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GENERAL REQUIREMENTS

1. The proposed solution must be module based comprising of below modules or

more:
a. Organizational Structure Management
b. Employee Information Management
c. Time & Attendance Management
d. Benefits Management
e. Leave Management
f. Qualification Management

Duty Roster Management

= «Q

Recruitment Management

Payroll Management
J. Reports Management
k. Workflow Automation & Supervision Workflow

I.  User Authentication & Role Management

2. The proposed software must have both Cloud-based and LAN Based Options
Available.

3. The proposed software must have multi-lingual language settings (English /
Dhivehi)
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4. The features and workflow of the proposed software should generally be based
on the laws and regulations of Civil Service Commission.

5. Must be able to adjust to specific laws and regulations related to Judicial Service
Commission.

6. Must be Cross Browser Compatible

7. Must provide an interface to integrate multi proximity / biometric readers with the
software in order to generate time and attendance data.

8. Must be able to generate real time and manual staff attendance data as per the
attendance policies and provide necessary amendments to the software as per
the Organization’s policies and procedures

9. Must be able to define an Organization based default roster and should be able
to replicate department-based rosters as per specified period by the Organization
based on department roles

10.Must be able to manage multiple duty shifts

11.Must be able to create Normal, Rotational, Ramadan & Flexi Rosters

12.Must be able to amend attendance data based on staff attendance amend
requests

13.Must be able to generate below reports based on attendance data:

a. Attendance Report (Management / Department / Section / Staff)

b. Late Data Report (Management / Department / Section / Staff)

c. Overtime Data Report (Management / Department / Section / Staff)
d. Attendance Summary Report

e. Attendance Log Report

14.Must be able to create a fully comprehensive Organizational Structure with Entity
settings aided with visual diagram of the Organization Structure
15.Must be able to provide a Job Registry as per Civil Service Commission
guidelines
16.Must be able to define Job / Staff quota as per Organization’s policies
17.Must provide an Authentication feature in order to adapt changes to the
Organization Structure
18.Must be able to define below details for Designation entry
a. Rank
b. Classification

c. Designation Identification

coz ¢ ¢z o> 2252 ¢> (XA x o - o~ >
CARCIS PO NS ER®A (SO0 SOV 9 xr— st 3
s o - z - - z

. . . . o
WWWw-jsc-gov-mvigs~—~<s admin@jsc-gov-mvizs>, 3303501 x5



d. External Designation

e. Role Assignment

19.Must be able to generate Organization Structure report
20.Must be able to provide a comprehensive Employee Information Management
portal with below features as minimum requirement:
a. Full Name
Bank Account Number
User Name (Active Directory Authentication)
SAP Number
Record Card Number
NID Number
Employee Chit Number

-~ ® oo T

= Q

Designation / Title / Department

Job Description

j. Allocated Leaves & Management
k. Working hour management

[. Address Details

m. Contact Details etc...

21.Must be able to provide Staff Contract Management

22.Should be able to manage Expatriate staff members. (Recruitment, Medicals,
Insurance, Leave Management and Terminations)

23.Should be able to provide mix-mode authentication

24.Must be able to integrate the authentication process to active directory and
provide software generated native user authentication.

25.Should be able to define Organization assigned Leaves

26.Should be able to apply leave restrictions and overtime restrictions for a
department, section, unit or an employee and manage work handover.

27.Should be able to manage National, Organization defined holidays

28.Should be able to manage Islamic Holiday Management

29.Should be able to generate a Leave Plan Calendar & Set Reminders for Events

30.Should be able to provide a full staff related Transaction Management portal

which can automate the below features:
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Hibernation Management
Designation Management
Transfer Management
Probation Management
Termination Management
Duty Travel Management

Caution Management etc...

31.Employee should have an Employee Portal where they can manage below

aspects:

a.

-~ ® oo T

= Q

View Daily / Monthly Attendance

View Out of Office and Overtime Data

Request & Track Attendance / Overtime Approval Process
View Leave Status

Request & Track Leave Approval Process
View Duty Schedule

View Assigned Supervisors & Workflow

View Hibernation

View Reactivation

View Job Rotation / Promotions and Demotions
Individual Events / Task Management

Supervisors should be able to Edit & Manage assigned Staff Requests

m. View Pay Slips (Staff Only) etc...

32.Should be able to manage multiple staff benefit plans

33.Manage Employer — Employee Contributions
34.Must be able to manage Hire Purchase Schemes (STO, MIB, MFLC etc...)

35.Must be able to manage Staff Incident Compensations

36.Must be able to manage staff Qualifications, Awards, Skills, Licenses

Memberships, Language etc...

37.Must be able to manage Qualification Institutes and Awarding Bodies

38.Must be able to manage In-house Trainings, Training Attendance & Nominate

Staff for Trainings
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39.Must be able to provide a comprehensive Performance Appraisal System where
staffs can be evaluated Score Based as well as KPI based or Mix Mode

40.Should be able to Manage Ministries, Team, Individual Goals & Objectives

41.Must be able to monitor overall performance by using Staff Feedback System
and Staff Self Review & Self Assessments

42.Should have flexible Authentication and Authorization process.

43.Should have flexible approval process (for all Human Resource processes
undergoes with-in the software) without limitation in the levels of approval.

44.Employees should be able to raise queries and issues to Human Resource
Department with-in the software.

45.Should be able to request for Staff Reference Letter through the Software

46.Should provide a seamless Recruitment Automation where we can manage

a. Vacancies

Applications

Candidate Evaluations

Aptitude Tests

Interview Questionnaires

-~ ® o o0 o

Interview Panel

Score Composition

= «Q

Candidate Competency
Candidate Shortlisting

J.  Workflow based Recruitment Approval
k. Should be able to send Job Acceptance/Rejection Notification to

submitting candidates

47.Should be able to manage the entire Payroll Management process

48. Able to notify relevant staff before Payroll Posting

49.Manage Individual & Staff Wage Settings

50.Manage Wage Types & Modes

51.Should be able to Process & Simulate Payroll

52.Able to generate Payroll Sheet & Related Reports

53. Able to automatically distribute Pay Slips to respective staff upon Payroll Posting
54.Should be able to process Approval Workflow Automation

55. Supervision Management multiple staff regardless of departments
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56. Section Specific Restrictions using Administrative / HR Associates

57.Manage and Monitor Attendance Devices

58. The software should support no less than 2000 staff.

59. Software should support SMS Feature using SMS gateway, which support both
outgoing and incoming of notifications such as sending bulk SMS, Send &
Receive all types of leave requests.

60. The database should be on MS SQL.

61. Software must support Windows Environment

62.Should be able to instantly raise Error Logs to developers

63. Should be able to download and extract Software Update Features

64.1T Personnel must be able to execute bug fixes

65. Manually upload attendance logs from remote sites

66. Staff based in remote sites should be able to access software through online
portal

67.Should be able to host through internet

68. Role based menu controlling and restrictions

Should provide a centralized dashboard based on staff roles

2229, 2

2

PO PND AP
rd

oz o e>25e¢ e e ~o0c coco >ce o - A >¢ ¢ - 2o 062> -~ o0-
2 EOSYA So2p® PV ASASI EAPII® 3@ st Sy S oo Sors FOAVASF 31
” rd rd rd ” rd rd rd ”
¢cce 20 » Or-rr O, %20
LAIIIPAI—AN BSOS SO F YA
e e
o~ o0 - P L or-r0- -~ - - ¢ ¢exoc or - - z 2 PO L > P o -
ALINI® S SA SVPIPAA VS VO cPrVAAN FO@PAAN LK OIS S SA KASSSS @ 32
z ” e rd rd e z rd z
cecez> 2
LA 2@
rd
03 0 7 - 2»- 03 e e e 0x - [ ox o c¢ oc¢ - - z 2 z O rrrr o 2»- 02 > G o -
FVSNP O SND NS SSFVKIF s VAN APPAA LKL P Sl PSAND KASSrS S 3.3
g P g z g z
cex- 02
ISV IS
- s o - s 22520 Oce or 20¢ 257 22325, 22 © >23¢e 27272 > - 225,
3340614 a5 e5o0—nx Srpsirm® sEpaxVir— £5385 <ea Sesssossr eora> > 34
s z 2 e g
cecece 02025 2P >-0-
B2 SA SPASS IF K@
¢c oz < ¢z o 2 22 272 (4 o - 2 4 - -t 2
EANxs3, ($2 (NS AERPA (SO0 (PR Or o ks 33 s S
s o - z - - 4

. . . . o
WWWw-jsc-gov-mvigs~—~<s admin@jsc-gov-mvizs>, 3303501 x5



12

z - ¢ o~ 030 2, I3 2 2z >2- 0 <z [ o0 c¢cc o 220 ~ro0c¢
52 asxe sazrvrne (v) 5 1052 5055 ernas> se3a5 w5555 asosr—aaa -1
rd e < 7 e ' P b
€ ¢ cce ¢
csArSS
'

> o fr 2 CO2-¢C
Fr— 0 ApP@ sOvaA
z -

ox ¢ Z2r - s 2z - s 2% cZ - 2 - CcoO > o~ 0> 2 ~rc¢co0 ~ro0
PSIIANLIY —AF  ASLPS SHORS (ONEADI FRSAND PAFIr—PAA
- - - P -

oxz ~¢co0 ~ro0¢ s
PSS OANF I —RAA A5 OI )
- - -

>2~-0 ¢ Z3¢ o~ o
CHKISVSE ALS SISV
- z -

2, 0> ¢ Zor - ZxX ¢ 2o s 2z s ©0~- oO0c¢

SO SFANS SPASP NP SVSALIVY A F v e <
- - -

o0x e 2> 2, o coc o>z ¢r 202 €220 ~roO0¢C

POSIVAKY IO P/ SASF IS VASANS SO~ @A
-
00X ¢ 2 22,7 o

[3 4 o c 7 220 ~ro0C¢C
RSHAV ION PIBAPSS ASVOI NS D9r—PAAN
'

P e Z- P o > s O0cC o - Z0cC -~ ¢

¢ 2% ¢cez - -3% co o
A APS SPI—AF ASLPS Sr—rv9 e
7 s s

ox ¢ 222, - Z -
PSRV IA SA ASA
-

2 or (3 o ¢ ¢ CX-XZ3 2 (3
Pr—i0 SPIlrAS vo@ /e/.ﬂ y—
z z z-s -

1.2

1.3

1-6

1.7

1-8

19

1-10

1-13

1-14

coz ¢ ¢z o> 2252 ¢> (XA x o - o~ >
CARCIS PO NS ER®A (SO0 SOV 9 xr— st 3
s o - z - - z

. . . . o
WWWw-jsc-gov-mvigs~—~<s admin@jsc-gov-mvizs>, 3303501 x5



13

L. e L3 o c ¢ XX 3 > 3 27 s
ISP JEJ"J‘J L Cadd EJ‘JV’—‘ '2 >, 8
P

Form of Tender Security (Bank Guarantee)

The Issuing Bank shall fill in this Bank Guarantee Form in accordance with the instructions indicated.
....................................... {Bank’s Name, and Address of Issuing Branch or Office}

Beneficiary: {Name and Address of Employer}
Date:
TENDER GUARANTEE No.:

We have been informed that {name of the Tenderer} (hereinafter called "the
Tenderer") has submitted to you its Tender dated (hereinafter called "the Tender") for the execution of
{name of contract} under Invitation for Tenders No. (“the IFB”).

Furthermore, we understand that, according to your conditions, Tenders must be supported by a Tender guarantee.

At the request of the Tenderer, we {name of Bank} hereby irrevocably undertake to pay
you any sum or sums not exceeding in total an amount of [amount in figures] ( )
[amount in words] upon receipt by us of your first demand in writing accompanied by a written statement stating
that the Tenderer is in breach of its obligation(s) under the Tender conditions, because the Tenderer:

(@  has withdrawn its Tender during the period of Tender validity specified by the Tenderer in
the Form of Tender; or

(b)  having been notified of the acceptance of its Tender by the Employer during the period of
Tender validity, (i) fails or refuses to execute the Contract Form, if required, or (ii) fails or
refuses to furnish the performance security, in accordance with the ITB.

This guarantee will expire: (a) if the Tenderer is the successful Tenderer, upon our receipt of copies of the contract
signed by the Tenderer and the performance security issued to you upon the instruction of the Tenderer; and (b) if
the Tenderer is not the successful Tenderer, upon the earlier of (i) our receipt of a copy your notification to the
Tenderer of the name of the successful Tenderer; or (ii) {insert date}twenty-eight days after the expiration of the
Tenderer’s Tender.

Consequently, any demand for payment under this guarantee must be received by us at the office on or before that
date.

This guarantee is subject to the Uniform Rules for Demand Guarantees, ICC Publication No. 758

[signature(s]
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Performance Security

[The issuing bank, as requested by the successful Contractor, shall fill in this form in accordance with the
instructions indicated]
Date: [insert date (as day, month, and year)]
Title of the procurement: [Insert general title of the procurement]

Procurement Reference No: [insert reference]

Bank’s Branch or Office: [insert complete name of Guarantor]
Beneficiary: [insert complete name of Employer/Procuring Entity]

Performance Guarantee No:

We have been informed that ........ [name of the Contractor], (hereinafter called “the Contractor”) has entered into
Contract No. . . . .. [procurement reference number of the Contract]. dated [insert day and month], [insert year], with
you, for the execution of .................... [name of contract and brief description of Works] (hereinafter called “the

Contract”).
Furthermore, we understand that, according to the conditions of the Contract, a performance guarantee is required.

At the request of the Contractor, we ...................... [name of the Bank] hereby irrevocably undertake to pay you
any sum or sums not exceeding in total an amount of .............................. [name of the currency and amount
in figures] *.... (... .. [amount in words]) such sum being payable in the types and proportions of currencies in
which the Contract Price is payable, upon receipt by us of your first demand in writing accompanied by a written
statement stating that the Contractor is in breach of its obligation(s) under the Contract, without your needing to
prove or to show grounds for your demand or the sum specified therein.

This guarantee shall expire, no later than the . . . . . dayof.......... e 2 and any demand for payment
under it must be received by us at this office on or before that date. The Guarantor agrees to a one-time extension of
this guarantee for a period not to exceed ....[six months][one year], in response to the Employer’s written request for
such extension, such request to be presented to the Guarantor before the expiry of the guarantee.

This guarantee is subject to the Uniform Rules for Demand Guarantees, ICC Publication No. 758, except that
subparagraph (ii) of Sub-article 20(a) is hereby excluded.

[Seal of Bank and Signature(s)]

All italicized text is for guidance on how to prepare this demand guarantee and shall be deleted from the final
document.

! The Guarantor shall insert an amount representing the percentage of the Contract Price specified in the Contract

and denominated either in the currency(ies) of the Contract or a freely convertible currency acceptable to the
Employer.

2 Insert the date twenty-eight days after the expected completion date. The Employer should note that in the event

of an extension of the time for completion of the Contract, the Employer would need to request an extension of this
guarantee from the Guarantor. Such request must be in writing and must be made prior to the expiration date
established in the guarantee.
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Advance Payment Security

[The bank, as requested by the successful Contractor, shall fill in this form in accordance with the instructions indicated.]
Date: [insert date (as day, month, and year)]
Title of the procurement: [Insert general title of the procurement]
Procurement Reference No: [insert reference]
[Issuing bank’s letterhead]

Beneficiary: [insert legal name and address of Procuring Entity]
ADVANCE PAYMENT GUARANTEE No.: [insert Advance Payment Guarantee no.]

Advance Payment Guarantee No:

We have been informed that .......... [name of the Contractor] (hereinafter called “the Contractor”) has entered into
Contract No....... [procurement reference number of the Contract], dated [insert day and month], [insert year] with you,
for the execution of ..................ce.eee [name of contract and brief description of Works] (hereinafter called “the
Contract”).

Furthermore, we understand that, according to the Conditions of the Contract, an advance payment in the sum ........
[name of the currency and amount in figures] * (...... [amount in words]) is to be made against an advance payment
guarantee.

At the request of the Contractor, we ......... [name of the Bank]. hereby irrevocably undertake to pay you any sum or sums
not exceeding in total an amount of ......... [name of the currency and amount in figures]* (....... [amount in words]) upon
receipt by us of your first demand in writing accompanied by a written statement stating that the Contractor is in breach of
its obligation under the Contract because the Contractor used the advance payment for purposes other than the costs of
mobilization in respect of the Works.

It is a condition for any claim and payment under this guarantee to be made that the advance payment referred to above
must have been received by the Contractor on its account number .......... [Contractor’s account number]. at ......... [name
and address of the Contractor’s Bank].

The maximum amount of this guarantee shall be progressively reduced by the amount of the advance payment repaid by
the Contractor as indicated in copies of interim statements or payment certificates which shall be presented to us. This
guarantee shall expire, at the latest, upon our receipt of a copy of the interim payment certificate indicating that eighty (80)
percent of the Contract Price has been certified for payment, or on the ...... day of .............. 2 whichever is earlier.
Consequently, any demand for payment under this guarantee must be received by us at this office on or before that date.
The Guarantor agrees to a one-time extension of this guarantee for a period not to exceed [six months][one year], in
response to the Employer’s written request for such extension, such request to be presented to the Guarantor before the
expiry of the guarantee.

This guarantee is subject to the Uniform Rules for Demand Guarantees, ICC Publication No. 758.

All italicized text is for guidance in preparing this demand guarantee and shall be deleted from the final document.

1  The Guarantor shall insert an amount representing the amount of the advance payment denominated either in the
currency(ies) of the advance payment as specified in the Contract, or in a freely convertible currency acceptable to the
Employer.

2 Insert the expected expiration date of the Time for Completion. The Employer should note that in the event of an
extension of the time for completion of the Contract, the Employer would need to request an extension of this guarantee
from the Guarantor. Such request must be in writing and must be made prior to the expiration date established in the
guarantee
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