. 
· The travel Agent shall provide domestic Travel Insurance 
· The Travel Agency must establish from DRC-DDG focal point person whether any part of the trip is for private purposes, prior to acceptance of every order. Under no circumstances may the private proportion of a trip be invoiced to DRC-DDG.
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