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Request for Proposal

 RFP # JCAA2010/003 

THE PROVISION AND IMPLEMENTATION OF A

HUMAN RESOURCE MANAGEMENT SYSTEM

Jamaica Civil Aviation Authority
4 Winchester Road

 Kingston 10

Jamaica, W.I.
1.0 INTRODUCTION

1.1 Overview

The Jamaica Civil Aviation Authority is seeking to employ a web-enabled software application to:

· Administer human resource administration functions effectively

· Reduce human resource administration costs

· Analyze data

· Improve communication

· Improve accessibility to information

· Integrate with our financial systems (e.g. Great Plains, Turbopay)

· Assist with the management of staff benefits

· Reduce the volume of paper between departments/divisions

· Support objective decision making

· Generate ad-hoc reports

· Support succession planning

· Interact with aspects of the intranet

· Contribute to the organization’s strategic planning and monitoring

· Assist with the recruitment process

· Assist with the appraisal process 

· Enable the calculation of Incentives/bonuses 

· Allow access by staff to make specific request (leave, loans etc.) and view personal information.

· Automate the approval system

1.2 Background

The Jamaica Civil Aviation Authority was established in May 1996 in recognition of the need to upgrade and improve the safety, efficiency, quality and security of Air Transport Services in Jamaica, thereby supporting the country's economic and social development. The Authority, which replaced the Civil Aviation Department, was restructured to strengthen safety oversight and regulation of the Jamaican Air Transport Sector. The Authority is a statutory organization with the Ministry of Transport and Works which regulates the Jamaica Aviation Industry.

The main office of the Jamaica Civil Aviation Authority is located at 4 Winchester Road, Kingston 10.  Its operating hours are 8:30 a.m. to 5:00 p.m., Mondays to Thursday and 8:30am to 4:00pm on Friday. It currently has a staff complement of approximately two hundred and twenty (220) employees, with offices at the Norman Manley International Airport, Donald Sangster International Airport and the Tinson Pen Aerodrome.

The Human Resources Division is charged with the responsibility of attracting, developing and maintaining the organizations workforce.  The Human Resource Management System will therefore support activities that maintain employee records, track employee skills, job performance and training and support planning for employee compensation and career development, thus aiding the administration of the human resource functions. 
1.3 Confidentiality/Non-Disclosure

Bidders are reminded that the information contained in this Request for Proposal (RFP) (or accumulated through other written or verbal communication) is strictly confidential.  It is for Proposal purposes only and is not to be disclosed or used for any other purpose.  All information contained herein is subject to the restriction defined on the cover of this RFP.

The Successful Bidder will be required to sign a Contract that fully addresses the requirements specified in this RFP which will be binding on all participants of the consortium, if applicable.

2.0 INSTRUCTIONS TO BIDDERS

2.1 General Guidance

2.1.1 This RFP is not an offer to contract.  Acceptance of a proposal neither commits the Authority to award a contract to any Bidder even if all requirements stated in this RFP are met, nor limits the Authority’s right to negotiate, as it shall determine at its sole discretion.

2.1.2 Failure to respond appropriately to any question or requirement in this RFP may subject the Proposal to disqualification.

2.1.3 All Bidder representations to the Authority must be in writing, must be factual and will be relied upon by the Authority in its evaluation.

2.1.4 Late tenders will be rejected.

2.2 Eligibility Criteria

The successful bidder must possess:

· A valid Tax Compliance Certificate; 

· Letter of approval or Valid National Contracts Commission Certificate.

2.3 Period of Validity of Bid

2.3.1 The pricing, terms and conditions stated in the Bidder’s Proposal must remain valid and irrevocable for a period not less than one hundred and twenty (120) days after the Proposal Due Date.

2.3.2 The Authority may solicit the Bidder’s consent to an extension period of bid validity.  The request and the responses thereto shall be made in writing.  A bidder granting the request will not be required or permitted to modify its bid.

2.4 Language and Currency of Bid
2.4.1 The Proposal submitted by the Bidder and all correspondences and documents relating to the RFP and Proposal shall be written in English.

2.4.2 Costs presented in this proposal should be submitted in Jamaican Dollars.

2.5 Proposal Preparation

All responses should be organized as described below.  

2.5.1 A duly authorized Officer of the company should submit the Proposal.

2.5.2 The Bidder shall name the person(s) authorized to negotiate on the Bidder’s behalf and state their designations. 

2.5.3 The Bidder shall submit three (3) written copies of the Proposal in printed format. One of the printed copies should be stamped/marked ‘Original’ and the others stamped/marked ‘Copy’. If there are any discrepancies between copies, the Original will be relied on.

2.5.4 The pages must be numbered consecutively and subject headings identified in a Table of Contents.

2.5.5 The Proposal will not be considered complete unless it has been submitted with the following items and as such, the Bidder may be disqualified:

2.5.5.1 Application for Tender (See Appendix I)

2.5.5.2 Bidder’s Valid Tax Compliance Certificate

2.5.5.3 Letter of Approval or Valid National Contracts Commission Certificate.

2.5.5.4 Declaration Form (See Appendix III)
2.5.5.5 Disclaimer (See Appendix IV)

2.5.6 Bidders are also required to ensure that no alterations are made to the text on the requirements specified by the Authority.  Alterations to the text of the requirements may be subject to disqualification.  Any comments, explanations or clarifications may be attached to the response document and appropriately referred to.

2.6 Packaging Instructions

2.6.1 The Bidder shall use “The Three (3) Envelope System”.  That is, the firm must provide three (3) sealed envelopes labelled “A”, “B” and “C”.  Envelope C should enclose two (2) sealed envelopes, “A” and “B”:

· Envelope A should contain the “Technical Proposal” and be so labelled.

· Envelope B should contain the “Cost Proposal” and be so labelled.

2.6.2 The outer sealed envelope (Envelope C) containing envelopes “A” & “B” shall be clearly addressed as follows:

TENDER – HUMAN RESOURCE MANANGEMENT SYSTEM 

Attention:
The Director General


Jamaica Civil Aviation Authority


4 Winchester Road 



Kingston 10
Jamaica, W.I.
2.6.3 Envelopes A & B should bear the identity of the Bidder.
2.6.4 The sealed envelope containing the Technical Proposal shall include:

1. Valid Tax Compliance Certificate

2. Valid National Contracts Commission Certificate or Letter of Approval

3. Completed Application for Tender Form (See Appendix I)

4. Completed HRM System Requirements Form (Appendix II)

5. Completed Declaration Form (Appendix III)

6. Completed Disclaimer (Appendix IV)

7. Completed Client’s Referral Form (Appendix V)

8. Statement/Letter from Financial Institution

9. All other information requested in this document excluding the Cost Proposal.

2.6.5 Cost Proposal

Bidders should submit an estimate of projected costs including a breakdown of costs by phase.  In costing the proposal, the service provider must identify and cost all envisaged associated expenditure to having a fully functional and operational system in place for the client.  This includes, but is not limited to all:

· Software Development Cost

· Installation/Implementation Cost

· Training Cost

· Technical support/maintenance cost

· Programme Integration Cost

All totals must be equal to the sum of component costs.  In the event that there is a discrepancy, the Authority will use the sum of the individual costs as the bid price.

2.7 Proposal Submission

2.7.1 It is mandatory that all Proposals be delivered to the offices of Jamaica Civil Aviation Authority between the hours of 8:30am Monday to Thursday and 8:30 a.m. to 4:00 p.m. on Friday.  Proposals must arrive at the Authority no later than Tuesday, October 26, 2010 at 12:00 Noon.  

The Bidder’s designated representative must sign the form for receipt of tenders located in the Customer Service Area (First Floor).  Thereafter the Bidder’s designated representative shall place the bid in the Tender Box located in said area. 

2.7.2 Proposals or any part thereof, once submitted prior to the deadline, become the property of the Authority and will not be returned for any reason to the Bidder prior to the Tender Opening.

2.7.3 A submitted Proposal in the Authority’s possession may be altered/withdrawn provided that written notification of the modification/withdrawal is received prior to the submission deadline and placed in the Tender Box appropriately marked.  The Bidder’s authorized representative must sign the modification/withdrawal.

2.7.4 An authorized officer of the company must sign all tenders. 
2.7.5 Proposals sent by facsimile, telex, post and email will not be accepted.

2.8 Modification of Request for Proposal

2.8.1 The Authority may modify the RFP at any time prior to the close of the tender, for any reason, whether at its own initiative or in response to a clarification requested by a Bidder.  All bidders will be notified in writing of any amendments to the document.

2.8.2 To afford Bidders reasonable time in which to take the amendment into account when preparing their bids, the Authority may, at its own discretion, extend the deadline for the submission of Proposals.

2.9 Tender Opening

2.9.1 The tender box will be opened at 12:30 p.m. on Tuesday, October 26, 2010, in the Conference Room at the Jamaica Civil Aviation Authority or any other venue determined at the time of the opening.

2.9.2 Bidders are invited to attend the Tender Opening.

2.10 Enquires 

2.10.1 All queries and requests for clarification regarding the RFP shall be made no later than Tuesday, 19 October 2010 in writing to:

TENDER – HUMAN RESOURCE MANAGEMENT SYSTEM
Attention:
The Director General



Jamaica Civil Aviation Authority



4 Winchester Road 




Kingston 10

Jamaica, W.I.

                 OR

Fax to: Tender – Human Resource Management System 
Fax. No. 926-1452
                  OR


Email:  officemgt@jcaa.gov.jm 

2.11 Late Proposal

2.11.1 Late Proposals will not be accepted after the deadline for submission and there will be no right of recourse or appeal.

2.12 Cost Incurred Prior to Final Award of Contract

The Authority is not liable for any costs incurred by Bidders prior to execution of an agreement, contract or purchase order regardless of the outcome of the tendering process.  

2.13 Jamaica Civil Aviation Authority Disclaimer

The Authority will not be held liable in the event tenders are misplaced or prematurely opened in the case where instructions are not properly followed by Bidders.

3.0 EVALUATION PROCESS
The evaluation process will consist of three (3) steps:

3.1 Technical Evaluation

3.1.1 The Technical Proposal will be opened and evaluated prior to the opening of the envelope that contains the Cost Proposal.

3.1.2 A Technical Evaluation Committee selected by the Authority will evaluate the Technical Proposals on the basis of their responsiveness to the RFP, applying the selection criteria as mentioned herein. Responsive Proposals will be assessed and ranked based on the Evaluation Criteria Outlined in Appendix VI.

3.1.3 Bidders who obtain a minimum of seventy (70) points on the technical evaluation will be shortlisted and therefore have their Cost Proposal evaluated.  The Authority shall also list the bids that fail for dispatch of rejection notices, and return unopened their Cost Proposals along with all attachments.

3.1.4 Non-responsive Proposals and Proposals not attaining minimum scores will be automatically eliminated and Bidders notified in writing.
3.2 Demonstration

Bidders who have received seventy (70) or more points on the technical evaluation will be asked to do a live demonstration of the software being offered to a team selected by the Authority.

3.3 Cost Evaluation

The cost evaluation will be opened only for the short-listed Bidders.  The lowest bid in respect of cost will receive the maximum points (20) and all others points will be prorated using the formula below:
Cost Score (C) =    LT   x   20 

                            XT
LT
– Lowest tender

XT 
– Other Tenders 

The Authority is however not bound to accept the lowest bid.
4.0 TRAINING & IMPLEMENTATION SCHEDULE

4.1 Training

The Bidder must provide a detailed plan for training in the proposal.  The submission must include:

· An overview of the proposed training plan/strategy, for the core project team, end-users and technology personnel.

· The knowledge transfer strategy proposed by the Bidder to prepare the Authority’s staff to maintain the system after it is placed into operation.

· Descriptions of classes/courses/modules should be proposed in the training plan (including man-hours, days, etc.).  The Bidder must be very clear about exactly what training courses are included in the cost of the proposal as well as the associated cost for each module.

4.2 Implementation Schedule

The provision and implementation of the Human Resource Management System should be within three (3) months of the award of the contract.  The Bidder is requested to submit an implementation schedule with their proposal.
5.0 GENERAL REQUIREMENTS:

5.1 The programme being sought must be user friendly.  Wherever possible, easy to recognize icons should be used, and the user should be able to maneuver between the various fields with ease.  Each page should allow the user to click on an icon and return to the “home page”.

5.2 The software should be able to generate standard letters/memos and support existing physical security arrangements by monitoring the movement of employees at strategic points of the organization.   

5.3 The software should be capable of holding data on approximately 400 current employees, plus data relating to past employees of about 10,000 (minimum).

5.4 The programme should be web-based.

5.5 The Authority will own the source codes or have exclusive rights to modify the source code if it sees fit.

5.6 The Authority’s Information Technology Department must be able to install and configure the application without the assistance of the supplier or his agents.
5.7 The provider must be able to respond to programme failures within 24 hours. 

5.8 Any special arrangements, required by the provider, to facilitate the above, are to be identified.

5.9 The software being sourced by the organization must facilitate:

· Automation of repetitive processes

The reduction of human intervention in repetitive processes common to personnel and human resource management activities.

· Management Information
The generation of key management information to support the decision making process.

· Storage of data 

Easy and seamless access to present and past data.
· Online access to employees 
Allowing employees limited access to their own records to view items such as leave, loan balances and to make various applications online, etc.

· Online access to managers 
To assist with planning training and development, leave schedules, the online approval of application forms, etc.

· Online Analytical Processing  

Supporting the timely manipulation of data to produce strategic reports, generate other reports and lists.  

· Performance Management and Incentive Payments 
Provide linkage with the employees output and the payment of the performance incentives to the employee. 

· Prompts 
Automatically prompts the HR officers to take timely actions such as confirmation of appointments, review performance, expiration of contracts, etc.
          

The Bidder is being asked to complete the document in Appendix II which will be used in evaluating suitability for selection.

APPENDIX I

JAMAICA CIVIL AVIATION AUTHORITY
APPLICATION FOR TENDER

HRM SYSTEM AND IMPLEMENTATION SERVICES

NAME OF TENDER:

__________________________________________________________

COMPANY NAME:

__________________________________________________________

ADDRESS:


__________________________________________________________





__________________________________________________________

A:
PRINCIPAL OFFICERS:

	NAME
	QUALIFICATION
	NUMBER OF YEARS EXPERIENCE IN SOFTWARE DEVELOPMENT 

	1. 
	
	

	2. 
	
	

	3. 
	
	


B.
Company Experience in the Industry

The experience of the applicant/company must be included in the Corporate Profile.  This information should explicitly state:

· the corresponding number of years

· size of organization for which service was provided

· number of personnel included in database 
C.
Proposed Training Plan & Implementation Schedule for the Jamaica Civil Aviation Authority
See clause 4.0 for details.
APPENDIX II

HRM SYSTEM REQUIREMENTS

GENERAL
	Please indicate your response to each requirement using one of the following:

Key: S – can satisfy; M – can modify to meet requirement;  U – unable to meet requirement

	Requirement:

	Response
	COMMENTS

	1. Accommodate > 10,400 personnel records (active and inactive).
	
	

	2. Easy access to inactive files.  Ability to use inactive records upon rehire and indicate the number of times rehired.
	
	

	3. Ability of employees to check specific personal data on themselves.
	
	

	4. Multiple data entry locations /MULTIUSER within the Authority (from all locations).
	
	

	5. Multi-level security - Facilitate different access levels, allowing for audit trails for changes/access.
	
	

	6. Option for employee numbers to be generated by the system and must be non-reusable (e.g. Inactive employees)
	
	

	7. Ability to interface with subsystems such as Payroll.
	
	

	8. Ability to recognize and maintain multiple components of salary (e.g. basic, seniority, personal pensionable allowance, subsistence, incentive, pay in lieu of vacation leave, etc.) and manage fixed and variable components of salary.
	
	

	9. Be able to accommodate the down-loading of targeted data into generic software types e.g. Microsoft Excel.
	
	


	Please indicate your response to each requirement using one of the following:

Key: S – can satisfy; M – can modify to meet requirement;  U – unable to meet requirement

	GENERAL – Requirement
	Response
	COMMENTS

	10. An integrated report writer with the ability to generate reports such as a Manpower Report; Absenteeism Reports by categories such as vacation, illness, business travel, study, industrial action.
	
	

	11. Ability to store job descriptions and specifications. 
	
	

	12. Software should be accessible throughout the network.
	
	

	13. Loan and Benefits tracking
	
	

	14. Date and other prompts/ reminders e.g. For work permits if employee is non-Jamaican; birthdays; end of probationary periods; anniversary dates, end of employment contract; renewal of insurance, employment, outstanding documents, etc.
	
	

	15. Management of ID cards, company pins, credit cards, etc. with fields for serial numbers.
	
	

	16. Tracking man-hours lost from illness, business travel, industrial action, etc.
	
	

	17. Track punctuality
	
	

	18. Movement of staff from one Department/Division to another (transfer)
	
	

	19. Ability to calculate people cost based on the following variables:  basic salary; motor vehicle Allowance; incentive; group life premium; monthly medical premium; uniform, Gratuity; company & payroll costs
	
	


	Please indicate your response to each requirement using one of the following:

Key: S – can satisfy; M – can modify to meet requirement;  U – unable to meet requirement

	 GENERAL -   Requirement
	Response
	COMMENTS

	20. Ability to generate letters such as job letters, response to applicants, salary increase, incentive, warnings, congratulations, condolences, employment and termination of employment.
	
	

	21. Create and manipulate organizational/divisional structure charts
	
	

	22. Scanning and storing of documents (NIS, TRN, Academic Records, Photographs, etc.) for each employee.
	
	


RECRUITMENT MODULE 

	Please indicate your response to each requirement using one of the following:

Key: S – can satisfy; M – can modify to meet requirement;  U – unable to meet requirement

	 Requirement 
	Response
	COMMENTS

	1. On-line completion of job application forms.
	
	

	2. Field for applicants’ test scores.
	
	

	3.  The ability to maintain and track applicant status.
	
	

	4. Ability to convert applicant to employee with minimum data entry requirements.
	
	

	5. Ability to match profile of applicant for new position.
	
	

	6. Flexibility in generating applicant numbers.
	
	

	7. Generating standard letters such as “No Vacancy” and “Offer” letters and the option for mail merge. 
	
	

	8. Hold post profiles with salaries and benefits, etc.  (Ability to store details of job applicants).
	
	

	9. Orientation Checklist Pre-Arrival; Day 1; Week 1)
	
	


EMPLOYEE BIO MODULE 

	Please indicate your response to each requirement using one of the following:

Key: S – can satisfy; M – can modify to meet requirement;  U – unable to meet requirement

	Requirement 


	Response
	COMMENTS

	1. Name
	
	

	2. Job Title
	
	

	3. Job Category (e.g. management, supervisory, clerical,  professional, operational, auxiliary, administrative, technical)
	
	

	4. Employee Number
	
	

	5. Address
	
	

	6. Telephone Number/s
	
	

	7. Email address
	
	

	8. Division/Department
	
	

	9. Branch
	
	

	10. Date of Employment, transfer, etc (multiple fields)
	
	

	11. Contract period
	
	

	12. Date of appointment
	
	

	13. Employment Status (permanent, temporary, contract, retired)
	
	

	14. Previous work history and relevant dates
	
	

	15. Gender
	
	

	16. Marital Status ( married, single, divorced, common law)


	
	

	17. Date of Birth
	
	

	18. Nationality
	
	

	19. Salary
	
	

	20. Salary Ranges/Bands
	
	

	Please indicate your response to each requirement using one of the following:

Key: S – can satisfy; M – can modify to meet requirement;  U – unable to meet requirement

	EMPLOYEE BIO MODULE (cont’d) 
	Response
	COMMENTS

	21. Incentive/Productivity-linked codes
	
	

	22. Seniority Allowance/Personal Pensionable Allowance
	
	

	23. Travelling Officers (yes/no) – Type of Allowance Received; Rates Paid; Expiry Dates of Motor Vehicle Documents (Indication when new documents needed)
	
	

	24. Education (school; institution)
	
	

	25. Academic Qualifications (to list by type of exam e.g. C.X.C. and Grades – A,B,C or 1,2,3)
	
	

	26. Skills (e.g. sign language )
	
	

	27. Union affiliation
	
	

	28. Year of Retirement (to facilitate projections)
	
	

	29. Medical Scheme category
	
	

	30. Eligibility for Benefits, Date of Entry, Termination Date:

a. Group Life and AD&D

b. Group Health

c. Pension (includes percentage of contribution) / Gratuity

d. Personal Accident
	
	

	31. Beneficiary information (names, TRN, addresses, relationships (must be able to accept the description ESTATE/TRUSTEE, Percentage share of benefit, etc.)
	
	

	32. Emergency contact information (name, relationship, phone numbers)
	
	

	33. Physician (name, contact information, special notes – allergies, etc.)
	
	

	34. 
	
	


	Please indicate your response to each requirement using one of the following:

Key: S – can satisfy; M – can modify to meet requirement;  U – unable to meet requirement

	EMPLOYEE BIO MODULE (cont’d)
	Response
	COMMENTS

	35. Record disciplinary action
	
	

	36. Incident/Personal event reporting (e.g. fighting on the job; act of bravery; illness) and resulting action
	
	

	37. Special Interest (e.g. Sporting activities Football, singing, dancing )
	
	

	38. Clubs and affiliations
	
	

	39. Indicate safety/other items distributed to staff.
	
	


SEPARATION MODULE 

	Please indicate your response to each requirement using one of the following:

Key: S – can satisfy; M – can modify to meet requirement;  U – unable to meet requirement

	Requirements 

	Response
	COMMENTS

	1. Date of Separation
	
	

	2. Reason for Separation 
	
	

	3. Option – would you rehire/ not rehire, state reason
	
	

	4. Separation payments, e.g.  Pension Refund; Notice Pay; Gratuity; Vacation Days; Pension Portability

	
	

	5. Separation checklist  
	
	

	6. Exit Interview Details
	
	

	7. Flag items to be returned on date of separation (e.g. keys, safety gears, health cards, identification cards, etc.).  Create link with Benefits Management accordingly.
	
	


EMPLOYEE TRAINING 
	Please indicate your response to each requirement using one of the following:

Key: S – can satisfy; M – can modify to meet requirement; ; U – unable to meet requirement

	Requirement 


	Response
	COMMENTS

	1. Employee training history 
	
	

	2. Training scheduling: preparation of class list and course information prior to training
	
	

	3. Cost scheduling & tracking:  particularly for comparing overhead costs
	
	

	4. Resource scheduling (presenters)
	
	

	5. Registration/cancellation on line
	
	

	6. Training gap analysis based on job specification
	
	

	7. Generating reports: select and print certificates and training reports including:
· Comparative reports by categories;  

· Progress reports; cost reports (current & past employees); 

· Course completion reports with subjects and grades
	
	

	8 Reminder system: software should allow for  reminders of  class dates along with the associated check list as well as Budget usage reminders
	
	

	9. Training Calendars: generate yearly and half-yearly training calendars
	
	

	10.  Maintain course outlines
	
	

	11.  Generation of a booklist by title, author or Publisher.
	
	


	Please indicate your response to each requirement using one of the following:

Key: S – can satisfy; M – can modify to meet requirement;  U – unable to meet requirement

	EMPLOYEE TRAINING (cont’d) 

Requirements :
	Response
	COMMENTS

	12. Track training budget and expenditure
	
	

	13. Hold data on other development needs identified and provided
	
	

	14. Track training needs
	
	


SUCCESSION PLANNING MODULE 

	Please indicate your response to each requirement using one of the following:

Key: S – can satisfy; M – can modify to meet requirement;  U – unable to meet requirement

	Requirements  


	Response
	COMMENTS

	1. Ability to accommodate specific criteria for new positions. 
	
	

	2. Matching the profile of existing employees to identify potential successors for future positions.
	
	

	3. Training identified for incumbent successors.  Development activities that are to take place and target date
	
	

	4. Successor data – name, position, key function
	
	

	5. Incumbent data – name, position, key function
	
	

	6. Record of key positions for Succession Planning and the key skills required for the position.
	
	


LEAVE MANAGEMENT MODULE 

	Please indicate your response to each requirement using one of the following:

Key: S – can satisfy; M – can modify to meet requirement;  U – unable to meet requirement

	Requirements 
	Response
	COMMENTS

	1. Tracking of vacation, sick, departmental, maternity and study leave entitlements
	
	

	2. Accommodating different formulae for calculating leave entitlement 

· Maternity leave – 3 months after one year’s service;  

· Sick leave – 15 days per year, 

· Departmental leave – 5 days per year,
· Vacation leave – earned on a monthly basis

· No vacation leave earned during no pay, maternity and a certain period of time for sick leave, etc.
	
	

	3. Leave balance calculation
	
	

	4. Allotting new entitlements based on years of service
	
	

	5. Flag excessive leave accumulation
	
	

	6. Create report indicating monetary value of vacation leave.
	
	

	7. Flag exhaustion of Departmental and Sick Leave.
	
	


PERFORMANCE MANAGEMENT MODULE 
	Please indicate your response to each requirement using one of the following:

Key: S – can satisfy; M – can modify to meet requirement;  U – unable to meet requirement

	Requirements 
	Response
	COMMENTS

	1. Tracking of  performance appraisals (scores, development needs, competence gains) – Links to Incentive payment scheme
	
	

	2. Accommodation of qualitative aspect of appraisal
	
	

	3. Management of internal training i.e. identify employees who have not yet undergone desired training
	
	


BENEFITS MANAGEMENT MODULE 

	Please indicate your response to each requirement using one of the following:

Key: S – can satisfy; M – can modify to meet requirement;  U – unable to meet requirement

	Requirements 
	Response
	COMMENTS

	1. The management of all benefits such as:

Uniform, Group Health Coverage, Group Life and AD&D Coverage, Personal Accident Insurance Coverage, Lunch Subsidy, Car, Laptop Computer, Tools, Cellular Phones, Beepers, Safety Gears, Books, Credit Cards, Gas Cards and record serial number and date issued, where applicable.
	
	

	2. A direct link to the Termination Module to generate a prompt upon an employee’s termination.
	
	


OTHER 

	Please indicate your response to each requirement using one of the following:

Key: S – can satisfy; M – can modify to meet requirement;  U – unable to meet requirement

	Requirements 
	Response
	COMMENTS

	1. Allow for access to users as follows:

VIEWING ONLY

· Each employee should be allowed to view his/her own record

· Team Leaders/Managers should be allowed to view records of subordinates/reports.

· Director General should be able to view all records.

VIEW & UPDATE:

· HRM – Manager; HR Officers; Administrative Officer; Administrative Assistant; Clerical Officer

Employees should be able to complete and submit forms such as leave, loan, salary advances, etc. online.
	
	

	2. The following should be linked to the Finance & Accounting Service Division’s system:

· Salary

· Employment Date (permanent)

· Contract Period (temporary, contract, summer)

· Gratuity (%)

· Pension Deduction (%)

· Leave Balances

· No Pay Leave

· Lunch Subsidy

· Lunch Bill

· Loan Balances

· Salary Advances

· Travel Allowances

· Deductions e.g. Dependent health coverage, Union dues, loan repayments, COK, Sagicor, NHT, Students’ Loan, etc.
	
	

	
	
	


TECHNOLOGICAL INFORMATION
	Please indicate your response to each requirement using one of the following:

Key: S – can satisfy; M – can modify to meet requirement;  U – unable to meet requirement

	Minimum Requirements
	Response
	COMMENTS

	Hardware Platform: (server side) Intel Dual Quad Core Xenon 2.5GHz- 2GB RAM/(clients side) Intel Core Duo 2.0GHz-1 GB RAM


	
	

	Database Platform: Microsoft SQL 2005 Standard Edition


	
	

	Operating System: (server side) Microsoft Windows Server  2008 RC2/ (client side) Windows XP SP2 & Windows Vista SP1

	
	


APPENDIX III

DECLARATION FORM

To:     The Director General
          Jamaica Civil Aviation Authority 

          4 Winchester Road

          Kingston 10

          Jamaica, W.I.

Name of Bidder:

                  ____________________________________________________ ______________

Address of Bidder:

                  ___________________________________________________________________

                  ___________________________________________________________________

We (                                                ) hereby declare that to the best of our information, no corporate action has been taken nor has any other steps been taken or legal proceedings started or threatened against the bidder for its winding up, dissolution or reorganization or for the appointment of a receiver, administrator, trustee or subsidiary of the Bidder or any or all of its assets and undertaking.
That, so far as we are aware after due enquiry, no litigation, arbitration or administrative proceedings are at present current, pending or threatened, which might if adversely determined have a material adverse effect on the business, assets or financial condition of the Bidder or those of any of its subsidiaries.

________________________________________________        

Signature and Seal

________________________________________________

Date

Note:      This Declaration must be on the Letterhead of the external auditor or legal firm and must be included by the Bidder in its bid.

Appendix IV

DISCLAIMER

TO:
The Director General
Jamaica Civil Aviation Authority 


4 Winchester Road


Kingston10

Jamaica, W.I.

NAME OF BIDDER:            

--------------------------------------------------------------------------------------------------

ADDRESS OF BIDDER:     

--------------------------------------------------------------------------------------------------

BID PURPOSE:

HUMAN RESOURCE MANAGEMENT SYSTEM
We the above-mentioned Bidder for the bid referred to above, hereby verify that the information contained in our bid document is accurate and hereby acknowledge that the Authority does not give any representation, warranty or undertaking, expressed or implied in respect of the information contained in the bid document and no responsibility or liability will be accepted by the Authority as to the accuracy or completeness of the document or for any other written or oral information made available to bidders.

________________________________________________        

Signature and Seal

________________________________________________

Date

APPENDIX V

CLIENT’S REFERRAL FORM
To be completed, signed and, stamped or sealed and placed in a sealed envelope stamped/marked CONFIDENTIAL by the client.  The sealed envelope must be addressed as stated below and included in the Technical Proposal.

The Director, Human Resources

Jamaica Civil Aviation Authority

4 Winchester Road

Kingston 10
Jamaica, W.I.
The front of the envelope should state:

REFERRAL FOR (COMPANY NAME)

Please note that referrals are required from two (2) separate clients to which you provided similar service within the last five (5) years.  See pages 29-30 for a copy of the client referral form that must be completed by the Client.

CLIENT REFERRAL FORM
The Director General
Jamaica Civil Aviation Authority

4 Winchester Road

Kingston 10

GENERAL BACKGROUND

Name of Client ____________________________________________Phone No. _______________

Address ____________________________________________________________________________

_____________________________________________________________________________________
email address ______________________________________________________________________
Service Date ________________________ Number of Employees _________________________ 
Software Programme/Version _______________________________________________________

PROJECT SCOPE
Please indicate which aspects of the programme you have implemented by checking the boxes below:

	⁭  Human Resources

⁭  Job Classification

⁭  Personnel Administration

⁭  Application Tracking

⁭  Performance Management

⁭  Retirement

⁭  Grievance Tracking

⁭  Risk Management
	⁭  Benefit Plan Administration 

⁭  Forecasting/Reporting

⁭  Employee Self Service

⁭  Salary Administration

⁭  Payroll Processing

⁭  Financial Interface




ASSOCIATED COSTS

	Software ___________________________
Technical Support _________________

Maintenance ______________________

	Installation/Implementation Services _________

Programme Integration  __________________
 Other (please indicate) __________________




TECHNOLOGY INFORMATION

Hardware Platform ________________________________________________________________

Database Platform _________________________________________________________________

Operating System __________________________________________________________________
QUALITY OF SERVICE

Please rate the quality of service offered by placing a tick beside your choice. Kindly indicate the reason for your selection on the lines provided.

· Excellent


· Good 


· Satisfactory 


· Unsatisfactory 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

GENERAL COMMENTS

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Name:

______________________________________

Title:

______________________________________

Signature:
______________________________________

Date: 

______________________________________

APPENDIX VI

TENDER EVALUATION STRUCTURE 
The Weighting for Quality (the Technical Proposal) shall be 70 points

Demonstration shall be 10 points
The Weighting for Cost (the Cost Proposal) shall be 20 points

The Minimum Passing Quality Score for the Technical Proposal and Demonstration is 70 percent
The following point allocation will be used to determine the final scores:
	#
	Criteria
	Points

Allocated
	Points

Awarded

	I
	Ability to meet HRM Systems Requirement 
	40
	

	
	· A clear methodology and work plan – outlining the bidders understanding of the Scope of Work , taking into consideration the bidders perception of the operations, training plan and implementation schedule and demonstrating first-class solutions to get the job done to specifics and on time (failure to demonstrate an understanding of the JCAA environment in which work will be undertaken will result in the lost of 3 points)
	30
	

	
	· Provision of the requested information in the required format. (No points will be awarded if this request is not complied with. In addition, it will result in the deduction of points from sections to which the requested information relates).
	8
	

	
	· Value added offering
	2
	

	ii.
	Bidders Resources
	10
	

	
	· Availability of over JA$2M worth of liquid asset as per the last three (3) years audited financial statements or statement proving credit worthiness for a similar amount in any one year. For every Million less than 2, 2 points will be deducted up to a maximum of 5 points.
	5
	

	
	· Availability of appropriate level of inventory to ensure that work is carried out in the specified time, to the appropriate specifications and to the agreed price.
	5
	

	iii
	Staffing & Qualification
	10
	

	
	· At least three (3) trained personnel on team (for every one less that 6, 0.5 points will be deducted up to a maximum of 6 points). Team members who are not trained will not be counted for this purpose.
	3
	

	
	· Adequacy of qualification and competence of the key personnel related to this assignment. 
	3
	

	
	· Team leader must possess at least 5 years management (M) experience and (5) years technical (T) experience for a combination of 10 year’s experience. 0.1 points will be deducted for each “M” year less than 5 years and 0.5 point will be deducted for each “T” year less than 5 years up to a maximum of 2 points.
	2
	

	
	· At least 15 years Cumulative experience in the trade of the team supplying the requisite services. (For each year less that 15, 0.05 will be deducted up to a maximum of 2 points).


	2
	

	iv
	Past Performance
	10
	

	
	· Execution of at least 10 similar or larger size contract over the past three years (for each contract less that 10, 0.2 point will be deducted up to a maximum of nine points).
	4
	

	
	· Bonus points will be added where bidder have executed more than 10 contracts for a similar period.
	3
	

	
	· Provide written references from three clients similar in terms of staff complement and system requirement (for each reference less that three, 0.1 point will be deducted).

	3
	

	v
	Demonstration
	10
	

	vi
	FINANCIAL  - Price
	20
	

	
	The lowest Proposal Price is assigned the full 20 points. The number of points for the proposal under consideration is calculated from:

· P= CLP/CPC x 20

· P = No. of points for proposal under consideration

· CLP = cost of lowest proposal

· CPC = cost of proposal under consideration


	
	

	
	Total  Points
	100
	


APPENDIX vii
RFP No. JCAA2010/03
Certificate of Declaration

I/We certify that the information supplied in this Proposal is complete and accurate, and that the cost or pricing submitted to the JCAA in response to this Request for Proposal is current as of the date of execution of this RFP.  

I/We further certify that the applicant has not been barred or declared ineligible by the Government of Jamaica for bidding to supply goods and services, and that this Proposal complies with the specifications issued by the JCAA. 

I/We also undertake to advise the JCAA of any changes within the Company that could affect this application.

The named individual or company submitting and signing this Proposal verifies that he/she is a duly authorized office of the Company and that his/her signature attest that all items and conditions contained in this Request for Proposal are understood and accepted.

I/We understand that by not agreeing to the RFP specifications, requirements, rights, terms and conditions, the Proposal may be rejected as non-responsive.

____________________

____________________________

Print Name





Authorized Signature








  

Appendix viii

Tender Profile

RFP No. JCAA2010/03
	Name of Applicant


	Date of Application

	Name of Company
	Address



	Mailing Address (if different)


	Tel:

Fax:

E-Mail:

	Type of Company: (Please mark one)

□ Individual   □ Partnership   □ Corporation


	If Corporation, date incorporated:

	Please list all persons authorized to sign contracts in your name


	

	Name
	Official Capacity

	
	

	
	

	
	

	How many years has your company been in business?



	Please list three (3) major clients for whom you have provided similar services over the past three years

	Name
	Address
	Period
	Brief Description of Service

	
	
	
	

	
	
	
	

	
	
	
	


Use a separate sheet of paper if necessary

Statement of Qualification (State reasons why the Company is uniquely qualified to undertake the work as described.  Use a separate sheet of paper if necessary).




Affix Company


Seal/Stamp


here








Jamaica Civil Aviation Authority 


September  2010




 2

