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Request for Quotation (RFQ)

For: 
Purchasing local software for managing Bangladesh Provident Fund
Date: 
26 Aug 2019
1
Overview of the British Council

1.1 
The British Council is the UK’s international organisation for cultural relations and educational opportunities. We create friendly knowledge and understanding between the people of the UK and other countries. We do this by making a positive contribution to the UK and the countries we work with – changing lives by creating opportunities, building connections and engendering trust.

1.2
We work with over 100 countries across the world in the fields of arts and culture, English language, education and civil society. Each year we reach over 20 million people face-to-face and more than 500 million people online, via broadcasts and publications. Founded in 1934, we are a UK charity governed by Royal Charter and a UK public body
1.3 
The British Council employs over 10,500 staff worldwide. It has its headquarters in the UK, with offices in London, Manchester, Belfast, Cardiff and Edinburgh. Further information can be viewed at www.britishcouncil.org.  
2
Introduction and Background to the Project / Programme

2.1 
British Council Bangladesh Employee Provident Fund institutes of fund management by five boards of trustees and according to the by-laws and rules any country appointed staff can voluntary register for Provident Fund after completing their probation period. Currently we are managing the entire PF scheme for 109 locally appointed staff including full time teachers who have registered and as the size of country workforce increases, this headcount of PF registered members will increase in future to a growing number. 
2.2
The purpose and scope of this RFP is for an IT solution that will cater to the end-to-end process of managing these funds, which would include financial reporting comprising statement of financial position (Balance Sheet), Statement of Income and Expenditure, Receipt and Payment statements, record of financial transactions, investment income calculation, loan management and interest income calculation, Provident Fund Register Maintenance. 

Bidders can propose a product which will be customized to meet the requirements, or, with part of the functionality provided by a software product and part by developed software.  
3 
Tender Conditions and Contractual Requirements

This section of the RFP sets out the British Council’s contracting requirements, general policy requirements, and the general tender conditions relating to this procurement process (“Procurement Process”). 

3.1
Contracting requirements

3.1.1
The contracting authority is the British Council which includes any subsidiary companies and other organisations that control or are controlled by the British Council from time to time (see: http://www.britishcouncil.org/organisation/structure/status). 

3.1.2
The appointed supplier will be expected to deliver the goods and/or provide services for employees in Bangladesh.
3.1.3
The British Council’s contracting and commercial approach is to utilise the supplier’s contract. However, British Council do have specific requirements and would ask that when responding to this tender you provide a draft contract for British Council’s consideration.
3.2
General Policy Requirements

3.2.1 
By submitting a tender response in connection with this Procurement Process, potential suppliers confirm that they will, and that they shall ensure that any consortium members and/or subcontractors will, comply with all applicable laws, codes of practice, statutory guidance and applicable British Council policies relevant to the goods and/or services being supplied. All relevant British Council policies that suppliers are expected to comply with can be found on the British Council website (https://www.britishcouncil.org/organisation/transparency/policies). The list of relevant policies includes (but it is not limited to): Anti-Fraud and Corruption, Child Protection Policy, Equality, Diversity and Inclusion Policy, Fair Trading, Health and Safety Policy, Environmental Policy, Records Management, and Privacy. 

3.3
General tender conditions (“Tender Conditions”)

3.3.1
Application of these Tender Conditions – In participating in this Procurement Process and/or by submitting a tender response it will be implied that you accept and will be bound by all the provisions of this RFP and its Annexes. Accordingly, tender responses should be on the basis of and strictly in accordance with the requirements of this RFP. 
3.3.2
Third party verifications – Your tender response is submitted on the basis that you consent to the British Council carrying out all necessary actions to verify the information that you have provided; and the analysis of your tender response being undertaken by one or more third parties commissioned by the British Council for such purposes. 

3.3.3 
Information provided to potential suppliers – Information that is supplied to potential suppliers as part of this Procurement Process is supplied in good faith. The information contained in the RFP and the supporting documents and in any related written or oral communication is believed to be correct at the time of issue but the British Council will not accept any liability for its accuracy, adequacy or completeness and no warranty is given as such. This exclusion does not extend to any fraudulent misrepresentation made by or on behalf of the British Council. 

3.3.4 
Potential suppliers to make their own enquires – You are responsible for analysing and reviewing all information provided to you as part of this Procurement Process and for forming your own opinions and seeking advice as you consider appropriate. You should notify the British Council promptly of any perceived ambiguity, inconsistency or omission in this RFP and/or any in of its associated documents and/or in any information provided to you as part of this Procurement Process. 

3.3.5
Amendments to the RFP – At any time prior to the Response Deadline, the British Council may amend the RFP. Any such amendment shall be issued to all potential suppliers, and if appropriate to ensure potential suppliers have reasonable time in which to take such amendment into account, the Response Deadline shall, at the discretion of the British Council, be extended. 

3.3.6 
Compliance of tender response submission – Any goods and/or services offered should be on the basis of and strictly in accordance with the RFP (including, without limitation, any specification of the British Council’s requirements, these Tender Conditions and the Contract) and all other documents and any clarifications or updates issued by the British Council as part of this Procurement Process.

3.3.7
Modifications to tender response documents once submitted – You may modify your tender response prior to the Response Deadline by giving written notice to the British Council. 

3.3.8
Rejection of tender responses or other documents – A tender response or any other document requested by the British Council may be rejected which:

· contains gaps, omissions, misrepresentations, errors, uncompleted sections, or changes to the format of the tender documentation provided;

· contains hand written amendments which have not been initialled by the authorised signatory;

· does not reflect and confirm full and unconditional compliance with all of the documents issued by the British Council forming part of the RFP; 

· contains any caveats or any other statements or assumptions qualifying the tender response that are not capable of evaluation in accordance with the evaluation model or requiring changes to any documents issued by the British Council in any way; 

· is not submitted in a manner consistent with the provisions set out in this RFP; 

· is received after the Response Deadline.

3.3.10
Disqualification – If you breach these Tender Conditions, if there are any errors, omissions or material adverse changes relating to any information supplied by you at any stage in this Procurement Process, if any other circumstances set out in this RFP, and/or in any supporting documents, entitling the British Council to reject a tender response apply and/or if you or your appointed advisers attempt:

· to inappropriately influence this Procurement Process; 

· to fix or set the price for goods or services; 

· to enter into an arrangement with any other party that such party shall refrain from submitting a tender response; 

· to enter into any arrangement with any other party (other than another party that forms part of your consortium bid or is your proposed sub-contractor) as to the prices submitted; or 

· to collude in any other way 

· to engage in direct or indirect bribery or canvassing by you or your appointed advisers in relation to this Procurement Process; or 

· to obtain information from any of the employees, agents or advisors of the British Council concerning this Procurement Process (other than as set out in these Tender Conditions) or from another potential supplier or another tender response, 

The British Council shall be entitled to reject your tender response in full and to disqualify you from this Procurement Process. Subject to the “Liability” Tender Condition below, by participating in this Procurement Process you accept that the British Council shall have no liability to a disqualified potential supplier in these circumstances.

3.3.11
Tender costs – You are responsible for obtaining all information necessary for preparation of your tender response and for all costs and expenses incurred in preparation of the tender response. Subject to the “Liability” Tender Condition below, you accept by your participation in this procurement, including without limitation the submission of a tender response, that you will not be entitled to claim from the British Council any costs, expenses or liabilities that you may incur in tendering for this procurement irrespective of whether or not your tender response is successful. 

3.3.12
Rights to cancel or vary this Procurement Process - By issuing this RFP, entering into clarification communications with potential suppliers or by having any other form of communication with potential suppliers, the British Council is not bound in any way to enter into any contractual or other arrangement with you or any other potential supplier. It is intended that the remainder of this Procurement Process will take place in accordance with the provisions of this RFP but the British Council reserves the right to terminate, amend or vary (to include, without limitation, in relation to any timescales or deadlines) this Procurement Process by notice to all potential supplier in writing. Subject to the “Liability” Tender Condition below, the British will have no liability for any losses, costs or expenses caused to you as a result of such termination, amendment or variation. 

3.3.13
Consortium Members and sub-contractors – It is your responsibility to ensure that any staff, consortium members, sub-contractors and advisers abide by these Tender Conditions and the requirement of this RFP. 

3.3.14
Liability – Nothing in these Tender Conditions is intended to exclude or limit the liability of the British Council in relation to fraud or in other circumstances where the British Council’s liability may not be limited under any applicable law. 
4 
Confidentiality and Information Governance

4.1
All information supplied to you by the British Council, including this RFP and all other documents relating to this Procurement Process, either in writing or orally, must be treated in confidence and not disclosed to any third party (save to your professional advisers, consortium members and/or sub-contractors strictly for the purposes only of helping you to participate in this Procurement Process and/or prepare your tender response) unless the information is already in the public domain or is required to be disclosed under any applicable laws.

4.2
You shall not disclose, copy or reproduce any of the information supplied to you as part of this Procurement Process other than for the purposes of preparing and submitting a tender response. There must be no publicity by you regarding the Procurement Process or the future award of any contract unless the British Council has given express written consent to the relevant communication. 

4.3
This RFP and its accompanying documents shall remain the property of the British Council and must be returned on demand. 

4.4
The British Council reserves the right to disclose all documents relating to this Procurement Process, including without limitation your tender response, to any employee, third party agent, adviser or other third party involved in the procurement in support of, and/or in collaboration with, the British Council. The British Council further reserves the right to publish the Contract once awarded and/or disclose information in connection with supplier performance under the Contract in accordance with any public sector transparency policies (as referred to below). By participating in this Procurement Process, you agree to such disclosure and/or publication by the British Council in accordance with such rights reserved by it under this paragraph.  

4.5
The Freedom of Information Act 2000 (“FOIA”), the Environmental Information Regulations 2004 (“EIR”), and public sector transparency policies apply to the British Council (together the “Disclosure Obligations”).  

4.6
You should be aware of the British Council’s obligations and responsibilities under the Disclosure Obligations to disclose information held by the British Council. Information provided by you in connection with this Procurement Process, or with any contract that may be awarded as a result of this exercise, may therefore have to be disclosed by the British Council under the Disclosure Obligations, unless the British Council decides that one of the statutory exemptions under the FOIA or the EIR applies. 

4.7
If you wish to designate information supplied as part of your tender response or otherwise in connection with this tender exercise as confidential, you must provide clear and specific detail as to:

· the precise elements which are considered confidential and/or commercially sensitive;

· why you consider an exemption under the FOIA or EIR would apply; and 

· the estimated length of time during which the exemption will apply.  

4.8
The use of blanket protective markings of whole documents such as “commercial in confidence” will not be sufficient. By participating in this Procurement Process, you agree that the British Council should not and will not be bound by any such markings.

4.9
In addition, marking any material as “confidential” or “commercially sensitive” or equivalent should not be taken to mean that the British Council accepts any duty of confidentiality by virtue of such marking. You accept that the decision as to which information will be disclosed is reserved to the British Council, notwithstanding any consultation with you or any designation of information as confidential or commercially sensitive or equivalent you may have made. You agree, by participating further in this Procurement Process and/or submitting your tender response, that all information is provided to the British Council on the basis that it may be disclosed under the Disclosure Obligations if the British Council considers that it is required to do so and/or may be used by the British Council in accordance with the provisions provision of this RFP.

4.10
Tender responses are also submitted on the condition that the appointed supplier will only process personal data (as may be defined under any relevant data protection laws) that it gains access to in performance of this Contract in accordance with the British Council ’s instructions and will not use such personal data for any other purpose. The contracted supplier will undertake to process any personal data on the British Council’s behalf in accordance with the relevant provisions of any relevant data protection laws and to ensure all consents required under such laws are obtained.  
5
Tender Validity

5.1
Please clearly state the validity of your tender response. It is expected that minimum period applied will be 30 days after Response Deadline. A tender response not valid for this period may be rejected by the British Council.
6
Payment and Invoicing 

6.1 
The British Council will pay correctly addressed and undisputed invoices within 30 days in accordance with the requirements of the Contract. Suppliers to the British Council must ensure comparable payment provisions apply to the payment of their sub-contractors and the sub-contractors of their sub-contractors. 
The British Council preferably requires bi-annual payment (please advise if this is not possible and state the reason) of insurance premium in local currency with bi-annual adjustment (or agreed alternative). Our chosen provider must be able to meet the invoicing requirements of the British Council along with the ability to include our Purchase Order number within invoices issued. A notification of late payment must be highlighted with a minimum notice period of 7 days to be given to the British Council of any suspension to cover.
General requirements for an invoice for the British Council include:

· A description of the good/services supplied is included.

· The British Council Purchase Order number is included.
· The employee name, membership number and period of cover.

7
Specification  

Providers must fit the following criteria. These will be assessed through the tender response.
7.1 
Detailed description of the proposed solution:
The proposed solution architecture and components aimed at meeting the requirements covering following should be included:
· Description of the proposed solution

· Description of the proposed solution architecture

· Security standards

· Specifications and licensing details of extra software if required and included in the bid. Bidder should include the cost of all software/add-ons that may be required for the implementation of the solution in their bid.

· Minimal and detailed hardware footprint required for hosting the solution should be proposed by the bidder.

7.2 
Experience of the Firm

Detailed information of existing clientele and description of similar implementation done for an organization or a large corporate entity covering:
· Project scope, duration, client profile, references
· Description of the solution architecture

· Usage of Security standards

7.3
Methodology and Work plan:
· Implementation Approach and best practices proposed

· Project organization and management structure

· Project Plan

· Deliverables

· Testing methodology

· Post go-live support

7.4
Training and Change Management:
· Training methodology

· User documentation and system documentation

· Please identify what you believe are the primary characteristics that differentiate your firm from others in the market and explain why you believe you are uniquely positioned to work successfully with the British Council.
8 
Mandatory Requirements / Constraints 

8.1
As part of your tender response, you must confirm that you meet the mandatory requirements / constraints, if any, as set out in the British Council’s specification forming part of this RFP. A failure to comply with one or more mandatory requirements or constraints shall entitle the British Council to reject a tender response in full. 
9 
Qualification Requirements

9.1
Not used
10
Key further information
The proposed solution should ensure the financial transactions are recorded by ensuring the following procedure post deducting PF contribution from payroll each month:
10.1  
Produce the financial statements or reports on financial year based.

10.2
Transfer the data to PF register from each month’s payroll statement. 
This includes the following head of transactions:

· Employee ID

· Name

· Designation

· Gross salary

· Employee Contribution (% of gross salary except transport allowance)

· Employer Contribution (% of gross salary except transport allowance)

· Total Contribution (Employees’ + Employer’s Contribution)

There should be PF Register into the software and each month we will be able to upload the contribution directly from each month’s payroll statement.
The above fields are required to be free fields in terms of adding or deleting any new heads/columns with ease on the basis the British Council Bangladesh’s current and future requirement.
10.3  
Recording transactions
All the financial transactions need to be recorded into the system which would be initiated from a journal. A standard journal requires the following particulars – 
· Date of entry

· General Ledger Name
· Debit and credit entry

· Amount

· Text or Narration

· Cost Centre

The above fields are required to be free fields in terms of adding or deleting any new heads/columns with ease on the basis the British Council Bangladesh’s current and future requirement.
10.4 
General Ledgers to be incorporated into the system
At present we are looking forward to incorporate general ledger into the system. Hence, the following GL accounts shall be integrated with the Trial Balance.

a. Investment in BSP

b. Investment in Fixed Deposit
c. Accrued interest on BSP

d. Accrued interest on Fixed Deposit
e. Cash and Cash Equivalent

f. Current Account with BC

g. Employees’ Contribution

h. Employer’s Contribution

i. Income tax Provision

j. Interest Income on BSP

k. Interest Income of Fixed Deposit

l. Interest on saving account

m. Forfeiture Account

n. Bank Charges

o. Income Tax Expenses

p. Audit Fee

q. Audit Fees payable
r. Payable to retired Employees

s. Profit and Loss account

t. Distribution of Interest Income to retired members

The above fields are required to be free fields in terms of adding or deleting any new heads/columns with ease on the basis the British Council Bangladesh’s current and future requirement.
10.5  
Trail Balance

The Trail Balance shall be automatically updated once a standard journal has been posted into the system. Also, the software has the functionality to extract periodical trail balance from the system.

10.6  
Statement of income and expenditure
The system shall require generating the statement of income and expenditure automatically as and when necessary. All the income and expenditures are compiled in the income statement according to the double entry book keeping policy and able to produce the net profit figure. We will share the soft copy of statement of income and expenditure subject to the selection of supplier.
10.7  
Statement of financial position
The system shall require to produce the statement of financial position automatically as and when necessary. All the assets and liabilities shall be consolidated in the respective accounting heads according to the double entry book keeping principle. We will share the soft copy of statement of financial position subject to the selection of supplier.
10.8 
Schedule of Investment in BSP/ Fixed Deposit and Interest calculation

The system shall have a separate module to calculate monthly interest income on BSP or Fixed Deposit or others automatically according to the set financial terms and conditions into the system. It would also be able to produce a summary of schedule of investment at a given period. We will share the soft copy of schedule subject to the selection of supplier.
10.9  
Loan management system

The system shall have a separate module for PF loan management. The system shall automatically calculate each month loan to be deducted explicitly distinguish principal and interest amount. 
11 Evaluation Criteria 
	

	Criteria
	Weighting

	A
	Price 
	40%

	B
	Product features and coverage of basic functionalities
	20%

	C
	Experience of the bidder
	10%

	D
	Methodology, Work plan and Delivery schedule
	15%

	E
	Training and change management plan
	10%

	H
	Value added Services/benefits
	5%


12
Timescales
12.1 
Subject to any changes notified to potential suppliers by the British Council in accordance with the Tender Conditions, the following timescales shall apply to this Procurement Process: 

	Activity 
	Date / time

	RFP Issued to bidding suppliers
	26 August 2019

	Pre-bid Session (will be held at British Council, 05 Fuller Road, Dhaka; Room - MP5; Time - 11:30 till 13:00)           
	1 September 2019

	Deadline for clarification questions (Clarification Deadline) 
	3 September 2019

	British Council to respond to clarification questions
	9 September 2019

	Deadline for submission of RFP responses by potential suppliers (Response Deadline) 
	16 September 2019

	Final Decision
	23 September 2019

	Contract concluded with winning supplier
	30 September 2019

	Contract start date
	1 October 2019


13 
Instructions for Responding

13.1 The documents that must be submitted to form your tender response should be submitted to Moinuddin Islam, Procurement Officer (Moinuddin.Islam@bd.britishcouncil.org) by the Response Deadline, as set out in the Timescales section of this RFP.

13.2 The following requirements should be complied with when submitting your response to this RFP:

· Please ensure that you send your submission in good time to prevent issues with technology – late tender responses may be rejected by the British Council.

· Do not submit any additional supporting documentation with your RFP response except where specifically requested to do so as part of this RFP. PDF, JPG, PPT, Word and Excel formats can be used for any additional supporting documentation (other formats should not be used without the prior written approval of the British Council). 

· All attachments/supporting documentation should be provided separately to your main tender response and clearly labelled to make it clear as to which part of your tender response it relates.

· If you submit a generic policy / document, you must indicate the page and paragraph reference that is relevant to a particular part of your tender response. 

· Unless otherwise stated as part of this RFP or its Annexes, all tender responses should be in the format of the relevant British Council requirement with your response to that requirement inserted underneath. 

· Where supporting evidence is requested as ‘or equivalent’ you must demonstrate such equivalence as part of your tender response.

· Any deliberate alteration of a British Council requirement as part of your tender response will invalidate your tender response to that requirement and for evaluation purposes you shall be deemed not to have responded to that particular requirement.

· Responses should concise, unambiguous, and should directly address the requirement stated.

· Your tender responses to the tender requirements and pricing will be incorporated into the Contract, as appropriate. 

 14 
Clarification Requests

14.1 
All clarification requests should be submitted to Ahmed Mostafa Avishek, HR Manager (Ahmed.Avishek@britishcouncil.org) by the Clarification Deadline copying Moinuddin Islam, Procurement Officer (Moinuddin.Islam@bd.britishcouncil.org), as set out in the Timescales section of this RFP. The British Council is under no obligation to respond to clarification requests received after the Clarification Deadline. 

14.2
Any clarification requests should clearly reference the appropriate paragraph in the RFP documentation and, to the extent possible, should be aggregated rather than sent individually.

14.3
The British Council reserves the right to issue any clarification request made by you, and the response, to all potential suppliers unless you expressly require it to be kept confidential at the time the request is made. If the British Council considers the contents of the request not to be confidential, it will inform you and you will have the opportunity to withdraw the clarification query prior to the British Council responding to all potential suppliers.

14.4
The British Council may at any time request further information from potential suppliers to verify or clarify any aspects of their tender response or other information they may have provided. Should you not provide supplementary information or clarifications to the British Council by any deadline notified to you, your tender response may be rejected in full and you may be disqualified from this Procurement Process.

List of Annexes forming part of this RFP (issued as separate documents):

Annex 1: Flow Chart of Existing Recording System
[image: image2.png]1. For Salary: 2. For BSP/FDR
Purchase

Prepare PF register

Prepare Register Journal
Take input to the Ledger

Input to Trail Balance

Input to Income Statement
Input to Balance Sheet

Prepare Purchase journal

Calculation of Interest and Tax
Provision for each BSP /FDR
according to BSP/FDR interest
rate
(interest rate can be varied
from one to another

Prepare Journal

3.For Final payment Prepare Investment schedule
4Bank Reconciliation and accrued interest for every
Journal month

5. Any kind of journal

Prepare Final Payment/other Journal
6.Loan Management

12

Prepare Loan disbursement and recovery Schedule according to
the Interest rate and tenure

Prepare Loan Disbursement and recovery Journal





Annex 2: Technical Specifications
1. Supplier can consider their preferred software development platform (i.e. php, Java etc), overall solution should be cost effective

2. Supplier should consider free database software (i.e. MySQL or other freeware), so there will not be any licensing cost.

3. PF solution should have single sign in options with AD integration facility, if we decide then it should have capability to integrate with our existing Active directory.
4. Periodic data backup facility should be available, we have cloud backup facility which will be integrate with this backup path

5. This PF solution will be tested with British Council software testing standard, all the security hardening should be there, and supplier must ensure the security remediation until it has been agreed by British Council.

6. Required solution must have various export options with pdf and excel format report
7. Role based access control should have present with access log

8. Supplier should follow the British Council branding guideline in the user interface design, British Council will produce the logo and other branding material
9. British Council will ensure the application hosting environment and supplier will be given necessary access permission to host the application
10. Application hosting environment details:

a. Operating System: Windows Server 2008 R2 Enterprise 64-bit (6.1, Build 7601) Service Pack 1 (7601.win7sp1_ldr.190612-0600)
b. System Model: Virtual Machine
c. Processor: Intel(R) Xeon(R) CPU E5-2407 0 @ 2.20GHz (2 CPUs), ~2.2GHz
d. Memory: 8192MB RAM
11. Supplier should mention the prerequisites for application hosting (Additional software, disk space, Network details etc)
Annex 3: Response and Resolution Log

Response and Resolution:
	Priority
	Priority Definitions
	MTTA
	Service Up with Way Around Solution
	MTTR
	Update. Intervals

	P1
	Out of Service
	6 Hour 
	24 Hour 
	48 Hour 
	6 Hour 

	P2
	Service Interruptions
	12 Hour 
	24 Hour 
	72 Hour 
	12 Hour 

	P3
	Quality
	24 Hour 
	48 Hour 
	72 Hour 
	12 Hour 

	P4
	Non-Service Affecting
	24 Hour
	72 Hour 
	96 Hour 
	12 Hour 


MTTA: Mean Time to Attend (Time to Problem acknowledged, understood & assigned respective person for restoration/way around)

MTTR: Mean Time to Repair (Time to Problem solved as original state)
Severity/Priority Definition: 

Severity classes are defined as described below and when a problem is logged, it will be assigned to a particular category/ severity by mutual agreement with British Council based on the following guidelines:
P1 - Out of Service: Complete disruption of System offered by Provider to British Council.
P2 - Service Interruptions: Partial or intermittent disruption of System offered by Provider to British Council.
P3 - Quality: Deviation of Committed factors that’s does not deemed as immediate service impact but perceived as such in near future or shortly. 

P4 - Non-Service Affecting: Not affecting any of the Services offered by Provider in any of the categories mentioned above.

Escalation: In the event of dissatisfaction with the services rendered customer may contact:

	Level
	Designation
	Provider Contact Information

	Level – 1
	 
	 

	Level – 2
	 
	 

	Level – 3
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