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a Confactual Emdoyrn€nt Deument Maflsgemenl: Similar b lhe PSB module

but tailor€d for confEct sl elllplolr€es, focusing on managing r€quilBmentE

and documents fior COS, JO, and consultants b etlsure org6rlzed and

a@riHor€cods.
Aitendance ald Leaye Managenteatt lntegraEd wlth blom€tb auendanoe

hardyuare, thi8 module facls dait att€ndance ard tnanaeE8 l€Yo

applications. ]t prorrkles tunclirnalities br ompby€€s to edlt and finalze lheir

daly tme rccolds, wt ch flon undergo a paDoass of app.oval by sup€n isors

and HR admirisffiss.

Payrdl: This rnoddo arb.r|atos tho pryIofl p(oooss, calculdno sahrier

basod m dsndarpa and approl/€d leaveo, adjueling for nocosssry

d€duc{ons, afil accomodalim additbnal hput8 by the HRMD payroll

administrators.

o

a

tu.

Eacfi modde wifl be equipped wilh ,oleb€sed &cass to 6murB data ssqrlty and

lntegrlty, Bupportng varlous us€r roles |rdudlng ofiWoyss, departnenuofrco/unit

HR adminlslfators, and contral I-RMO admlr{sfEtoB. The s},stem will fscilitab

improved data aca.racy, reduce manud labd, and povide timely and efrc*tflt HR

services aca lhe agEnlzatbn.

Prorct Scop. ot Worft

Ths scopa for the "Supdy, lnstallation, Tesung, and Comrlssior rE d the Quozon

City Hunan Resorirce MansgEmefil D€parlm€n[ lnfotmaton Systsn (OC-HRIS)'

indudes th€se specffic hks ald spd'llcatbns:

1. Overdl System D6ign

. Seorre uEb-bosad doud applicaton, SsL$crlpt€d ,or lohist datE

protecflon. A W€b Appllcaton Fir€rvdl will be Lnplsnented for added s€curity.

e Mobllc+esponsive d€ign to ensure acc€ssibality across vadoG devlo$,

cdnpattrb ryilh mair b.otf,€ers like Chrome, Fifefiox, and Sderi.

. Centrallzed dd$ase rmnagem€nt vd$ pododic bsdcps. Baclap ehdl algo

b6 cbud-basod or to an oo+romiEe s6rw tlat wll b€ provid€d by HRMD.

. Tralning lrGssions designcd for dfrerEnt user rol€s b ensuro seembss

acloptbn ard ffi6 utlltrdon of tho systom wll be govided br kqr HRMD

psr'onn€l and rgprsrontativos from varirs D€9attn€nt8, Otrceo. and Unils.

HRMD shall oeEnLe the fdning se*e.ixrs for trle ditr€tenl t€ptBentatiyes

and provk er shall not be ponalized stlo(lld somo chooGe not to attend these
nr. 
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Es$bns. At least 2 hours per module or a told of 10 tlours br all 5 modd6
shal be alotted for th€ fainino. HRMD, at lG discr€tion, may orlErtze makc

up sassiom of the sarno fahings within ooo (1) lrear aner systefli

doploym€nt.

. Generalk n of perthent r€ports n6€ded by HRMD.

. CfiiClent wltl Natbnd Prlvacy ComrrlsEion Drta Prlvacy ReguEllone.

r QC-HRIS, induding source code and dala cap,tured and generEted by the

su8tsn, w l be o,yned ard contsotlod by fio clty. lf the seryba agr€enEnt

€rell€8 or is brmhated the data on dord can be reldeved wihout addl[onal

cost to the Cfry.

. Clou<l Sewil:o Account. Tho Plovi(br eh8fl provHs e d€dbat€d Cloud Servico

sLbscriplion hf ttE Quazon City Govemmont or HRMD. Clorrd SaMcE shall

imploment Auto-scdhS technology. Storagle, databaSe, and sensr shall

aubmalicafiy editlst b tho neods d the sFte.n fror one (1) y€s.

2. Dc{ailcd Modde Sp€dft.tions

lntegratbn with HRMD'S Leaming and Developmcnt System (LAD) and Sfategic

P€rfomance Mansgpment Systom (SPMS):

. Funclirralilbs:

1 . HRIS thau bo intBgrat8d to tho exi$ing L&D and SPMS 8y$sms and h€y

l^,ill only have on€ login portal. Exisling L&D sd SPMS us€rs viill r€hin

thelr cr€donlials s t do not noed to s€garat€ly r€gistor to HRIS. L&D and

SPMS use A\{S Cognito usd Pod.

2. HRIS, L&D, a'd SPMS dynanicelv shflts dah. lrffimatixl storsd in one

rystem is arnofltraticSfiy mado avaf€ble b the other systorrls. L&D and

SPMS use AI rS Dynam DB.

Pssond m Sh€ct (PDS) t{Elruemnt thdule:

. UEer Rol6: Empbyee, D€partnilUofficdunit (DOU) HR Addn. HRMD PDs

Admin.

. Func0onalili€8:

1. Employ€€s can complete, s€ve as draft, or submit Elof nnsl PDS ln HnB

with CSC Form 212 rEqdr6m€nt8.

2. Submitted PDS is loc*ed End c€ryrct be ediEd sgdn u €ts submi$ion is

open€d by ttr€ DOU HR Admin for royiEion.
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3. Multl-tler sptroval systom wtlorE DOU HR Adtdn roviei,rB br complEl€nosg

and acq.uEy, potmudly rEtuming ttE iotm with commonts for r€\rlslons by

th6 €mploye€s.

4. Aflar the appronal of the DOU HR Adnin, HRMD PDS Admin cqlducts I
secondary revlsry for comptance wilh orgenEalbnel po[cies end civil

EOfvlca r6gulatlon3 pfoviring final appoval of fmdback br turthor rEvlsions

by 0re emplorees. Approval ',roddott restarts from th€ bo0inning when

8ubmFsaon is rBirctod by HRMD PDS Atlrdn.

5. A.rtornaled 6mal not'ficationg iniorm Erndry€8, DOU HR Adnin, and

HRMD PDS Admin Sout the stEnl3 and remarks mde m thdr PDS

submissbns.

6. Final approv€d PDS are ardliv€d in tho syrtam and arE accsgslbl€ In a

r€ad{nly fdrnat unl6s r€oponed by an authortrod admln.

7. PDS can be eported in PDF ,omst
8. DOU HR Admin and HRMD Admh 6r Perfo n search dtd filEring of PDS

submissions.

9. Slrst6m can hand6 additonal personal informElion noed€d by HRMD but

not coverBd by CSC Fom 212, su(,l as but not llmit€d to tfl€ dsta

contained h Ul€ar exklting Pofsonn€l Mansgpms lnformaliofl Sfefiem.

Personncl Sdeclim Board (PSB) Docum$t ManagEmoflt Module:

. Us€f Roles: EmpblrBe, DOU HR A(trdn, HRMO PSB Admin.

o Funclionalitles:

1. DOU HR Admin uplmds list d employ€os that can hEve accoas to lhe

module. Empby€€s gdn eutomdic eccoss wittx[t lirtler manual

interYerdim.

2. Employees submit varlqrs documents t€qulrcd by lhe Persomd Selec on

Boafir.

3. DOU HR Mrin rwiews these dGmonts for dherenco to sp€cifi€d

r€s.rirBrnents and oiulor +pao\r6i for firtl€r procossing or requirE8

addilionel submisskcns frDrn the emplry€e $,ith necEssary f€€dbad(.

4. An€r the DOU HR Admln app.ovd, HRMD PSB Adr n perfdms the ftnal

rorriar,v to ensurE all documonbti)n msts oeanizdonal and reguhtory

standards bfrr€ frnd +proval or r€qu€st for ft.rfiff cotnplhnco fuom the

DOU HR Admh andrbr e.npbyoes.

5. System suppoG documont trecling, stEtJs updates, and nolification

f6drrg3 II(e those in the PDS Managornent Modde.
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6. Aulomate<t email ndificatiom inform €mpbyeos and OOU HR Admin sbout

the stafus of their PSB Dqment srSmisst:oB.

7. Approved dc.ments 4e s€qrdy atchived within the 8ysildn and al b€

acoe8sd as ne€ded by aulhodz€d porsoflnd.

8. Th6 .noddo oovels only managemGm of fl6 employ€a &crltl€nl3 nooded

by tho PSB and doos not cov€r lh€ rt/hole PSB procosE.

ConfacfiIal Empbyrnont Oocum€nt Management Module:

r Usor Rol€s: EInpbree, DOU HR Admin, HRMD Conrad Admin.

. Func{onalill€a:

1 . Manag€in€nl of dl doq.rn€ntation fior non-dantille PorBotlnol , sudl as

omployrnont [€queBfirents, contr tE, and congu]tancy agt€erlEnt3.

2. Prwiies frcililies hr r.dogdirq, rBvi€txing, and sbring doflm€nt8 with

easy i€{rt6val capaulltes.

3, lndudes approyal urorldo$rs llke the PSB Documett Mil4Emeflt Module

wfiGre DOU HR Admin revie s doormenb fo inital appmvd and HRMD

Contradud Admin for final confitmalion or reslarthg of apptwal uroddow.

4. AutornaEd e.nail notificatirns infom ernplcyees and DOU HR Admin about

the status of th€ir submbdons.

5. Drff€rent frotn the PSB ElooJmer ManagpflEI Module because d the

dltlerenca in r€quir€ments to emplq/ees. Al3o, HRMD Cofitract Admin c8n

upload dor,umsnB sucfi as conffidi t yhl{h bocofli€ av:ilat e to the DOU

HR Admin sd ffidoyea cqrcamed and IBsffi ths apprwd worldtovr.

6. Approred dcurn€nt3 alE s€olfdy adfved within th€ syrlem and can b€

accassod m neerled by authoized pof8onnel.

Attondanco ard Leane Management Module:

. Ueer Rolas: Empby€€, $pervisor, DOt HR Admln, HRMO ALM Adrnh.

. Funcllonafilies:

1. lntegrafion with bbmetic systems b aubm8te facking of employoe

attendance.

2. Er?loyoos can vlcril th€ir attendancs ,ecords and mal6 nec€ssary edib to

account for worft not caphJred by the tiomefic dwice. Bolh ltr original

and edited ,ecods are visible in ltlc daily fme records r€port.

3. Em@yees can vlerv md apply for leaves throl.Eh the syst€m.
.--
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rl. Superyisors can rwiew and apgove daiv timo recods and leave

applicaliorls .

5. Loarr6 and dail time reords, once aFrov€d by the s{rpen isor, lwuire

fnal app.ural from t}e DOU HR Adrfin, ensuring an additbnal laycr of

ricrification.

6. HRMD ALM Admin oyelsa€s the o!/eral anondance and leave

managemer( sflsuring conpliancs and ddrossing dlscr€pandeE.

7. Tho syltem genorebs r€pofts on atendarrca, absoncas, and l€aYo

bskrnces, aoc€sslble to omployo€s {ld HR admlnisf8brs.

8. Soolr€ arcfilyal d dsily tme r€cod8 for cornplbnc6 and atditktg ptl.po8a8.

9. Chatbot anrn€rs Slesliom on omdbus tul93 on leavos. Sy8bm Provldor

hayo had pradously @loyBd I cfiatbd rYlth abod sene or grcatar

userbase size.

10. HardlEre br lhe tiornetb syslem is not pad of the proi€d deliveraues.

Payroll Module:

. UB€r Role: HRMD Pafoll Admin.

. Furrclirnalitei:

I . Supports botr rcgular and non-Ggular empbyeGs.

2. Autornat€d psl,foll procelsing ftat cdclht€s 3da,ios baed on salary

ord€, €mdqrmenfl Vpe, and vorin€d attendanca data end approved

leaves.

3. H8ndle8 d€ducdons br to(€s, bon€tils, and ouler paymll components.

rt. Allows fllanud adiudmenB and updates to pryIoll 6nrt€s by aufiortsed

HRMD Paylt admiru.

5. Cronorates r€ports in cofiBct fumat needed by accounling b prccess

salarios and rBmittanc€s to govemmont agenci€s.

6. HRMD PE ioll Admh can dynatnicdly edit configuratlon for calculaton of

salafirs ild d€duclions ba*d on saky grade and empk,)|rlglt tlpe.

7. S€{ur€ ardrivd d pafoll records for oompliance and audiling putpole8.

Oiyncr3tip of Data: Data gsthell9d, generated E rd processod by the QCHRIS shall

be oumed by th€ Quezon City Gover rcnt d as orch, desipalhg tho provkler to

b€ respooabl€ ensurlno that prop€r safeguards are in dace to ensure lhe

conffdentallv d lhe p€rBonal intormElbn HocoEs€d, pr€wnt lts us€ Ior

unaulhorizod Brpoo€s, and gsnarally, comdy with lhe regultements of lhe Dats

Privacy 16 d 2012 e(t other la$,s for processing of pergond infomalion. The

v'
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pssond infomation p(ooe!rcoI shat comply wiut dl tttc rrquircm€nts of thG Data

Prir/ac,}, AcI d m12 ard ohor qpplic€ble lattv3.

A!!r of Co\rerego

Th€ Quezofl Clty Hr.unan Resoutce Managomonl D€partnsnt liformation SYstGm wlll

be for the u3o of at employecs d he Quazon Cfu Led C?overmqtt.

Proloct Sfrndrrd & Roqulomonts

A. Trsck R.cod
1. The Bi,der must hev€ Plathum status in PHILGEPS

2. Th€ Bid&r must b€ a duv rBgisteGd compa4y wfi Socurity and Exchange

Commlssbn (SEC) fllirU, irlcluding an updaEd Ci€neral lrformalion StEet

(GlS) or Depafflont of TradB and lndustry (DTl) r€gisfation lor solo

propri.rtor$ip. Eilher of which shotic Edder is allolflad b sng€go ln Sbftvvar6

Developmont

3. The Bidder must poss€ss a cunar and vdu ilayo/a/Burinoes Petmit

l$ued by tre dty or runldpsllty rt hs€ lhe pdndpal placa of busines8 ls

locabd.

4. Th€ Bidder must harre a Tlr Gleliime firom the Bur€eu of lntenlel R€vonue

(BlR) proving no outEtanding tax llabilitbs.

5. Tho BHd€r must provUe audit€d financial staternsnts ts the past tt/o (2)

yoars, stamp€d tocnhred'by lh€ BIR or its duly accrodit€d ard Euhotizod

lncdtutlons.

6. Th6 Bidder must srtunit a Stabmont of all On€olng and Complcted

Gowmnlgnt and Pdvate Conttacts, including confacE avvsrded but not yet

sffi, rvithh th6 rEb,,ant p€tffi as p(ot,ird in tfE Bidt fE DoctrrEntB.

7. Tho Bidder mu3t submit a computatim d ils Nct Flnrnclal Contlrcung

Capacity (NF@) or I cDlnmited Lhe o, Cr€dit frorn a universal or

corrnercid bank.

8. Tho Bklder must be abb to fL{ty delhrs atr components of tho prcJed $,ffiin

25{ calenda, da}r8 upon issuance of tha ,lotlcs to PrE€€d.

9. The Bldder mrst bo duv r€dstorBd und€r the N.tbnrl Ptivacy ConrmL.ion

(NPC) and sLolnil a copy of crfl€rtt and valid NPC Regbuatirn.

10.The Bldder must confom/abide wlti the DICT Phlllpplne Govrmment'e

Ctosd F{l!t Po{cy.
11-Z
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vt. Dollv.ry Sch.dulc

Th€ ddivery sdredd€ r^,11 be within h,vo hurdrod fiftlFfuur (254) c*dar days upon

lhe isguance of tha l,lotice b ftoceod observn€ the scfiedule of ddvery as stabd

belorv:

MILESTONES

Pmj€ct lmd€rnentation Plan hdudhg

3cope of vYorh and timefirEs

lntegraton vdth HRMD L&D end SruS
SysbmE PDS Managpnler Modulo

PSB DocuInent Man8gemeot Module Wnhin Sidy (BO) calendar deys from the

dste cf [le issuanca of lh€ ilouce b
Praeed

Coof actrd Empb!86 Doarm€,rt

Managonra{t Module

Leaves Chatbt

Lsar/€g Moil.lle

Auend€ncs iloddo

Payrot Module

Generalion of all perlhent reporb

Training ard Tmovor

Prciet g+pod and Maintensnce

W[h Nln€ty (90) calcndar days from

thc dda of tho issuance d the Ndice to

Prcceed

\,\, tin on6 hundr€d tErty (120)

cal€ndar drys froflt the date of the

lssu{lce of lha tlodca b Plooeod

Wihh One hundrad fifry (1$) calender

dayt ftom lhe dale d the Bsua]rce of

the Notbe to Hoceed

DEUVERY PERIOD

Lfrlin Five (5) calendar dal,s ftom ltE

dat6 d the Bsuance of the Notice b
Prcc€cd

Vvihln TIl'ty (3O) cal€ndtr (h)r8 from

th€ dato d the l$uance d the Ndc€ to

Procs€d

hundr€d dghty (180)

c€londar dAF from the dat€ of frre

iEsu'lce d the i,lolico b ftoce€d

\ rihh Trvo tundEd lon (210) cabrdar

days from 0te date d the lsa€noo d
the Notico to Procsd

I /Hhh

Wi0rh Trrc hundrad fcty (210')

calerdar days fiom the dato oI he

isEuarco d f|e Nolic€ to Procs€d

Wthh Tro tudrad ffiy-htr (2

cabrdsr days from tre date of $e
issuarce of lhe Nolico to PrEed
1 Far
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vt1. Approv.d Bu@.t For the Coot'rct (ABC)

The Apiloved Brrdgcf for the Conlract is Thirty Mlllion Pesos Only
(Php$,(m,m0.00) VAT lncfirsive.

COSTDERIVATION

Vlll. B.!b of Paymcnts

mLESTOITIES ACCEPTAilGE CRilIERIA PERCENTAGE
BILLT{G

Prpl€ct lmphmentE0on Plan R€colpt'ad Approrral of Dcumolt 't5%
POS Mdlag€mont Accepted and Amm\d by Erx,

User
20%

PSB Docurneid Mana06flEnt Accepted and Approv€d by End
U36r

20%

Contractral Empbymeil
Docunoflt Manaoement

Acc$t€d end Approvd by End
User

15%

Attondance ryrd LeaYE
M€naoorr€nt

Ac8pt6d and Appmv€d by End
Us€r

15%

Psyrol Accepted and Approved by End
User

15%

100%TOTAL

lX- Condlflom and Pen ltlcs br Bruch of Contnct

D.1hrery

The ft lurc of thG S€n ice provider to pertom eny cf tho oblioEtbns or covenantg

provld€d ln thls Secton wl[ constlhite s bIeacfi and will mdte lt lhblG for damageE,

without pr€fdlc€ to tle dght d Ol€ CITY to soel( otl€r rernedbr as may b€ allo|od

rylaw.
na,

Fbsting, Databae, Stffigp, S€cuity
Data Ardrlbclulr Deelgn
So,ltwam Dodopment Cct

a PDS Managcment
a PSB Ocrn€nt Manag€rn€n(
a Cmfacfud Erphyn€fit Doorrnents ManagEmer

Allondace and Leaves Manag€ment
a Payrdl

Softflare Customizatbn for 1 Year
Ooamedalion, Trainhg, End Usor StFporL 1 Year
Malnten60ce
TOTAL

1fft't



The Servi:e provider musl dsfver all syston comPon€flts rvi0*n Two hundEd ffiy'

four (254) calordar days upon Bsuance of tlothe b ftoceed. Faikrc to do so wi[ be

Eubjec{ b ponaltios aE pr6crib€'d by law.

Cencalldon ot TermlnrEon of Contrrct

Ths guid€lines contair€d in RA 91&4 end its Ie /is€d IRR will bo blloi,ecl in
tlE teminalion of any servbe contrad. ln the event the CiU Erminated the

Contract due to d€fanlt insdvency, or br caus€, it may enler neOotiated

prEirefilent pursuant to RA 91&0 snd irs lRR.

x.

Preparcd by

IAN L T, CAEBAB
c nt, Human R€source ManagEment Deparfnent

Appro\rsd by:

t ---7 .
ATTY. NOEL R. DEL PRADO
Hesd, Human Reource Man4ernent Oeparfnent

/4/4/z
PAUL REiIE S. PADILLA r
Officar-in-Chargs, tnbrnffin Tectrnology DevoloPfllent Dopartflont

)ifl
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