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Terms of Reference for Selection of a consulting that develop Payroll Software Application
Background 

Save the Children is the leading global independent organization for children. Save the Children believes every child deserves a future. Around the world, we work every day to give children a healthy start in life, the opportunity to learn and protection from harm. When crisis strikes, and children are most vulnerable, we are always among the first to respond and the last to leave. We ensure children’s unique needs are met and their voices are heard. We deliver lasting results for millions of children, including those hardest to reach.
We do whatever it takes for children – every day and in times of crisis – transforming their lives and the future we share.
Our vision: A world in which every child attains the right to survival, protection, development and participation.
Our mission: To inspire breakthroughs in the way the world treats children, and to achieve immediate and lasting change in their lives.
Our values: Accountability, ambition, collaboration, creativity and integrity.

We are committed to ensuring our resources are used as efficiently as possible, in order to focus them on achieving maximum impact for children.

Introduction

Save the Children Ethiopia country office is looking for a competent consulting firm that develop a payroll software application used to manage and to automate the process of employees salary and benefit payments through the system and to completely ceasing   the manual payment approach. The deployed system has expected to calculate employee salaries and taxes, tracks hours worked, and issues payments through direct deposit to employee’s bank account.
Currently the organization is managing more than 900 employees and paying salaries on a month basis to all staffs located in Addis Ababa and all regions of Ethiopia as of October 01, 2023. 
Scope of the assignment
The scope of the system is to fully automate all payment processes that are directly related to payroll including but not limited to the below list:

1. Employee registration

2. Payroll calculation

3. Salary adjustment

4. Employee transfer

5. Back payment

6. Generation of pay slip
The Consulting Firm expected to undertake:
The consultant is required to undertake the following tasks and deliver:

· Design or customize functional payroll system that fulfill all the specifications in the requirement document. 

· Install and configure all the required software into Save the Children's servers or other forms of hosting so that all users could access the system from their desk using the existing network/internet infrastructure.

· Additionally, the supplier will provide different types of trainings to the end users, super users and administrators according to their role. 

· After sales support will also be part of the provision expected from the consultant based on the agreement between Save the Children and the consultant.

Experience and skill set required.
1. At least 3 years’ experience in the development of software application

2. Experience in managing system software applications for large private companies, Government organization and international NGO’s.
3. Three testimonies that have similar nature with the assignment that we requested.   
4. Any additional features being offered by the company. 

5. The supplier should provide enough evidence for its prior engagement in HR and Payroll system development that uses recent development tools. 

Expected Deliverables 
	No.
	Features
	Descriptions

	1
	Register employee data
· Regular

· Temporary
· Interns

· Other data
	Able to register data one by one, import from Excel and bulk upload. 

	2
	Keep accurate digital pay records and generate all type of report
· Employee List
· Salary Adjustment
· Terminated Employe
· Transferred Employee 
· Other reports
	

	3
	Register every month changes
· Promotion 
· Transfer 
· Termination 

· Other changes

	

	4
	Prepare salary adjustment
· Single
· Bulk- By employee 
· Bulk- By Field Offices

· Bulk- By job Grade
	Register and generate changes according to the need arise 

	5
	Edit and review payroll until payday and by ensuring compliance
	

	6
	Pay Slip
	Share securely via email

	7
	Authorized staff can review and approve the payroll online 
	As requested by SC

	8
	Back Payments & Partial payments
	Automatically calculate 

	9
	Calculate and add benefits to the employee monthly payment
· Transport
· Hardship Allowance

· Brest feeding 
· provident fund
· other allowance 
	Can be done one by one and in bulk; according to the need arise 

	10
	Automated salary and tax calculations
	Calculate all the necessary tax deduction assigned

	11
	Calculate deductions and contribution
	Based on the requirement of SC Finance Team

	12
	Flexible pay calendars and pay rates
	

	13
	Severance and annual leave accruals on monthly basis
	

	14
	Generate staff provident fund with individuals bank accounts.
	

	15
	Produce the following accounting reports.

· Basic salary

· Fringe benefits

· Hardship allowance

· Employer provident fund contributions

· Employer pension contributions
	

	16
	Generate net salary payment list per banks on monthly basis.
	

	17
	Abel to process different deductions
	

	18
	Detected contract and pension end dates and rejected them from the system (not allowed to prepare payroll), as well as sent reminders to employ and line manager.
	

	19
	Data import and export access to government income tax and pension template 
	

	20
	Data import and export access to save the children's standard master budget salary template
	

	21
	Data import and export access to save the children's standard offline GLACOS template 
	

	22
	import-export feature of life and medical insurance payments, as well as automated medical and life insurance monthly accruals 
	


Timeline
Starting from project kick off, the project timeline should not exceed 90 days from the inception to delivery of functioning system. However, all the requirements should be incorporated with not a single process left behind due to time constraint.  The system should be live effective from January 2024.
Status updates/reporting

The consultant should report its work progress on a biweekly basis to the SCI team that assigned to follow and monitor the assignment.
Testing and Acceptance
The system should be developed in close consultation of the SCI team and all the required source code should be handed over to SCI once the development and deployment of the system has finalized.  

Both provisional and final system test and acceptance has been made by the SCI technical experts to check the system has developed in accordance to the requirements of the SCI.

In consideration of the following factors;
1. Pay the staff accurately and on time

2. Provide quick access to employee information

3. Customize all the necessary reports
4. Easy to set up and use.
5. Dedicated onboarding to ensure a smooth transition
6. Automate tax, pay, and pension calculations
7. Secure
Once the testing and acceptance of the system is completed, SCI will manage and administer the entire system by its own internal force without regular involvement of the consultant in order to fulfil the compliance of Ethiopian government laws and regulations regarding recording data, employee status and taxes, among other things. 
In addition, running reports to verify payroll data for the upcoming payroll, balancing and reconciling payroll data, distributing pay slip with Salary statements, creating bank deposit purposes list.
Financial Proposal
Consultants are expected to indicate their offers considering all service fees associated for the development of the software inclusive of all costs, overheads and other expenses. 
Tax and insurance: The firm will be responsible for paying taxes and other related government fees.
Payment Schedule

1. 20% of the contract amount shall be paid upon signing of the contract as an advance payment having equivalent advance payment guarantee from reputable Banks in the form of CPO or Bank guarantee 

2. 50% of the contract amount shall be paid upon the provisional acceptance of the system 

3. The final 30% of the contract amount shall be made after final testing and acceptance of the whole integrated system

Requirements for Application
The service provider should demonstrate and provide examples of previous experience in the performance of similar services as follows:

1. Be a reputable firm with at least 3 or more years of prior experience in developing payroll software application.
2. Submit quotations for the listed service deliverables.   
3. Experience in managing system software applications for large private companies, Government organization and international NGO’s.
4. Any additional features being offered by the company. 
Evaluation/selection criteria
Submissions will be evaluated in consideration of the following evaluation criteria:

Evaluation Criteria – a total of 100%

Technical Evaluation …….70%

Financial ……………………. 30%

Technical Evaluation Criteria–a total of 100%

1. A minimum of three Evidence of high-quality work in software development as presented through the firm's portfolio in the form of a recommendation letter, testimonial letter, or links for the websites developed by the firm: [25 points];

Grading will be based on the number of recommendation letters, testimonial letters, or links for the system developed by the firm and submitted by the candidate suppliers. The highest number will get the highest score and the rest will be prorated based on the highest number of recommendation letters.

2. Key Experts’ Qualifications and Competence for the Assignment.  The minimum qualification of the key experts should be BSc Degree in relevant filed of study. A complete CV of the proposed experts has to be attached along with the proposal [25 points].

i. Project Manager/Team Leader  ………… 10 points
ii. Software Developing Engineer …………. 10 points
iii. IT Engineer …………………………………………. 5 points
3. Previous experience working with payroll system development for business companies, NGOs, and international development organizations/ companies, (at least 2 or more years of experience) [20 Points]

i. 4 years and above working experience ………… 20 points

ii. 3 Years of working experience……………………….15 points

iii. 2 years of working experience……………………….10 points
4. Adequacy and quality of the proposed methodology, and work plan in responding to the Terms of Reference [30 Points]
i. Technical approach and methodology   …………. 10 points
ii. Work plan …………………………………………………….. 10 points

iii. Organization and staffing ……………………………. 10 points
In order to qualify for further consideration for financial consideration, the company must accomplish a minimum score of 70% in the technical evaluation, those consultants scored less than 70% will be rejected. The consultant will be selection and award criteria are based on the Value for Money Principle and an aggregated maximum score of Technical & and financial Evaluation will be awarded.
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