[bookmark: _Toc3992819]SECTION 6: RETURNABLE BIDDING FORMS / CHECKLIST

This form serves as a checklist for preparation of your Proposal. Please complete the Returnable Bidding Forms in accordance with the instructions in the forms and return them as part of your Proposal submission. No alteration to format of forms shall be permitted and no substitution shall be accepted.
Before submitting your Proposal, please ensure compliance with the Proposal Submission instructions of the BDS 22.

Technical Proposal Envelope:
	Have you duly completed all the Returnable Bidding Forms? 
	

	· Form A: Technical Proposal Submission Form
	☐

	· Form B: Bidder Information Form
	☐

	· Form C: Joint Venture/Consortium/ Association Information Form
	☐

	· Form D: Qualification Form
	☐

	· Form E: Format of Technical Proposal 
	☐

	· Functional Requirement Form (Appendix I)
	☐

	Have you provided the required documents to establish compliance with the evaluation criteria in Section 4? 
	☐



Financial Proposal Envelope 
(Must be submitted in a separate sealed envelope/password protected email)
	· Form F: Financial Proposal Submission Form
	☐

	· Form G: Financial Proposal Form
	☐














[bookmark: _Form_A:_Proposal/No][bookmark: _Form_B:_Proposal][bookmark: _Toc3992820][bookmark: _GoBack]

FORM A: TECHNICAL PROPOSAL SUBMISSION FORM

	Name of Bidder:
	[Insert Name of Bidder]
	Date:
	Select date

	RFP reference:
	[Insert RFP Reference Number]



[bookmark: Text5]We, the undersigned, offer to provide the services for [Insert Title of services] in accordance with your Request for Proposal No. [Insert RFP Reference Number] and our Proposal.  We are hereby submitting our Proposal, which includes this Technical Proposal and our Financial Proposal sealed under a separate envelope.
We hereby declare that our firm, its affiliates or subsidiaries or employees, including any JV/Consortium /Association members or subcontractors or suppliers for any part of the contract:
a) is not under procurement prohibition by the United Nations, including but not limited to prohibitions derived from the Compendium of United Nations Security Council Sanctions Lists;
b) have not been suspended, debarred, sanctioned or otherwise identified as ineligible by any UN Organization or the World Bank Group or any other international Organization; 
c) have no conflict of interest in accordance with Instruction to Bidders Clause 4;
d) do not employ, or anticipate employing, any person(s) who is, or has been a UN staff member within the last year, if said UN staff member has or had prior professional dealings with our firm in his/her capacity as UN staff member within the last three years of service with the UN (in accordance with UN post-employment restrictions published in ST/SGB/2006/15);
e) have not declared bankruptcy, are not involved in bankruptcy or receivership proceedings, and there is no judgment or pending legal action against them that could impair their operations in the foreseeable future; 
f) undertake not to engage in proscribed practices, including but not limited to corruption, fraud, coercion, collusion, obstruction, or any other unethical practice, with the UN or any other party, and to conduct business in a manner that averts any financial, operational, reputational or other undue risk to the UN and we embrace the principles of the United Nations Supplier Code of Conduct and adhere to the principles of the United Nations Global Compact.
We declare that all the information and statements made in this Proposal are true and we accept that any misinterpretation or misrepresentation contained in this Proposal may lead to our disqualification and/or sanctioning by the UNDP. 
We offer to provide services in conformity with the Bidding documents, including the UNDP General Conditions of Contract and in accordance with the Terms of Reference
Our Proposal shall be valid and remain binding upon us for the period of time specified in the Bid Data Sheet. 
We understand and recognize that you are not bound to accept any Proposal you receive.
I, the undersigned, certify that I am duly authorized by [Insert Name of Bidder] to sign this Proposal and bind it should UNDP accept this Proposal. 
Name: 	_____________________________________________________________
Title: 	_____________________________________________________________
Date:	_____________________________________________________________
Signature: 	_____________________________________________________________
[Stamp with official stamp of the Bidder]

[bookmark: _Toc3992821]FORM B: BIDDER INFORMATION FORM


	Legal name of Bidder
	[Complete]

	Legal address
	[Complete]

	Year of registration
	[Complete]

	Bidder’s Authorized Representative Information
	Name and Title: [Complete] 
Telephone numbers: [Complete]
Email: [Complete]

	Are you a UNGM registered vendor?
	☐ Yes   ☐ No 	If yes, [insert UGNM vendor number] 

	Are you a UNDP vendor?
	☐ Yes   ☐ No 	If yes, [insert UNDP vendor number] 

	Countries of operation
	[Complete]

	No. of full-time employees
	[Complete]

	Quality Assurance Certification (e.g. ISO 9000 or Equivalent) (If yes, provide a Copy of the valid Certificate):
	[Complete]

	Does your Company hold any accreditation such as ISO 14001 related to the environment? (If yes, provide a Copy of the valid Certificate):
	[Complete]

	Does your Company have a written Statement of its Environmental Policy? (If yes, provide a Copy)
	[Complete]

	Contact person UNDP may contact for requests for clarification during Proposal evaluation 
	Name and Title: [Complete]
Telephone numbers: [Complete]
Email: [Complete]

	Please attach the following documents: 
	· Company Profile, which should not exceed fifteen (15) pages, including printed brochures and product catalogues relevant to the goods/services being procured 
· Certificate of Incorporation/ Business Registration 
· Tax Registration/Payment Certificate issued by the Internal Revenue Authority evidencing that the Bidder is updated with its tax payment obligations, or Certificate of Tax exemption, if any such privilege is enjoyed by the Bidder 
· Trade name registration papers, if applicable
· Local Government permit to locate and operate in assignment location, if applicable 
· Official Letter of Appointment as local representative, if Bidder is submitting a Bid in behalf of an entity located outside the country
· Power of Attorney 


[bookmark: _Toc3992822]FORM C: JOINT VENTURE/CONSORTIUM/ASSOCIATION INFORMATION FORM

	Name of Bidder:
	[Insert Name of Bidder]
	Date:
	Select date

	RFP reference:
	[Insert RFP Reference Number]



To be completed and returned with your Proposal if the Proposal is submitted as a Joint Venture/Consortium/Association.

	No
	Name of Partner and contact information (address, telephone numbers, fax numbers, e-mail address)  
	Proposed proportion of responsibilities (in %) and type of services to be performed 

	1
	[Complete]
	[Complete]

	2
	[Complete]
	[Complete]

	3
	[Complete]
	[Complete]



	Name of leading partner 
(with authority to bind the JV, Consortium, Association during the RFP process and, in the event a Contract is awarded, during contract execution)
	[Complete]



We have attached a copy of the below document signed by every partner, which details the likely legal structure of and the confirmation of joint and severable liability of the members of the said joint venture:
☐ Letter of intent to form a joint venture	OR 	☐ JV/Consortium/Association agreement 

We hereby confirm that if the contract is awarded, all parties of the Joint Venture/Consortium/Association shall be jointly and severally liable to UNDP for the fulfillment of the provisions of the Contract.
	Name of partner: ___________________________________ 
	Name of partner: ___________________________________

	Signature: ______________________________
	Signature: _______________________________

	Date: ___________________________________
	Date: ___________________________________

	
	

	Name of partner: ___________________________________
	Name of partner: ___________________________________

	Signature: ______________________________
	Signature: _______________________________

	Date: ___________________________________
	Date: ___________________________________


[bookmark: _Toc3992823]


FORM D: QUALIFICATION FORM

	Name of Bidder:
	[Insert Name of Bidder]
	Date:
	Select date

	RFP reference:
	[Insert RFP Reference Number]



If JV/Consortium/Association, to be completed by each partner.

Historical Contract Non-Performance
	☐ Contract non-performance did not occur for the last 3 years 

	☐ Contract(s) not performed for the last 3 years

	Year
	Non- performed portion of contract
	Contract Identification
	Total Contract Amount (current value in US$)

	 
	

	Name of Client: 
Address of Client: 
Reason(s) for non-performance:

	




Litigation History (including pending litigation)
	☐ No litigation history for the last 3 years

	☐ Litigation History as indicated below

	Year of dispute 
	Amount in dispute (in US$)
	Contract Identification
	Total Contract Amount (current value in US$)

	 
	
	Name of Client: 
Address of Client: 
Matter in dispute: 
Party who initiated the dispute: 
Status of dispute:
Party awarded if resolved:
	




Previous Relevant Experience 	
Please list only previous similar assignments successfully completed in the last 3 years. 
List only those assignments for which the Bidder was legally contracted or sub-contracted by the Client as a company or was one of the Consortium/JV partners. Assignments completed by the Bidder’s individual experts working privately or through other firms cannot be claimed as the relevant experience of the Bidder, or that of the Bidder’s partners or sub-consultants, but can be claimed by the Experts themselves in their CVs. The Bidder should be prepared to substantiate the claimed experience by presenting copies of relevant documents and references if so requested by UNDP.

	Project name & Country of Assignment
	Client & Reference Contact Details
	Contract Value
	Period of activity and status
	Types of activities undertaken

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Bidders may also attach their own Project Data Sheets with more details for assignments above.
☐  Attached are the Statements of Satisfactory Performance from the Top 3 (three) Clients or more. 


Financial Standing

	Annual Turnover for the last 3 years
	Year       	USD      
Year       	USD      
Year       	USD      

	Latest Credit Rating (if any), indicate the source
	



	Financial information
(in US$ equivalent)
	Historic information for the last 3 years


	
	Year 1
	Year 2
	Year 3

	
	Information from Balance Sheet

	Total Assets (TA)
	
	
	

	Total Liabilities (TL)
	
	
	

	Current Assets (CA)
	
	
	

	Current Liabilities (CL)
	
	
	

	
	Information from Income Statement

	Total / Gross Revenue (TR)
	
	
	

	Profits Before Taxes (PBT)
	
	
	

	Net Profit 
	
	
	

	Current Ratio
	
	
	



☐ Attached are copies of the audited financial statements (balance sheets, including all related notes, and income statements) for the years required above complying with the following condition:
a) Must reflect the financial situation of the Bidder or party to a JV, and not sister or parent companies;
b) Historic financial statements must be audited by a certified public accountant;
c) Historic financial statements must correspond to accounting periods already completed and audited. No statements for partial periods shall be accepted.


[bookmark: _Toc3992824]FORM E: FORMAT OF TECHNICAL PROPOSAL 

	Name of Bidder:
	[Insert Name of Bidder]
	Date:
	Select date

	RFP reference:
	[Insert RFP Reference Number]



The Bidder’s proposal should be organized to follow this format of Technical Proposal. Where the bidder is presented with a requirement or asked to use a specific approach, the bidder must not only state its acceptance, but also describe how it intends to comply with the requirements. Where a descriptive response is requested, failure to provide the same will be viewed as non-responsive. 

SECTION 1: Bidder’s qualification, capacity and expertise
1.1 Brief description of the organization, including the year and country of incorporation, and types of activities undertaken.
1.2 General organizational capability which is likely to affect implementation: management structure, financial stability and project financing capacity, project management controls, extent to which any work would be subcontracted (if so, provide details).
1.3 Relevance of specialized knowledge and experience on similar engagements done in the region/country.
1.4 Quality assurance procedures and risk mitigation measures.
1.5 Organization’s commitment to sustainability.

SECTION 2: Proposed Methodology, Approach and Implementation Plan
This section should demonstrate the bidder’s responsiveness to the TOR by identifying the specific components proposed, addressing the requirements, providing a detailed description of the essential performance characteristics proposed and demonstrating how the proposed approach and methodology meets or exceeds the requirements. All important aspects should be addressed in sufficient detail and different components of the project should be adequately weighted relative to one another.
2.1 A detailed description of the approach and methodology for how the Bidder will achieve the Terms of Reference of the project, keeping in mind the appropriateness to local conditions and project environment. Details how the different service elements shall be organized, controlled and delivered.
2.2 The methodology shall also include details of the Bidder’s internal technical and quality assurance review mechanisms.  
2.3 Explain whether any work would be subcontracted, to whom, how much percentage of the work, the rationale for such, and the roles of the proposed sub-contractors and how everyone will function as a team. 
2.4 Description of available performance monitoring and evaluation mechanisms and tools; how they shall be adopted and used for a specific requirement.
2.5 Implementation plan including a Gantt Chart or Project Schedule indicating the detailed sequence of activities that will be undertaken and their corresponding timing.   
2.6 Demonstrate how you plan to integrate sustainability measures in the execution of the contract.
2.7 Any other comments or information regarding the project approach and methodology that will be adopted.  

SECTION 2A: Bidder’s Comments and Suggestions on the Terms of Reference 
Provide comments and suggestions on the Terms of Reference, or additional services that will be rendered beyond the requirements of the TOR, if any. 

SECTION 3: Management Structure and Key Personnel
3.1 Describe the overall management approach toward planning and implementing the project. Include an organization chart for the management of the project describing the relationship of key positions and designations. Provide a spreadsheet to show the activities of each personnel and the time allocated for his/her involvement.  
3.2 Provide CVs for key personnel that will be provided to support the implementation of this project using the format below. CVs should demonstrate qualifications in areas relevant to the Scope of Services.  

Format for CV of Proposed Key Personnel 
	NAME OF PERSONNEL
	[INSERT]

	POSITION FOR THIS ASSIGNMENT
	[INSERT]

	NATIONALITY
	[INSERT]

	LANGUAGE PROFICIENCY 
	[INSERT]

	EDUCATION/ QUALIFICATIONS
	[SUMMARIZE COLLEGE/UNIVERSITY AND OTHER SPECIALIZED EDUCATION OF PERSONNEL MEMBER, GIVING NAMES OF SCHOOLS, DATES ATTENDED, AND DEGREES/QUALIFICATIONS OBTAINED.]

	
	[INSERT]

	PROFESSIONAL CERTIFICATIONS
	[PROVIDE DETAILS OF PROFESSIONAL CERTIFICATIONS RELEVANT TO THE SCOPE OF SERVICES]

	
	· NAME OF INSTITUTION: [INSERT]
· DATE OF CERTIFICATION: [INSERT]

	EMPLOYMENT RECORD/ EXPERIENCE

	[LIST ALL POSITIONS HELD BY PERSONNEL (STARTING WITH PRESENT POSITION, LIST IN REVERSE ORDER), GIVING DATES, NAMES OF EMPLOYING ORGANIZATION, TITLE OF POSITION HELD AND LOCATION OF EMPLOYMENT.  FOR EXPERIENCE IN LAST FIVE YEARS, DETAIL THE TYPE OF ACTIVITIES PERFORMED, DEGREE OF RESPONSIBILITIES, LOCATION OF ASSIGNMENTS AND ANY OTHER INFORMATION OR PROFESSIONAL EXPERIENCE CONSIDERED PERTINENT FOR THIS ASSIGNMENT.]

	
	[INSERT]

	REFERENCES

	[PROVIDE NAMES, ADDRESSES, PHONE AND EMAIL CONTACT INFORMATION FOR TWO (2) REFERENCES]

	
	REFERENCE 1: 
[INSERT]

REFERENCE 2:
[INSERT]



I, the undersigned, certify that to the best of my knowledge and belief, these data correctly describe my qualifications, my experiences, and other relevant information about myself.
________________________________________	___________________
Signature of Personnel						          Date (Day/Month/Year)
[bookmark: _Toc3992825]
FORM F: FINANCIAL PROPOSAL SUBMISSION FORM


	Name of Bidder:
	[Insert Name of Bidder]
	Date:
	Select date

	RFP reference:
	[Insert RFP Reference Number]



	

We, the undersigned, offer to provide the services for [Insert Title of services] in accordance with your Request for Proposal No. [Insert RFP Reference Number] and our Proposal.  We are hereby submitting our Proposal, which includes this Technical Proposal and our Financial Proposal sealed under a separate envelope.
Our attached Financial Proposal is for the sum of [Insert amount in words and figures].  
Our Proposal shall be valid and remain binding upon us for the period of time specified in the Bid Data Sheet. 
We understand you are not bound to accept any Proposal you receive.



Name: 	_____________________________________________________________
Title: 	_____________________________________________________________
Date:	_____________________________________________________________
Signature: 	_____________________________________________________________
13	Section 3.  Technical Proposal - Standard Forms
[Stamp with official stamp of the Bidder]

2

2

[bookmark: _Toc3992826]FORM G: FINANCIAL PROPOSAL FORM

	Name of Bidder:
	[Insert Name of Bidder]
	Date:
	Select date

	RFP reference:
	[Insert RFP Reference Number]



The Bidder is required to prepare the Financial Proposal following the below format and submit it in an envelope separate from the Technical Proposal as indicated in the Instruction to Bidders. Any Financial information provided in the Technical Proposal shall lead to Bidder’s disqualification. 
The Financial Proposal should align with the requirements in the Terms of Reference and the Bidder’s Technical Proposal. 

Currency of the proposal: [Insert Currency]
Table 1: Summary of Overall Prices
	
	Amount(s)

	Professional Fees (from Table 2)
	

	Other Costs (from Table 3)
Note: Refer to page 26 
	

	Total Amount of Financial Proposal
	



Table 2: Breakdown of Professional Fees
	Name
	Position
	Fee Rate
	No. of Days/months/ hours
	Total Amount


	
	
	A
	B
	C=A+B

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Subtotal Professional Fees:
	


	
Table 3: Breakdown of Other Costs
	 Description
	UOM
	Quantity
	Unit Price
	Total Amount

	Local transportation costs
	Lump Sum
	
	
	

	Out-of-Pocket Expenses
	
	
	
	

	Other Costs: (please specify)
	
	
	
	

	Subtotal Other Costs:
	




Table 4: Breakdown of Price per Deliverable/Activity 
	Deliverable/
Activity description 
	Time
(person days)
	Professional Fees
	Other Costs
	Total

	Approved Project Charter
	
	
	
	

	Approved Solution Blueprint
	
	
	
	

	Training Sign-off
	
	
	
	

	UAT Sign-off
	
	
	
	

	Post Go-Live Sign-off
	
	
	
	

	Project Sign-off
	
	
	
	



Table 5: Recurrent costs (only for reference purposes)
	Item 
	Cost for 2nd year
	Cost for 3rd year
	Cost for 4th year
	Cost for 5th year
	Cost for 6th year

	e.g. licence fees per user
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	…..
	
	
	
	
	






1

[bookmark: _Toc499823408][bookmark: _Toc1398101][bookmark: _Toc3992827]APPENDIX I: FUNCTIONAL REQUIREMENT FORM

[bookmark: _Toc3992828][bookmark: _Toc1467792]A1.1	GENERAL SPECIFICATIONS 
	
	General Specifications


	Ref
	Functional Requirements - General 
	Compliance
(C=Comply/NC=Not Comply)
	Explanatory Note/ Remarks

	S1 
	The software must have a one-time, single-point of data entry to reduce redundant work
	
	

	S2 
	The software must have an easy to use system for preparing various statistical and analytical
reports
	
	

	S3 
	Totally integrated search capabilities on all fields without the use of a secondary application
	
	

	S4 
	The software must provide a look-up capability for frequently entered information; and, once selected the information will automatically populate the corresponding data record
	
	

	S5 
	The software must provide the ability for the system manager to identify any individual who entered, edited, deleted or otherwise changed any data and the date and time that the change was made
	
	

	S6 
	The software must provide the ability for multiple users to be on the system at the same time and multiple users to be in the same programs at the same time
	
	

	S7 
	The software must provide the ability to direct output of a data search to a printer upon user
demand
	
	

	S8 
	The system must provide the ability for the user to create PDF, spreadsheet, delimited text file format for all reports
	
	

	S9 
	The system continuously saves its data and does not require the user to manually save. If the system crashes or closes unexpectedly, no data is lost
	
	

	S10 
	The system allows for postings to be made to any future or past period but can also be restricted by the system administrator within pre-specified open periods
	
	

	S11 
	Drill down capability within a given module
	
	

	S12 
	Drill across modules capability
	
	

	S13 
	Import and export data options
	
	

	S14 
	The system should have a notification system for process that are coming due, such as 
reapplying for a grant and license expiring
	
	

	S15 
	Software should provide a report auto schedule capability to run reports at designated times
in the future
	
	

	S16 
	The software should provide a "query" builder to create, save and run common database queries.
	
	

	S17 
	The system must satisfy the following inherent features: 
○ Web-based 
○ Ease of upgrade 
○ Modular (if deemed appropriate) 
	
	

	S18 
	The system must allow system administrators to create and update user profiles that define roles and access rights
	
	

	S19 
	The system must provide a comprehensive audit trail that allows system administrators to trace all updates
	
	





[bookmark: _Toc3992829]A1.2	SPECIFICATIONS FOR ENTERPRISE RESOURCE PLANNING SOFTWARE (ERP)
	
	Financial Management
	
	

	[bookmark: _Hlk2069393]Ref
	Functional Requirements - General Ledger
	Compliance
(C=Comply/NC=Not Comply)
	Explanatory Note/ Remarks

	S20 
	The system must provide a Chart of Accounts with segmented general ledger codes (minimum 5 levels)
	
	

	S21 
	For each G/L account, the chart of accounts contains the account number, account name and parameters
	
	

	S22 
	The system must allow for the modification of specific details of an account without affecting previous transactions or the structure of the chart of accounts
	
	

	S23 
	Ability to determine/specify the type of GL accounts e.g. balance sheet or profit and loss item
	
	

	S24 
	The system must provide for account level security by user. e.g.:  The system should restrict user entering or reviewing balances for certain account or range of account
	
	

	S25 
	Ability to maintain account status for the GL accounts e.g. Active, Inactive, Closed
	
	

	S26 
	The system must have flexibility in defining accounting periods per fiscal year
	
	

	S27 
	Ability to input journal entries and recurring journal entries
	
	

	S28 
	Ability to approve journal entries before posting
	
	

	S29 
	Ability to drill down from the balance level to the transaction level
	
	

	S30 
	The system must provide for the transfer of balance from profit and loss GL accounts to the retained earnings GL account
	
	

	S31 
	The system must allow for the input of prior year adjustments
	
	

	S32 
	Availability of standard reports that are provided in online or in batch mode
	
	

	S33 
	Ability to perform multi company accounting
	
	

	S34 
	Ability to upload foreign exchange rates
	
	

	S35 
	The system must provide for extract and upload facilities
	
	

	S36 
	Ability to view data on past financials years (minimum 8 years)
	
	

	Ref
	Functional Requirements - General Ledger
	Compliance
(C=Comply/NC=Not Comply)
	Explanatory Note/ Remarks

	S37 
	The system must allow the consolidation of the Trial Balances from multiple subsidiaries
	
	

	S38 
	Ability to generate budget template with all sections:
· Expenditure estimates (Recurring & Non-Recurring)
· Capital expenditure estimates
· Maintenance Cost budget
	
	

	S39 
	Ability to do budget forecast based on prior year
	
	

	S40 
	Ability to create budgets with a breakdown of every general ledger account and every total in the chart of accounts, then, print actual balances and show variances by percentage
	
	

	S41 
	Facility to create budgets in different ways namely: 
· Manually
· Copying budget, wholly or partly, from an existing budget
· Import/Export from and to Excel workbook
	
	

	S42 
	Versioning - allows for the creation of multiple budget versions
	
	

	S43 
	Facility to automatically generate budgets from previous year actuals or budgets, with a percentage increase or decrease by income / expense code range
	
	

	S44 
	Facility to prepare departmentalised budgeting
	
	

	S45 
	The system must provide for budget approval functionality based on pre-defined user privileged levels
	
	

	S46 
	Ability to perform Expense Analysis - Department wise/Consolidated. Current month/YTD/Prev YTD comparisons with Budgets
	
	

	S47 
	Ability to review budget balances through reports
	
	

	S48 
	Ability to enable various end users input budget figures in a sub-module 
	
	

	S49 
	Ability to have separate period closing capability by sub ledgers
	
	

	S50 
	Ability to selectively close or open periods for posting (with adequate security)
	
	

	S51 
	Ability to generate detailed/summarised transaction report for a single account or for a range of account by:
· Period to date
· Year to Date
	
	

	S52 
	Ability to generate summarised and detailed trial balance 
	
	

	S53 
	Facility to customize financial reports and management accounts using specific format (International Public Sector Accounting Standards (IPSAS)) e.g. income statement, statement of financial position, cash flow, estimated budget v/s revised budget, revised estimate v/s actual, actual expenditure on a cash basis and other financial report
	
	

	S54 
	Ability to generate budget status reports PTD/YTD
	
	

	Ref
	Functional Requirements - General Ledger
	Compliance
(C=Comply/NC=Not Comply)
	Explanatory Note/ Remarks

	S55 
	The budget functionality must have a seamless integration with Payables and Purchasing modules
	
	

	S56 
	The system must be multi-currency 
	
	

	S57 
	Ability to manage TDS with status reporting
	
	

	S58 
	Ability to manage government grants, special government funding, external aid funding and income from any other source approved by the Minister as prescribed in the MARENA Act
	
	

	S59 
	Ability to manage General Fund in the MIS as prescribed in the MARENA Act
	
	

	S60 
	The system must provide the facility to generate various type of reports and dashboards easily (e.g. accounting reports, budget versus actual, expenses incurred, leave balances, stock count)
	
	

	S61 
	The system must provide the facility to export reports and dashboards on MS Word and MS Excel
	
	




	Ref
	Functional Requirements - Cash Management
	Compliance
(C=Comply/NC=Not Comply)
	Explanatory Note/ Remarks

	S62 
	Ability to support all in and out payment transactions
	
	

	S63 
	Ability to generate daily receipt register
	
	

	S64 
	Ability to generate daily payment register
	
	

	S65 
	Ability must be interfaced with the following modules:
· Accounts Payable
· Accounts Receivable
· General Ledger (for banks transaction done directly in GL)
· Payroll
	
	

	S66 
	Ability to upload electronic bank statement into the system and perform manual/automatic bank reconciliation
	
	

	S67 
	Ability to automatically enter the following reconciling items:
Bank charges, Bank interests, Other miscellaneous transactions that appears on the bank statement
	
	

	S68 
	Ability to have in transit GL Codes for un-reconciled payment/receipt transaction. And reconciled transactions from Cash Management module to generate final GL codes
	
	

	S69 
	Ability to generate bank reconciliation report showing reconciled, unreconciled amounts as per bank statement
	
	

	S70 
	Ability to generate cash movement report for every bank account showing opening balance, transactions for the period and resulting closing balance
	
	

	S71 
	The system must allow for the creation of multiple bank accounts
	
	

	S72 
	Ability to store the date the last bank reconciliation was completed and the closing balance of the bank account at the time
	
	

	S73 
	The system must be able to produce a list of bank accounts, orderable by:
· Account number
· Account name
· Account balance
	
	

	S74 
	The system must be able to display a list of transactions for a given bank account. The required details are:
· Date
· Corresponding transaction account (in double entry accounting)
· Amount of the transaction shown in a column appropriate to the nature of the transaction: that is, either credit or debit
· Any taxes appropriate to each transaction
· Running balance
	
	

	S75 
	The system must allow for the automatic generation of cheques for due invoices with remittance advice
	
	

	S76 
	Ability to perform electronic payment with system approval from CEO and Board members
	
	

	S77 
	Ability to implement payment authorization with limits and workflow
	
	




	Ref
	Functional Requirements - Account Payable
	Compliance
(C=Comply/NC=Not Comply)
	Explanatory Note/ Remarks

	S78 
	Ability to add/create new creditors with the required details
	
	

	S79 
	Ability to edit and modify creditor details; apart from the creditor code
	
	

	S80 
	Ability to flag creditors as inactive only if account balance is zero
	
	

	S81 
	Ability to flag inactive creditors as active
	
	

	S82 
	Ability to restrict posting of transactions on an inactive creditor
	
	

	S83 
	Ability to produce a list of all creditors, orderable by:
· account number
· account name
· account balance
· latest activity date (optional) - A given date on which the creditor has made a purchase
· status i.e. active/inactive/all
	
	

	S84 
	Ability to display a list all creditors, their account number and balance
	
	

	S85 
	Ability to delete a creditor only if creditor account does not have any transactions associated with it
	
	

	S86 
	Ability to have a list of all payments within a given date range specified by the user. The following details are displayed:
· supplier’s name
· amount paid
· date of payment
whether the payment was a partial payment or full payment
	
	

	S87 
	Ability to enter invoices in batches and individually
	
	

	S88 
	Ability to match single invoice with multiple purchase orders and multiple invoices to single purchase order
	
	

	S89 
	Ability to automatically close the purchase order on posting a final invoice
	
	

	S90 
	Ability to define multiple payment terms
	
	

	S91 
	Ability to have approval workflow for invoices & payments
	
	

	S92 
	Ability to define approval hierarchies and approval groups
	
	

	S93 
	Ability to define serial or parallel approval mode
	
	

	S94 
	Ability to enter invoices & process payments in multiple currency
	
	

	S95 
	Ability to enter debit/credit memo and apply it to the invoice and adjust invoices against debit memos
	
	

	S96 
	Ability to capture prepayment/advance payment
	
	

	S97 
	Ability to apply invoices against advance payments
	
	

	S98 
	Ability to track assets related information while recording the invoice and later transfer to the assets module
	
	

	S99 
	Ability to support following payment methods:
· Cash
· Cheque automated or handwritten
· Bank transfer
	
	

	S100 
	Ability to process payments for a group of invoices or individually
	
	

	S101 
	Ability to make partial payments of invoices
	
	

	S102 
	Ability to handle Petty cash payment
	
	

	S103 
	Ability to define customizable check layout for each disbursing bank
	
	

	S104 
	Ability to print remittance advices for all payments with the ability to define contents
	
	

	S105 
	Ability to hold Payments for specific vendors/invoices
	
	

	S106 
	Ability to generate aging reports by due date, invoice date
	
	

	S107 
	Ability to report on: Unapproved invoices, Invoices on hold
	
	

	S108 
	The system must provide for automatic interface with General Ledger
	
	

	S109 
	Ability to assign invoice against Cost Centre
	
	

	S110 
	Ability to create recurring invoice
	
	




	Ref
	Functional Requirements - Account Receivable
	Compliance
(C=Comply/NC=Not Comply)
	Explanatory Note/ Remarks

	S111 
	Ability to prepare statement of account for customers
	
	

	S112 
	Ability to maintain multiple aging periods
	
	

	S113 
	Ability to put customer on hold
	
	

	S114 
	Ability to have approval to release customer hold
	
	

	S115 
	Ability to process invoices in batches or individually
	
	

	S116 
	Ability to approve invoice based on predefined rules
	
	

	S117 
	Ability to generate credit note / debit note to customer 
	
	

	S118 
	Ability to support following receipt methods:
· Cash
· Cheque
· Bank transfer
	
	

	S119 
	Ability to record customer and non-customer receipts 
	
	

	S120 
	Ability to generate and print receipts for payments
	
	

	S121 
	Ability to apply single receipt to single or multiple invoices, or multiple receipts to a single invoice
	
	

	S122 
	Ability for each receivable transaction (invoice and receipt) to generate respective predefined accounting entries in GL
	
	

	S123 
	The system must allow for on line inquiry of customer transactions – Invoices and Receipt
	
	

	S124 
	Ability to generate customer reports
	
	

	S125 
	The system must allow for the creation of new debtors (licensees)
	
	

	S126 
	The system must allow debtor details to be edited and modified; The debtor code cannot be changed
	
	

	S127 
	The system must allow debtors to be flagged as inactive; account balance must be zero before flagging an account as inactive
	
	

	S128 
	The system must allow inactive debtors to be flagged as active
	
	

	S129 
	The system must restrict posting of transactions where it relates to an inactive debtor
	
	

	S130 
	The system must be able to produce a list of debtors, orderable by:
· account number
· account name
· account balance
· latest activity date (optional)
· active/inactive/all
	
	

	S131 
	Ability to retrieve an existing cash receipt entry and reverse it, with the appropriate accounting affect automatically
	
	

	S132 
	Ability to automatically match transaction e.g. by oldest invoice or manually
	
	

	S133 
	Ability to settle multiple invoices with a single payment
	
	

	S134 
	Ability to match Credit note against invoice
	
	

	S135 
	The system must allow for full access to all or specific customer subject to individual security levels
	
	

	S136 
	Ability to attach documents to invoices, customers, and/or receipts
	
	




	Ref
	Functional Requirements - Fixed Assets
	Compliance
(C=Comply/NC=Not Comply)
	Explanatory Note/ Remarks

	S137 
	Ability to keep track of fixed assets such as buildings, machinery, and equipment
	
	

	S138 
	Ability to keep track of insurance coverage and annual insurance premiums for fixed assets and easily determine whether your assets are under-insured or over-insured
	
	

	S139 
	Ability to record maintenance and service expenses for each fixed asset
	
	

	S140 
	Ability to allocate different percentages of fixed asset transactions, such as acquisition cost and depreciation, to different departments or projects by using allocation keys
	
	

	S141 
	Ability to setup assets into main categories, sub categories, locations, business units, report groups, responsible employees, models and trademarks, description, purchase date, PO Reference, Invoice Reference and Original Cost
	
	

	S142 
	Ability to apply different type of depreciation rates per asset category
	
	

	S143 
	Ability to depreciate assets using common depreciation methods:
· Straight line 
· Reducing balance
	
	

	S144 
	Ability to define parent child asset relationships
	
	

	S145 
	Ability to add additional upgrading cost to an existing asset. System provides a report showing the history of upgrades and includes the addition into the new depreciation run over the remaining period of the asset. E.g.: Capital construction projects
	
	

	S146 
	Ability to capture work/construction in progress (WIP/CIP) assets and later convert them as normal assets and start depreciating
	
	

	S147 
	Ability to split an asset into multiple assets
	
	

	S148 
	Ability to capitalize assets
	
	

	S149 
	Ability to perform "un-planned" depreciation
	
	

	S150 
	Ability to perform transfer of asset
	
	

	S151 
	Ability to perform asset retirement:
· Fully retire
· Partially retire
· Retire by units
· Retire by cost
· Reinstate retired assets
	
	

	S152 
	Ability to process sales of fixed assets with the automatic creation of gain/loss transactions
	
	

	S153 
	Ability to revalue assets (change the basis of depreciation and net book value) and adjust the cost of an asset, e.g. capitalization of renovation cost, useful life, depreciation % and write off amounts
	
	

	S154 
	Ability to maintain a physical control of assets and be able to track assets by serial number, asset number and cost centre/ location
	
	

	S155 
	Ability to generate fixed assets register
	
	

	S156 
	Ability to generate asset depreciation register (detail and summary)
	
	

	S157 
	Ability to print an asset report by major and minor category
	
	

	S158 
	The following activities generate a report output:
· Asset transfer
· Asset Disposals
· Asset retirement in the form of sale, scrap and write off.
· Asset addition
	
	

	S159 
	Ability to structure the asset number
	
	

	S160 
	Ability to merge assets
	
	

	S161 
	Ability to create an asset from a Payable Invoice
	
	

	S162 
	Ability to create an asset from a purchase receipt in the absence of an immediate payable invoice
	
	

	S163 
	The system must provide for asset tracking features
	
	




	Ref
	Functional Requirements - Purchasing
	Compliance
(C=Comply/NC=Not Comply)
	Explanatory Note/ Remarks

	S164 
	The system must allow users to address their requisitions to Procurement Department
	
	

	S165 
	Ability to convert requisition to Request for Quotations (RFQ) automatically after adding potential suppliers to the requisition lines
	
	

	S166 
	Ability to consolidate multiple purchase requisition from different departments
	
	

	S167 
	Ability to enter the quotes received and generate quote comparison based on criteria such as cost, lead-time and brand
	
	

	S168 
	Ability to create multiple purchase orders against a single quotation/requisition
	
	

	S169 
	The system must display the current stock level at the time a new order is being placed for an item
	
	

	S170 
	Ability to send purchase orders via email or by other means of communication from within the application
	
	

	S171 
	Ability to send RFQs via e-mail to more than 1 supplier in blind copy
	
	

	S172 
	Ability to merge or breakdown internal requisitions into separate Purchase Orders
	
	

	S173 
	Ability to record details such as terms of delivery, terms of Payment in the purchase orders 
	
	

	S174 
	The system must cater for contract management. e.g. maintenance contracts
	
	

	S175 
	Ability to create purchase order for service contracts with vendors
	
	

	S176 
	Ability to generate reports on expiry dates of contracts
	
	

	S177 
	Ability to capture purchase order unit price, quantity, unit of measure, total cost 
	
	

	S178 
	Ability to record multiple receipts against a single PO
	
	

	S179 
	Ability to send an electronic notification to approver to take action on the Purchasing document submitted for approval
	
	

	S180 
	Ability to send an electronic notification on approval or rejection of purchasing document (PR, PO and Quotation) to initiator
	
	

	S181 
	Ability to print purchase register for the month
	
	

	S182 
	Ability to generate receipt register
	
	

	S183 
	Ability to track items returned to supplier
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	Compliance
(C=Comply/NC=Not Comply)
	Explanatory Note/ Remarks

	S184 
	Ability to add/create new stock item
	
	

	S185 
	Ability to issue items against:
Internal / Purchase Requisition
	
	

	S186 
	The system must automatically display the updated ‘quantity in stock’ after transaction and ‘value in stock’ figures
	
	

	S187 
	Ability to generate alerts if the quantity falls below pre-defined limits i.e. Reorder levels
	
	

	S188 
	Ability to perform queries on items
	
	

	S189 
	Ability to generate standard reports for inventory
	
	

	S190 
	Ability to generate report on inventory balance on-hand
	
	

	S191 
	Ability to freeze normal inventory transactions during physical count
	
	

	S192 
	Ability to generate report at the end of each physical inventory/cycle counting/perpetual stock count indicating product category wise, item-wise, location wise, period-wise variances between the actual physical stock and stock in the system
	
	

	S193 
	Ability to generate stock reconciliation report after inventory & update
	
	

	S194 
	Each Inventory transaction must automatically generate the related Journal Entries in the General Ledger module
	
	

	S195 
	Ability to transfer stock from one location to another
	
	

	S196 
	Ability to run stock level at any time with unit cost and total cost
	
	




