Republic of the Philippines < M“""ge,,,e
Department of Justice >

OFFICE OF THE GOVERNMENT CORPORATE COUNSEL m

Third Floor, MWSS Administration Bldg., Katipunan Ave.,

Balara, Quezon City \
Contact Nos. (02) 7622 5119 /0917 874 4396 \ 0\':,
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E-mail: records@ogcc.gov.ph

REQUEST FOR QUOTATION
RFQ No. 2025-11-064

The OFFICE OF THE GOVERNMENT CORPORATE COUNSEL (OGCC), through
its Bids and Awards Committee (BAC), is inviting all interested Suppliers to submit a
Price Quotation for the Project with details as follows:

Project Title . Supply, Delivery, and Installation of Human
Resource Information System (HRIS) with
integrated physical attendance (log in-log out)
Device for the Office of the Government
Corporate Counsel (OGCC)

Approved Budget for the : PhP1,750,000.00

Contract (ABC)
Source of Funding . FY 2025 General Appropriations Act
Mode of Procurement :  Small Value Procurement
[Section 34, IRR of RA 12009]
Location :  Office of the Government Corporate Counsel,

3rd  Floor, MWSS Administration Building,
Katipunan Ave., Balara, Quezon City

Delivery Period : The project shall commence within seven (7)
calendar days (cd) upon receipt of Notice to
Proceed (NTP) and must be completed within 45
working days (wd)

End-User Unit :  OGCC Personnel Section

Specifications : Indicated in the Price Quotation Form (PQF)

The details of the schedule of activities are listed as follows:

ACTIVITIES SCHEDULE
Posting of the Request for Quotation (RFQ) 06 November 2025
Deadline for Submission of Quotation 12 November 2025, 3:00 PM
Opening of the Proposal/Quotation 12 November 2025, 3:30 PM

This RFQ is subject to the Terms and Conditions herein provided. Please submit
your best offer for the goods described herein using the attached PQF.

Submit your duly signed Quotation not later than 12 November 2025, 3:00 PM.
Electronic proposals shall be emailed to bac@ogcc.gov.ph. Manual submissions shall be
submitted to the address indicated below:

AGCC KATHRINA MARIA A. REYES
BAC Chairperson
Office of the Government Corporate Counsel
3rd Floor, MWSS Administration Building, Katipunan Ave.,
Balara, Quezon City


http://www.ogcc.gov.ph/
mailto:records@ogcc.gov.ph
mailto:bac@ogcc.gov.ph

The OGCC reserves the right to accept or reject any Quotation or to cancel the
entire procurement process at any time prior to contract award without incurring any
liability to the affected supplier.

Quotations that are submitted after the submission deadline shall not be accepted
and considered.

Sgd.
AGCC KATHRINA MARIA A. REYES
BAC Chairperson

L. VALIDITY OF e The award of the Contract shall be made only to the Lowest

PRICE QUOTATION Calculated and Responsive Bid (LCRB) which complies with the

AND OTHER minimum technical specifications and other terms and

IMPORTANT conditions stated herein.

REMINDERS e Suppliers shall provide correct and accurate information
required in the PQF.

e The use of the PQF is highly encouraged to minimize errors or
omissions of the required mandatory provisions.

e A partial Quotation is not allowed.

e Any interlineations, erasures or overwriting shall be valid only
if they are signed or initialed by the Supplier or any of his/her
duly authorized representative/s.

e Suppliers shall be required to indicate the brand of the item
offered.

e Quotations must be valid for a period of sixty (60) cd from the
date of submission, indicated in the PQF.

e Price Quotations must be denominated in Philippine Peso.

e Price Quotations must include all taxes, delivery charges, and
other incidental expense.

e Price Quotations exceeding the Approved Budget for the
Contract (ABC) shall be rejected.

e Suppliers must include a picture of the sample item together
with the submitted PQF, if applicable.

e In case two or more Suppliers are determined to have submitted
the same LCRQ, the OGCC shall adopt and employ “draw lots”
as the tie-breaking method to finally determine the winning
Supplier in accordance with GPPB Circular 06-2005.

II. WARRANTY e In accordance with Section 90.1 of the IRR of RA 12009, a
Warranty Security shall be required for a minimum period of one
(1) year from issuance of the Certificate of Inspection and
Acceptance.

e The obligation for the warranty shall be covered by a special
bank guarantee or a retention money equivalent to three percent
(3%) of the total contract price which shall be released after the
lapse of the warranty period. This is subject to the condition that
the items delivered are free from patent and latent defects and
all the conditions imposed under the contract have been fully
met.

e Return and exchange policy for items or goods with patent and
latent defects shall be governed by RA 7394 or the Consumer Act
of the Philippines.

e The other terms of the warranty are detailed in the PQF.




111
DOCUMENTARY
REQUIREMENTS
TO BE SUBMITTED
TOGETHER WITH
THE QUOTATION

e Submit the following eligibility requirements together with your

Quotation:
a. 2025 Mayor’s/ Business Permit;
b. PhilGEPS Platinum Certificate;
c. Income/ Business Tax Return
d. Signed Omnibus Sworn Statement;

Additional mandatory requirement:

e. A Board Resolution or Special Power of Attorney
(SPA) duly authorizing the Supplier’s representative
to (i) sign the PQF, (ii) Notice of Award (NOA), (iii)
Contract or Purchase Order, and (iv) Notice to Proceed
(NTP).

e The OSS submitted with the Quotation need not be notarized.
e PhilGEPS Certificate of Platinum Membership may be submitted

in lieu of documents a and b.

IV. DOCUMENTS
TO BE SUBMITTED
AS A CONDITION
OF AWARD

Within three (3) working days (wd) from receipt of a Notice from
the BAC Secretariat that the Supplier is determined as the one
with the LCRB, the winning Supplier shall submit the following
as a condition for the award of the Contract:

a. Notarized OSS, if the one submitted with the Quotation was
not notarized; and

b. Original PQF and certified true copies of the eligibility and
additional documentary requirements.

Failure to submit the aforementioned requirements shall not
entitle the Supplier to the award of the Contract.

IV. DELIVERY
SCHEDULE AND
ACCEPTANCE

Goods must be delivered within 45 wd from receipt of the NTP.
Any request for extension must be duly communicated within 5
cd before the lapse of the 45 wd delivery period to avoid
imposition of liquidated damages and is subject to approval of
the OGCC.

The goods shall be delivered according to the requirements
herein specified.

The OGCC shall have the right to inspect and/or to test the
goods to confirm their conformity to the specifications. Supplier
shall, within 5 cd from notice, replace all defective items at no
cost to the OGCC.

The winning Supplier shall deliver the goods/services at the
given office address below:

Personnel Section
OFFICE OF THE GOVERNMENT
CORPORATE COUNSEL
3rd Flr. MWSS Administration Building Katipunan Ave.,
Balara, Quezon City

V.PAYMENT
TERMS AND

LIQUIDATED
DAMAGES

Advance payment is not allowed.

A check shall be issued as payment within thirty (30) wd
following the date of receipt of the goods, after inspection and
acceptance of service rendered, and upon submission of the




necessary documents as may be required by the OGCC
Accounting Section (i.e., billing statement, sales invoice, etc.).
Pick-up of check shall be coordinated with the OGCC- Cashier
Section through +63(917)-874-4394.

e Liquidated damages equivalent to one tenth of one percent or
0.1% of the value of the goods not delivered satisfactorily within
the prescribed period, inclusive of duly granted time extensions,
shall be imposed per day of delay. The OGCC may rescind the
contract once the cumulative amount of liquidated damages
reaches ten percent (10%) of the amount of the contract, without
prejudice to other courses of action and remedies open to it.

VI. DEADLINE OF
SUBMISSION AND
OPENING OF
QUOTATION

e Quotations together with the mandatory requirements may be
submitted in a sealed envelope manually or by registered mail to
the following address:

AGCC KATHRINA MARIA A. REYES
BAC Chairperson
OFFICE OF THE GOVERNMENT CORPORATE COUNSEL
3rd Flr. MWSS Administration Building, Katipunan Ave.,
Balara, Quezon City

e The same may also be submitted electronically to
bac@ogcc.gov.ph. The Suppliers who will opt to submit their
Quotation electronically must comply with the following
conditions:

1. The email must indicate as subject: HRMIS

2. The Quotation must be in archive format and password
protected;

3. Include in the email the name of the Supplier’s authorized
representative together with the contact details which the
BAC may call during the opening and evaluation of
Quotations; and

4. The Supplier’s representative/s must disclose the password
only during the scheduled opening of quotations.

e Quotations must be submitted via email on or before 12
November 2025 at 3:00PM:

bac@ogcc.gcov.ph

¢ Quotations submitted beyond the deadline on 12 November
2025, 3:00 PM shall not be accepted.

VII. RESERVATION
CLAUSE

The OGCC reserves the right to accept or reject any Quotation or to
cancel the entire procurement process at any time prior to award of
the contract without thereby incurring any liability to the affected
supplier.

VIII. NON- The Supplier shall not, without the prior written consent of the

DISCLOSURE OGCC, disclose to any person or entity any information or data
related or involving employees of the OGCC acquired during the
implementation of the contract.

IX. OGCC’S 09178744417

CONTACT Email: bac@ogcc.gov.ph

DETAILS
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PRICE QUOTATION FORM

Date :

OGCC BIDS AND AWARDS COMMITTEE
Office of the Government Corporate Counsel

3rd Floor, MWSS Administration Building, Katipunan Ave.,

Balara Quezon City

After having carefully read and accepted the terms and conditions in the Request
for Quotation, we are submitting our quotation for the Supply, Delivery, and Installation
of Human Resource Information System (HRIS) with integrated physical attendance
(log in-log out) Device for the Office of the Government Corporate Counsel (OGCC)

as follows:

The specifications listed herein represent the minimum technical requirement. Suppliers may offer
units with equal or higher specifications.

Item and Specifications

Pls. Check (V)
Compliance

Cost
(Unit and Total Cost in
PhP)

FIRST PHASE
The HRIS shall consist of the following modules:
1. Employees Record Management Module

This module shall have the information of all
employees as reflected in the CSC Form Personal
Data Sheet (PDS), scanned 201 document, and
other relevant employment records (Employee
Career movement, government Service records
and Plantilla History). Also, this module shall
have the facility to process the issuance of all
types of action notices such as promotion,
renewal of contract, transfer, reinstatement, step
increment, salary adjustment, reassignment, job
rotation etc. It shall have as well a facility to
attach documents such as recent ID photo, Birth
Certificate, ~Marriage Contract, Diploma,
Licenses, Training Certification and more.

The system must have the following user-
maintainable table:

Employment Status
Position Level

Salary Grade and Step Table
Longevity Table

RATA table

Designation Table

YVVVVVY

The system manages the information of all
employees, such as the following:




Personal Data Information
Employee Number
Scanned 201 documents.
Employment Details
Service Record

Family Background
Educational Background
Eligibilities

Work Experience
Voluntary Work or Committee association
Training Programs
Disciplinary Actions
Awards and Recognition

VVVVVVYVYYVVVVYYYVY

And other documents such as Eligibility/
Board/ bar rating Certificate, Diploma,
Transcript of records, training Seminar/
Workshop Certificate/ Proof, Marriage
Certificate, Birth Certificate, Certificate of
Employment, Service Record, Special Order,
Office Order, Certificate of Actual Duties,
NBI and Police clearance, Latest Performance
Rating for Employed, Certificate of Good
Moral Character, Valid IDs, Statement of
Assets and Liabilities (SALN), Work
Experience Sheet, Proof of eligibility/
Licenses/ Admission to Bar/ Daily Time
Record

Facility to process and capture the issuance of
all types of action notices and appointments,
such as the following:

New hire (Original)
Reemployment
Promotion
Reappointment
Transfer

Renewal
Reinstatement

Step Increment
Reassignment

Job Rotation
Change of Status
Salary Adjustment
Detail

Resignation
Retirement/Separation

VVVVVVVVVVYVVYVYYVY

Capable of generating the following Reports:

> Service Record




Y

Notice of Vacancy/Publication (CSC
Form)

ATAF

Personal Data Sheet (CSC Form)
Certificate of Employment
Employee Master List

List of Employees with Job
Competency

> Number of Personnel by Age and
Gender

Plantilla of Personnel

Position Description Form (DBM-
FORM 1)

List of Separated Employees

Notice of Salary Adjustments
Notice of Step Increment

Notice of Longevity

List of Team/Office/section/unit and
heads

» Customized Reports

VYV VY VVVVY

YVVVVY

The system allows for securely attaching and
viewing original personal documents, such as
birth certificates and transcripts of records,
etc., while also enabling customizable, user-
defined reports for streamlined HR document
management.

Employee Self-Service (ESS) module with the
following functionalities:

A. Paperless Application & Approval
System
> Employees shall be able to
submit and approve the
following requests online,
accessible via the internet:
= Application for Leave of
Absence
= Travel Order (TO)
= Official Business (OB)
» Daily Time Record (DTR)
corrections
» Approvers shall be user-
definable and configurable on a
per-employee basis.
B. Real-Time Notifications & Status
Tracking
» Employees shall receive
automated notifications on the
status of their requests (pending,
approved, rejected).




> A tracking system shall allow
employees to monitor the
progress of their submissions.
C. Access to Personal Records
» Employees shall be able to view
their the following while printing
is subject for approval:
» Daily Time Record (DTR)
» Leave the ledger
> Access shall be
available anytime, anywhere via
the internet.
D. HR Communication & Policy
Management
> HR personnel shall be able
to upload and publish:
= Company news
* Announcements
» Updated policies
> Employees shall have a
centralized portal to access these
updates.
E. Employee Feedback & Engagement
> Employees shall be able to
submit feedback and
suggestions directly to HR.
» Optional
(Preferred): A discussion
forum feature where employees
can engage in work-related
discussions without physical
interaction within OGCC
premises.

Executive Information/ Dashboard module
with the following capabilities:
A. Predefined Analytics & Visualization

» The dashboard shall display real-
time, interactive charts and
graphical data to provide
management with up-to-date HR
insights.

> Visualizations shall include, but
not be limited to:

» Employee demographics
(e.g., age brackets, gender
distribution)

» Employment status (e.g.,
permanent, contractual,
probationary)

» Organizational
unit/division headcount

= Leave utilization trends




» Attendance and tardiness
analytics

= Export options (e.g., PDF,
Excel) shall be available
for reporting purposes.

B. Role-Based Access & Security

» Dashboard access shall
be restricted by user role (e.g.,
executives, department heads)
to ensure data confidentiality.

2. Leave Management Module - which must
have the following:

>

Setup- The setup of Leave
Management module contains the file
maintenance table such as Leave
Setup, Leave Type Table, CSC
Monthly Table, CSC Daily Table, and
CSC Monthly without Vacation Leave
Credit Left. This table will be the basis
for every leave application and
generation of leave credit per
employee.

Set the start and end date of the
Monetization period.

Define and set the Leave Types
available within OGCC, along with
their corresponding filing and
approval policy.

Update the values of the CSC Tables as
the basis of leave generation.

Leave Generator - facility to
automatically generate VL, SL, SPL,
NCL and CL credits based on the CSC
Tables.

Leave Entitlement - facility to
manually entitle credits to Leave
Types; Used to set the beginning
balances of Leave Types.

Leave Application - facility to
manually record filed Leaves by
Employees.

Leave Request - facility to view all
filed Leave Requests and the Status of
Special Leaves.

Monetization Requests - facility to
view Monetization Requests filed by
Employees and input the VL and SL
credits for Monetization.

Leave Ledger -facility to view the
movement of Employee’s Leave




> credits per Leave Type.

> Reports - facility to generate, view,
print, and/ or download different
reports under the Leave Management

Module.

» Provides file maintenance for leave
types

» User-definable and unlimited leave
types

> Facility to add unlimited number of
leave types via Leave Type Table

» Define each leave type as Paid or
Unpaid via Leave Type Table

» Inclusion of facility to attach
documents required for filed leaves.

> Allows online and offline filing of
approved overtime authorization

> Generate Sick Leave and Vacation
Leave earned

» Automated computation of leave
credits: used, monetized, and balance

> Able to compute leave credits to be

earned based on the CSC table;

(Monthly/Daily/ Monthly without

Vacation Leave credit left Tables)

A comprehensive schedule of leaves per

employee (leave ledger)

With calendar of requested and

approved leaves per employee

Generates the following Leave Reports:

Disapproved Leave Application

Employee Leave Summary

Force Leave Record

Leave Credits

Leave Monetization Claims

Leave without Pay

List of Employees with Prolonged

Leaves

> List of Late Filing of Leave Application

» Other Leave

» Personnel Leave Computation Card

A\

A\

VVVVVVYY

3. Time and Attendance Module

The Time and Attendance Module shall
automate the monitoring, processing, and
management of employee attendance,
schedules, and related transactions. It shall
support flexible work arrangements, with
biometric/facial recognition device integration,
and ready for seamless payroll
synchronization.

A. Setup & Configuration

10



> Schedule Management:

* Define unlimited work schedules
(e.g., flexi-time, core-time,
gliding, shift-based, attendance-
exempt).

* Assign schedules per employee or
group via Employee
Management Schedule.

> Holiday Management:

* Set local and nationwide
holidays (yearly via Holiday
Table and Other Holidays Table).
* Option to flag workdays
before/after holidays.
> Biometric Integration:

* Direct sync with biometric/facial
recognition devices to eliminate
manual time logs.

* Support offline/online data
capture.

B. Timekeeping & Processing

> Automated DTR Computation:

* C(Calculate Regular Hours,
Absences, Tardiness, Undertime,
Paid Leaves, Night Differentials if
applicable, Overtime if
applicable, Holiday Pay, etc.

e Auto-deduct absences/tardiness
from VL credits.

> Manual Adjustments:

* Allow manual entry ofIn/Out
logs, DTR Corrections, Overtime
(OT), Official Business
(OB), Travel Orders (TO).
* File upload (text/CSV) for bulk
attendance logs.
» Overtime Management:

* (lassify OT types: Weekday,
Holiday/Rest Day, Emergency.

* Options: Cash
payment or Compensatory
Overtime Credit (COC).

C. Alternative Work Arrangement (AWA)
Support

> Flexible Scheduling;:

* WFH (8:00 AM-5:00 PM, No
OT) and Onsite Flexi-time (7:00-
9:00 AM for Admin, 7:00-10:00
AM for Legal).

11



e (Custom AWA

schedules (requested by
employee, approved by
supervisors).

> Accomplishment Tracking;:

* Employees log Time-In/Out and
submit Accomplishment
Reports for approval.

* Supervisors can approve, reject,
or return reports with remarks.

D. Security & Controls

> Date Locker: Prevent edits to locked
payroll periods.

> Role-based access for HR, supervisors,
and employees.

E. The system shall generate the following
reports:

> Attendance Reports: Daily In/Out,
DTR Corrections, Perfect Attendance,

AWOL List.

» Overtime Reports: COC
Availment/Non-Availment, OT
Summary.

> Compliance
Reports: Tardiness/Undertime
Frequency, OB/ Travel Authority.

> AWA Reports: Approved
Accomplishment Reports, Custom
Timekeeping.

F. Integration Requirements

> Ready and capable of Payroll
Sync: Auto-upload processed
attendance data to payroll (for the
Second Phase implementation)

> Biometric Devices: Support real-time
log capture from facial
recognition/biometric scanners.

4. Company General Information - it consists
of the following information:

» Can upload OGCC Logo

» Can upload Celebration Banner for
awareness of all employees and
communities

OGCC name

Address

Contact details

Official website & social media

YV V VY
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Email Address

Zip/ Postal Code

Tax Identification No.
GSIS No.

Pag- Ibig No.
PhilHealth No.

Bank Account No.
Mission Statement
Vision Statement
Core Values
Mandates
Organizational Structure

®IVVVVVVVVYVVYYVYY

5. Security and Backup and Recovery:

A\ YVVVVY

YV VYV

>
>

Strong password policies

Audit trail tracking

Multi-level confidentiality access
Assignable user roles

Facility to define password expiration
thru Password Policy setup
User-definable options thru Password
Policy setup:

Minimum & maximum password length
Allow or Restrict characters

Case sensitive or not

User-definable user roles under Security
Settings

With the facility to create multiple user
roles.

With the facility to view user status

(whether offline or online) for security

tracking.

Availability of information to track user
activities

With Audit Trail facility for all modules
Printable Audit Trail report

6. To ensure the successful implementation of
the project, the following activities shall be
undertaken as follows:

» Detailed Requirements Analysis and

Specification - The main objective at
this stage is to gain a thorough
understanding of how the functions are
being conducted in the process areas
and identify the flow of information
and how the process areas are
interconnected.

Systems Design - Involves the
development and formulation of the
software  specifications  including
database structure design, software
architectural framework, system

13



components specifications,
implementation plan, network and
hardware architectural design,
integration plan, and quality assurance
and test plan.

> Program Development - Involves the
actual coding/building of the system
and its subsystems or customization of
the software according to the system
specifications.

> System Integration and Testing - This
would mean the integration of the
different subsystems and system
integration testing. The application
system will undergo functional and
operational testing.

» User Acceptance Testing - Prior to
acceptance of the system, several
rounds of wuser testing shall be
conducted in a test environment. This
will involve the actual users of the
system.

> Users Training - The training will
involve training of the users of the
system and training of system
administrators who will be responsible
for maintaining the systems.

» Implementation and Deployment -
This involves the development of the
software installation mechanism and
installation of the software systems to
test and production environment.

System must be ready for the following Prime
HR Upgrades as detailed in the attached Terms
of Reference

Post Qualification Evaluation Requirements:

The Dbidder with the Lowest Calculated
Quotation (LCQ) shall be required to conduct
a demo or proof of concept to validate that the
system offered is compliant and responsive to
the requirements of the end-user.

The demo shall focus on the bidder’s existing
Employee Records Management Module, which
will be evaluated by the end-user using
the attached Scoring Criteria for Bidders.

The demo shall be conducted within three (3)
calendar days from receipt of written notice from
the BAC Secretariat informing the bidder that it
has been declared as the LCQ.

14



A minimum passing score of 85 pointsis
required for the bidder to pass the post-
qualification evaluation. Failure to meet the
minimum passing score shall render the
bidder non-responsive, and the next ranked
bidder shall be invited to conduct a similar demo
or proof of concept.

The demo shall be conducted at the OGCC
Conference Room, or as otherwise determined
by the Personnel Section.

Warranty and Technical Support

The following shall be provided/delivered by
the supplier:

1. The System Provider shall warrant the HRIS
free from any configuration/software errors
from the date of turn-over to the OGCC.
Within one (1) year from the date of acceptance
by the OGCC, the System Provider shall,
whenever appropriately informed of possible
bugs, issues, and technical concerns affecting
the HRIS, promptly act to fix the problem at no
expense to the OGCC.

2. The System Provider shall provide 24/7
technical support to the OGCC within the
warranty period via email, phone and remote
access.

Ownership and Confidentiality of Data

» All data/information related to the
development of the information system
that may be shared by the Agency in the
course of evaluating the various modules,
functions, and features of the
customized solution, shall remain
confidential and shall not be copied,
divulged, transmitted, or shared in any
way to third parties.

> All pertinent records of OGCC personnel,
his/her dependents, work assignments,
performance appraisals, and other HR-
related information entered into and
recorded by the system shall be owned by
the OGCC.

» The Contractor shall ensure that such
information shall be treated with

15



confidentiality through a non-disclosure
agreement.

The Contractor shall abide by the provisions
stipulated in the Data Privacy Act.
Project Timeline and Deliverable

The commencement of the project shall be
within seven (7) calendar days from receipt of
the NTP and must be completed within 45
working days from said date.

GRAND TOTAL:
Amount of Bid in Figures:

Amount of Bid in Words:

1. The above-quoted prices are inclusive of all incidental costs and applicable taxes
and shall be binding upon us from the date of this quotation until the end of the contract.

2. If our quotation or bid is accepted, we undertake to deliver the above services
within the prescribed period.

3. We understand that payment for items/goods delivered will be made via check
within 30 wd following the date of the receipt of the items after inspection and acceptance
and upon submission of the necessary documents as may be required by the OGCC
Accounting Section.

Very truly yours,

Name and Signature of the Bidder
or the Authorized Representative
Name of Company or Business

Address
Email Address
Contact No.

16



TECHNICAL SPECIFICATIONS

SCOPE OF WORK

Supply, Delivery, and Installation of Human Resources Information System which shall
include but not be limited to the following:

First Phase worth P1,750,000.00

1. Employees Record Management Module - this module shall have the information of all
employees as reflected in the CSC Form Personal Data Sheet (PDS), scanned 201
document, and other relevant employment records (Employee Career movement,
government Service records and Plantilla History). Also, this module shall have the
facility to process the issuance of all types of action notices such as promotion, renewal of
contract, transfer, reinstatement, step increment, salary adjustment, reassignment, job
rotation etc. It shall have as well a facility to attach documents such as recent ID photo,
Birth Certificate, Marriage Contract, Diploma, Licenses, Training Certification and more.

The system must have the following user- maintainable table:

Employment Status
Position Level

Salary Grade and Step Table
Longevity Table

RATA table

Designation Table

VVVVYVYVYYVY

Th

]

system manages the information of all employees, such as the following:

Personal Data Information
Employee Number
Scanned 201 documents.
Employment Details
Service Record

Family Background
Educational Background
Eligibilities

Work Experience
Voluntary Work or Committee association
Training Programs
Disciplinary Actions
Awards and Recognition

VVVVVVVYVYYVYYYY

And other documents such as Eligibility / Board/ bar rating Certificate, Diploma, Transcript of
records, training Seminar/ Workshop Certificate/ Proof, Marriage Certificate, Birth
Certificate, Certificate of Employment, Service Record, Special Order, Office Order, Certificate
of Actual Duties, NBI and Police clearance, Latest Performance Rating for Employed,
Certificate of Good Moral Character, Valid IDs, Statement of Assets and Liabilities (SALN),
Work Experience Sheet, Proof of eligibility/ Licenses/ Admission to Bar/ Daily Time Record

17




Facility to process and capture the issuance of all types of action notices and appointments,
such as the following:

New hire (Original)
Reemployment
Promotion
Reappointment
Transfer

Renewal
Reinstatement

Step Increment
Reassignment

Job Rotation
Change of Status
Salary Adjustment
Detail

Resignation
Retirement/Separation

YVVVVVVVVVYVVYYVYYY

Capable of generating the following Reports:

Service Record

Notice of Vacancy/Publication (CSC Form)
ATAF

Personal Data Sheet (CSC Form)

Certificate of Employment

Employee Master List

List of Employees with Job Competency
Number of Personnel by Age and Gender
Plantilla of Personnel

Position Description Form (DBM- FORM 1)
List of Separated Employees

Notice of Salary Adjustments

Notice of Step Increment

Notice of Longevity

List of Team/Office/section/unit and heads
Customized Reports

VVVVVVVYYVYVYVYYVYYVYYVYY

The system allows for securely attaching and viewing original personal documents, such as
birth certificates and transcripts of records, etc., while also enabling customizable, user-
defined reports for streamlined HR document management.

Employee Self-Service (ESS) module with the following functionalities:
F. Paperless Application & Approval System
> Employees shall be able to submit and approve the following requests online,
accessible via the internet:
= Application for Leave of Absence
= Travel Order (TO)
= Official Business (OB)
» Daily Time Record (DTR) corrections

18



» Approvers shall be user-definable and configurable on a per-employee basis.
G. Real-Time Notifications & Status Tracking
» Employees shall receive automated notifications on the status of their requests
(pending, approved, rejected).
» A tracking system shall allow employees to monitor the progress of their
submissions.
H. Access to Personal Records
> Employees shall be able to view their the following while printing is subject for
approval:
» Daily Time Record (DTR)
» Leave the ledger
» Access shall be available anytime, anywhere via the internet.
I. HR Communication & Policy Management
> HR personnel shall be able to upload and publish:
= Company news
* Announcements
= Updated policies
> Employees shall have a centralized portal to access these updates.
J. Employee Feedback & Engagement
> Employees shall be able to submit feedback and suggestions directly to HR.
» Optional (Preferred): A discussion forum feature where employees can engage in
work-related discussions without physical interaction within OGCC premises.

Executive Information / Dashboard module with the following capabilities:

C. Predefined Analytics & Visualization

» The dashboard shall display real-time, interactive charts and graphical data to
provide management with up-to-date HR insights.
» Visualizations shall include, but not be limited to:

» Employee demographics (e.g., age brackets, gender distribution)

» Employment status (e.g., permanent, contractual, probationary)

» Organizational unit/division headcount

» Leave utilization trends

= Attendance and tardiness analytics

» Export options (e.g., PDF, Excel) shall be available for reporting purposes.

D. Role-Based Access & Security

> Dashboard access shall be restricted by user role (e.g., executives, department
heads) to ensure data confidentiality.

2. Leave Management Module must have the following;:

> Setup- The setup of Leave Management module contains the file maintenance table
such as Leave Setup, Leave Type Table, CSC Monthly Table, CSC Daily Table, and CSC
Monthly without Vacation Leave Credit Left. This table will be the basis for every leave
application and generation of leave credit per employee.

> Set the start and end date of the Monetization period.

> Define and set the Leave Types available within OGCC, along with their corresponding
tiling and approval policy.

> Update the values of the CSC Tables as the basis of leave generation.

> Leave Generator - facility to automatically generate VL, SL, SPL, NCL and CL credits
based on the CSC Tables.
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> Leave Entitlement - facility to manually entitle credits to Leave Types; Used to set the
beginning balances of Leave Types.

> Leave Application - facility to manually record filed Leaves by Employees.

> Leave Request - facility to view all filed Leave Requests and the Status of Special
Leaves.

> Monetization Requests - facility to view Monetization Requests filed by Employees

and input the VL and SL credits for Monetization.

Leave Ledger —facility to view the movement of Employee’s Leave

credits per Leave Type.

Reports - facility to generate, view, print, and/ or download different reports

under the Leave Management Module.

Provides file maintenance for leave types

User-definable and unlimited leave types

Facility to add unlimited number of leave types via Leave Type Table

Define each leave type as Paid or Unpaid via Leave Type Table

Inclusion of facility to attach documents required for filed leaves.

Allows online and offline filing of approved overtime authorization

Generate Sick Leave and Vacation Leave earned

Automated computation of leave credits: used, monetized, and balance

Able to compute leave credits to be earned based on the CSC table; (Monthly/Daily/

Monthly without Vacation Leave credit left Tables)

A comprehensive schedule of leaves per employee (leave ledger)

With calendar of requested and approved leaves per employee

Generates the following Leave Reports:

Disapproved Leave Application

Employee Leave Summary

Force Leave Record

Leave Credits

Leave Monetization Claims

Leave without Pay

List of Employees with Prolonged Leaves

List of Late Filing of Leave Application

Other Leave

Personnel Leave Computation Card

Y YV V

VVVVYVYYVVYY

VVVVVYVYVYVYVVYYYVY

3. Time and Attendance Module

The Time and Attendance Module shall automate the monitoring, processing, and management
of employee attendance, schedules, and related transactions. It shall support flexible work
arrangements, with biometric/facial recognition device integration, and ready for seamless
payroll synchronization.

A. Setup & Configuration

> Schedule Management:

* Define unlimited work schedules (e.g., flexi-time, core-time, gliding, shift-based,
attendance-exempt).
* Assign schedules per employee or group via Employee Management Schedule.
> Holiday Management:

* Setlocal and nationwide holidays (yearly via Holiday Table and Other Holidays
Table).
* Option to flag workdays before/after holidays.
» Biometric Integration:
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* Direct sync with biometric/facial recognition devices to eliminate manual time
logs.
* Support offline/online data capture.

B. Timekeeping & Processing

> Automated DTR Computation:

* Calculate Regular Hours, Absences, Tardiness, Undertime, Paid Leaves, Night
Differentials if applicable, Overtime if applicable, Holiday Pay, etc.
* Auto-deduct absences/tardiness from VL credits.
> Manual Adjustments:

* Allow manual entry of In/Out logs, DTR Corrections, Overtime (OT), Official
Business (OB), Travel Orders (TO).
* File upload (text/CSV) for bulk attendance logs.
» Opvertime Management:
* C(lassify OT types: Weekday, Holiday/Rest Day, Emergency.
* Options: Cash payment or Compensatory Overtime Credit (COC).

C. Alternative Work Arrangement (AWA) Support

> Flexible Scheduling;:
* WFH (8:00 AM-5:00 PM, No OT) and Onsite Flexi-time (7:00-9:00 AM for Admin,
7:00-10:00 AM for Legal).
* Custom AWA schedules (requested by employee, approved by supervisors).
» Accomplishment Tracking:
* Employees log Time-In/Out and submit Accomplishment Reports for approval.
* Supervisors can approve, reject, or return reports with remarks.

D. Security & Controls

> Date Locker: Prevent edits to locked payroll periods.
> Role-based access for HR, supervisors, and employees.

E. The system shall generate the following reports:

> Attendance Reports: Daily In/Out, DTR Corrections, Perfect Attendance, AWOL List.
» Overtime Reports: COC Availment/Non-Availment, OT Summary.

» Compliance Reports: Tardiness/Undertime Frequency, OB/ Travel Authority.

> AWA Reports: Approved Accomplishment Reports, Custom Timekeeping.

F. Integration Requirements

> Ready and capable of Payroll Sync: Auto-upload processed attendance data to payroll
(for the Second Phase implementation)

> Biometric Devices: Support real-time log capture from facial recognition/biometric
scanners.

4. Company General Information - it consists of the following information:

» Can upload OGCC Logo

» Can upload Celebration Banner for awareness of all employees and
communities

» OGCCname
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Address

Contact details

Official website & social media
Email Address

Zip/ Postal Code

Tax Identification No.
GSIS No.

Pag- Ibig No.

PhilHealth No.

Bank Account No.
Mission Statement
Vision Statement

Core Values

Mandates
Organizational Structure

VVVVVVYVYVYVYVYVYYVYYVYY

5. Security, Backup and Recovery:

Username and password authentication

Strong password policies

Audit trail tracking

Multi-level confidentiality access

Assignable user roles

Facility to define password expiration thru Password Policy setup
User-definable options thru Password Policy setup:

Minimum & maximum password length

Allow or Restrict characters

Case sensitive or not

User-definable user roles under Security Settings

With the facility to create multiple user roles.

With the facility to view user status (whether offline or online) for security tracking.
Availability of information to track user activities

With Audit Trail facility for all modules

Printable Audit Trail report

VVVVVVYVYVYYVYVYVYVYYVYYVYYVYY

6. To ensure the successful implementation of the project, the following activities shall be
undertaken as follows:

> Detailed Requirements Analysis and Specification - The main objective at this stage is
to gain a thorough understanding of how the functions are being conducted in the
process areas and identify the flow of information and how the process areas are
interconnected.

> Systems Design - Involves the development and formulation of the software
specifications including database structure design, software architectural framework,
system components specifications, implementation plan, network and hardware
architectural design, integration plan, and quality assurance and test plan.

» Program Development - Involves the actual coding/building of the system and its
subsystems or customization of the software according to the system specifications.

> System Integration and Testing - This would mean the integration of the different
subsystems and system integration testing. The application system will undergo
functional and operational testing.

> User Acceptance Testing - Prior to acceptance of the system, several rounds of user
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testing shall be conducted in a test environment. This will involve the actual users of the
system.

Users Training - The training will involve training of the users of the system and
training of system administrators who will be responsible for maintaining the systems.
Implementation and Deployment - This involves the development of the software
installation mechanism and installation of the software systems to test and production
environment.
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READY FOR THE FOLLOWING PRIME HR UPGRADES

Payroll Management Module - shall process payroll for 500 employees. Likewise, shall

automate the computation of salaries, employee benefits, budget allocations, payments,

and other government statutory deductions such as withholding tax, GSIS, Philhealth,

Pag-ibig, and other deductions from private entities, such as provident fund and other

applicable deductions.

Payroll Management must have the following;:

Leave Credits Monetization

Automatic Computation of Statutory deductions such as Philhealth, GSIS, Pag-ibig,
and withholding tax

Deductions for Cooperatives and Union Dues, etc.

Generate Accounting Entry

Automatic Computation of other compensation such as PERA, RATA, Longevity
Pay, Communication Allowance, Loyalty Pay, Hazard pay, Anniversary Bonus, etc.
Can handle multiple/unlimited bonuses and allowances

Schedule recurring entries

Process Mid-Year, Year-End benefit and cash gift and tax adjustment

Loan Monitoring

Generates the following reports:

List of Employees with More Than 5 Days Leave Without Pay
Overpayment Employees

Below Minimum List

Employees Entitled with Longevity Pay
Summary of Loan Deductions List

Payslip

General Payroll Report

General Payroll Summary

Payroll Certification

Monthly Variance Report

Variance Report of Employees

GSIS Remittance Report

GSIS Loan Remittance List

GSIS Premium Remittance List

GSIS Summary of Payments List

GSIS 1.V (Individual Voucher) Loan List
GSIS L.V (Individual Voucher) Premium List
GSIS Real Estate Loan List

HDMTF Premium Remittance Report

HDMF Loan Remittance Report

HDMF L.V (Individual Voucher) Loan List
HDMEF L.V (Individual Voucher) Premium List
HDMF MP2 Remittance List

HDMF Housing Loan Remittance List
HDMF Summary of Payments List
PhilHealth Premium Remittance Report




e PHIC Premium Remittance List

e PHICIV (Individual Vouchers) Premium Remittance List
e PHIC Summary of Payments List

e Custom Payroll Reports (Monthly)

e Alphalist (Terminated)

e Alphalist with Previous Employer

e Alphalist without Previous Employer

e BIR2316

e Certificate of Loan Remittance

e Certificate of Remittance

e Collective Negotiation Agreement Incentive Report
e Custom Payroll Reports (Yearly)

e Index of Payments to Employees

e Loyalty Award

e Mid-Year, Year-End Bonus and Cash Gift Report

e List of Active Employees

e Withholding Tax Remittance

Recruitment & Employment Application Portal Module

Applicant Interface (Public-Facing Portal) - Accessible via OGCC’s official
website.

Job Listings Dashboard
o Filter by position, unit assignment, employment status (permanent,
contractual, co-terminus, contract of service, etc.)
o Search by keyword, salary grade, posting date, or deadline
Online Application Form
o Auto-fill from uploaded CSC Personal Data Sheet (PDS)
o Upload required documents: PDS, Transcript of Records, Eligibility
Certificates, NBI Clearance, etc.
o Real-time validation of mandatory fields

o Application Tracker
o View status: Submitted, Under Review, Shortlisted, Scheduled for Interview,
Hired, Not Selected

o Email and SMS notifications for updates
Account Creation & Profile Management
o Applicants can create accounts to manage applications, update profiles, and
store documents
o Option to apply for multiple positions

HR/ Admin Interface (Internal Portal)

e Vacancy Management
o Create, edit, and publish job postings

25



o Define qualifications, salary grade, plantilla item number, and hiring
timeline
o Auto-generate CSC Publication Form and Notice of Vacancy
e Applicant Screening Tools
o View applicant profiles and documents
o Tag applicants (e.g., Qualified, For Interview, For Background Check)
o Filter by eligibility, education, experience, and other criteria
o Interview Scheduling
o Send interview invites via portal/email/SMS
o Assign panel members and schedule interview slots
o Record interview notes and ratings
o Selection & Appointment Processing
o Generate appointment documents (e.g., Notice of Appointment, Position
Description Form)
o Route for approval and digital signature
o Sync with Employee Record Management Module upon hiring

Analytics & Reports

o Number of Applicants per Vacancy

o Source of Applicants (e.g., website, referral, job fair)
o Time-to-Fill Metrics

o Diversity Metrics (age, gender, location)

o List of Hired Applicants with Position and Start Date

Export Options:

e PDF, Excel, CSV formats
o Customizable report templates

Security & Compliance

e Role-based access (HR and Admin.)

o Audit trail for all actions (posting, screening, hiring)

o Data Privacy Act compliance (consent forms, secure document handling)
o CAPTCHA and anti-spam protection for public portal

Integration Points

e Sync with:
o Employee Record Management Module (upon hiring)
o Timekeeping and Payroll (for onboarding)
o SPMS (for performance tracking post-hire)

Strategic Performance Management System Module - this module shall measure the
performance of the employee, organizational unit, and AGENCY as a whole based on
scientific metrics through the use of this system as required by CSC. It shall make the
preparation of Division and Individual Performance Commitment & Review (DPCR and
IPCR) very easy and accessible for employees online and help Department & Division

Heads monitor work progress and office accomplishments. It shall provide a single
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location for monitoring and evaluation of Quality, Efficiency, and Timeliness of both
individual and office targets and accomplishments.

Strategic Performance Management System (SPMS) must have the following:

e Employees with Expiring Contracts (COS and co-term)
e Total number of Married, Single & Solo Parent

e Total number of Senior Citizens

e Employees per location

e Employees Education

e Total number of present & absent employees

e Employees with Expiring Temporary Reassignment
e Leave information

e Accumulated leaves & lates

e Employees profile

e Total Employees with Children between Age

e Summary of Manpower

e Turnover Rate

e Payroll

e Gross, deductions & net pay

e Budget utilization per Plantilla

Learning and Development Module

This module shall allow users to create an unlimited number of trainings based on
the competencies for further enhancement. It provides a summary of training required
per employee based on the competency requirements per position and gender. The
system shall provide the summary of training requested by the employee including its
status such as attended, partially attended, and not yet attended by the employee.

Rewards and Recognition Module

This module shall assist the PRAISE Committee in their search for deserving
employees AGENCY wide and this module streamlines the nomination and screening
processes. All offices shall have access to the computer program where they can nominate
outstanding employees who have demonstrated dedicated work performance or major
accomplishments, notable contributions, and exemplary conduct that directly benefited
the AGENCY.

Executive Information/Dashboard must have the following the capability to view and
print the following summary information as follows:

e Organizational Unit

e Number of Employees

e List of Employees without Time-In as of 9:00AM
e Employees by Age

e Employees by Gender

e Employees Without Time In by date

e Birthday Celebrants for the Month

e List of Retiring Employees
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e Employees with Expiring Contracts

e Total number of Married, Single & Solo Parent
e Total number of Senior Citizens

e Employees per location

e Employees Education

e Total number of present & absent employees

e Employees with Expiring Temporary Reassignment
e Leave information

e Accumulated leaves & lates

e Employees profile

e Total Employees with Children between Age
e Summary of Manpower

e Turnover Rate Payroll

e Gross, deductions & net pay

e Budget utilization per Plantilla

POST- QUALIFICATION EVALUATION REQUIREMENTS

The bidder with the Lowest Calculated Quotation (LCQ) shall be required to
conduct a demo or proof of concept to validate that the system offered is compliant
and responsive to the requirements of the end-user.

The demo shall focus on the bidder’s existing Employee Records Management
Module, which will be evaluated by the end-user using the attached Scoring
Criteria for Bidders.

The demo shall be conducted within three (3) calendar days from receipt of
written notice from the BAC Secretariat informing the bidder that it has been
declared as the LCQ.

A minimum passing score of 85 points is required for the bidder to pass the post-
qualification evaluation. Failure to meet the minimum passing score shall render
the bidder non-responsive, and the next ranked bidder shall be invited to conduct
a similar demo or proof of concept.

The demo shall be conducted at the OGCC Conference Room, or as otherwise
determined by the Personnel Section.

WARRANTY AND TECHNICAL SUPPORT
The following shall be provided/delivered by the supplier:

The System Provider shall warrant the HRIS free from any configuration/software
errors from the date of turn-over to the OGCC. Within one (1) year from the date of
acceptance by the OGCC, the System Provider shall, whenever appropriately informed
of possible bugs, issues, and technical concerns affecting the HRIS, promptly act to fix the
problem at no expense to the OGCC.
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The System Provider shall provide 24 /7 technical support to the OGCC within the
warranty period via email, phone and remote access.

OWNERSHIP AND CONFIDENTIALITY OF DATA

All data/information related to the development of the information system that
may be shared by the Agency in the course of evaluating the various modules, functions,
and features of the customized solution, shall remain confidential and shall not be
copied, divulged, transmitted, or shared in any way to third parties.

All pertinent records of OGCC personnel, his/her dependents, work assignments,
performance appraisals, and other HR-related information entered into and recorded by
the system shall be owned by the OGCC.

The Contractor shall ensure that such information shall be treated with
confidentiality through a non-disclosure agreement.

The Contractor shall abide by the provisions stipulated in the Data Privacy Act.
PROJECT TIMELINE AND DELIVERABLE

The commencement of the project shall be within seven (7) calendar days from
receipt of the NTP and must be completed within 45 working days from said date.

29



HRIS Procurement Scoring Criteria for Bidders

Each bid will be evaluated across the following major categories, with a total of

100 points. Minimum passing score: 85 points.

Technical Compliance (40 points)

Assesses how well the proposed system meets the required specifications.

’ Description H Points H Rater ’
‘Complete delivery of Employee Records, ESS, Leave, Timekeeping, H 10 H ‘
All required functionalities

- User-definable tables, roles, reports, and workflows

- Role-based access, audit trail, password policy, data recovery 15

- Biometric/facial recognition, ready payroll sync, export formats

(PDF, Excel)

‘Internet—based access, mobile-friendly, real-time notifications H 5 H
The HRIS must be ready to add the following module for enhancement:
Payroll, Recruitment and Employment Application Portal, SPMS, 10
Learning & Development, Rewards & Recognition
User Experience & Interface (20 points)
Evaluates ease of use, clarity, and accessibility.
‘ Description H Points H Rater ‘
‘Clean, intuitive, and responsive Ul H 10 H ‘
‘Accessible, paperless, and real-time tracking H 10 H ‘
Implementation Plan & Support (20 points)
Assesses the bidder’s readiness and capacity to deploy the system.
‘ Description H Points H Rater ‘
‘Realistic and detailed plan aligned with OGCC’s schedule H 5 H ‘
‘Clear plan for user training and acceptance testing H 5 H ‘
‘1-year warranty, 24/7 support, bug resolution commitment H 5 H ‘
‘System validation within 5 days of notice H 5 H ‘
Reporting & Analytics (10 points)
Evaluates the system’s ability to generate required reports and insights.
l Description H Points H Rater |
‘AH listed HR, leave reports and demographics H 5 H ’
‘Real-time analytics, exportable summaries H 5 H ‘
Cost Efficiency & Value-Added Features (10 points)
Evaluates cost-effectiveness and additional beneficial features.
l Description H Points H Rater |
‘Value for money based on scope and quality H 5 H ’
‘Optional Enhancements: Discussion forum, mobile app H 5 H ’
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