

World Vision International

DR Congo National Office
TERMES OF REFERENCES FOR PAYROLL SYSTEM

BACKGROUND
World Vision DRC is a Christian International Non-Government Organization that seeks to improve the lives of children through development programs, humanitarian intervention and advocacy. WV DRC operates in five geographic zones in DRC with an annual budget of up to $30 million and a team of 600 staffs. WV has been present in DRC since 1984. It is currently operating in 11 out of 26 provinces, 5 operational zones. National office is based at Kinshasa, Boulevard du 30 juin 3888. 
In order to enhance the management system, WV is seeking for its HR department, a well performant PAYROLL SYSTEM which will help to manage adequately payroll process and all related activities. 

Purpose 

The purpose of developing these terms of reference is to specify the specificities and options needed; which take into consideration new need of HR and Finance department.

This new software will help the management to comply with audit recommendations and operate more effectively where managing salaries and benefits within organization. 
Expected results:

We are looking for payroll software which is able to provide below described actions:

1. Generating monthly payroll

2. Editing payslips of each agent
3. Monthly Calculation of Net salary to be paid
4. Calculation of the IPR, INSS, INPP both employee & employer contribution 

5. Monthly declaration IPR, INSS, INPP
6. Follow-up of loans to agents
7. Publishing of books and payroll journals, insert, monthly statement of the net worth of agents per bank
8. Exporting data to Excel, Word, PDF, Email
9. Editing the payroll and various statistics
10. The annual tax return and the monthly tax summary
11. Calculation of the final payment for separated staff
12. Follow-up of medical expenses of staff (support of staff and their families
13. The software will be on World Vision's central server at the national office and secondary servers in four regional offices: Kinshasa, Lubumbashi, Goma and Gemena.
14. Access will be key for the national and secondary office for the regional office.
15. The software must contain limited access options depending on the decision center (primary users and secondary users;
16. Payroll must include security options. And some key activities which impact the salary/contract of an employee must be validated at a second level.
17. The system is linked with LDR system from Our people system

18. The system has to be able to produce Journal voucher reports

19. The system is on web
20. Payroll interface with SUNSYSTEM, World Vision International accounting
21. The service provider should be able to train key payroll and management staff on implmentation

Duration:
The service will be provided within a maximum of 30 days from the date of signing the contract.

Offers:
The offers will be submitted in technical offer and financial offer, under closed envelopes mentioning for the" SUPPLY OF PAYROLL SOFTWARE "addressed to:

World Vision RD Congo Office
Gombe, 3888, Boulevard du 3o juin 

Commune of Gombe, KINSHASA
Or by email. XXXXXXX

Technical offers:
The consultant must specify the name, options and features of the software. A 30 MINUTES presentation will be made by the selected bidders to a panel including the Human Resources Director, the HR Coordinator in charge of salaries, the ICT Manager, Finance Director, Finance Analyst and finance Manager

Financial offers:
The consultant must provide a financial proposal including the cost of purchasing the software, installation, training of staff (12 employees), monitoring of implementation for at least 6 months and updates, if necessary. Software. The proposed amount must include VAT.
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