VANUATU NATIONAL PROVIDENT FUND

Cnr Pierre Lamy R Andre Ballande Street
P.O. Box 420, Port Vila, Vanuatu

Tel: +(678) 23808

E: enquiry@vnpf.com.vu

Website: www.vnpf.com.vu

INVITATION FOR EXPRESSIONS OF INTEREST (EOI)

PROVISION OF HUMAN RESOURCES AND PAYROLL MANAGEMENT SYSTEM

The Vanuatu National Provident Fund (VNPF) is seeking sealed Expressions of Interest (EOI)
from qualified Software Developers to develop, implement a Human Resources and Payroll
Management System. We understand the importance of an integrated and efficient HR and
Payroll system in supporting strategic decision making, compliance, and organisational
effectiveness.

BACKGROUND

The Human Resources department at the Vanuatu National Provident Fund (VNPF) is
currently operating without a dedicated Human Resources Management System (HRMS).
All employee records and HR processes are managed manually through spreadsheets and
paper-based systems. With a growing workforce of more than 200 staff members, this manual
approach has become unsustainable, leading to inefficiencies, increased administrative
workload, and a higher risk of data errors.

To improve operational efficiency and support strategic human resource management, VNPF
requires a modern, integrated HR system that can automate and centralize core HR functions.
The implementation of a new system that will significantly enhance the HR team's ability to
manage various aspects of employee records, including payroll, benefits administration,
onboarding, staff training, leave, attendance, and severance. Implementing this system could
also serve to improve service delivery across the organization, ensuring that we operate more
efficiently and effectively.

The proposed Human Resources Management System (HRMS) must deliver an integrated
solution encompassing the following detailed functional modules to enhance HR efficiency,
employee satisfaction and operational accuracy:

1. Attendance and Leave Management

Functionality:




e Automated Attendance Tracking:

o

Monitors employee clock-in/out times using biometric devices, web/mobile
apps, or swipe cards.

Tracks shift schedules, late arrivals, early departures, and work-from-home
attendance.

e Leave Management:

o

o

Comprehensive leave policy configuration (annual leave, sick leave, parental
leave, compassionate leave, unpaid leave and other leaves).

Real-time leave balance tracking and automated accruals based on tenure or
employment contracts.

Flexibility to set rules for accrual and carryover of leave balances.

Online leave application and approval workflows with multi-level
authorizations.

Calendar view for leave planning, team availability, and department
scheduling, allowing users to request leave or check balances on the go

Automatic alerts for managers regarding pending requests or leave approval
deadlines.

Notifications for employees about approval statuses and policy changes.

¢ Medical Leave Handling:

o

o

Special handling of medical leave requests with required medical
documentation upload.

Validation and approval workflows including HR or health officer checks.

Tracking of extended medical leave periods and integration with long-term
disability policies (if applicable).

Ability to generate medical leave reports for internal or external auditing.

o Absence and Overtime Management:

o

Configurable rules for excused/unexcused absences and calculation of
penalties (if applicable).

Overtime request submission, approval, and compensation tracking (time off
or payment).

2. Payroll Processing and Management

o

o

o

Processing staff payroll base on attendance system
Payroll processing through transactive to all staff accounts

Payroll processing of staff salary deductions




o VNPF contributions

o Staff payslips
3. Severance Processing and Management

o Tracking of staff severances

o Staff records and updates

o Severance accruals

o Staff performance appraisals
4. Training Management

o Staff training records and updates
5. Filing system

o Staff personal files scan and updated
6. Staff Performance Appraisal Management

o Staff performance appraisals update
7. Recruitment

o Recruitment management

o Recruitment records and update
8. Security and Data Privacy

o The HRMS must have robust security measures in place to protect sensitive
employee data.
o Comply with data protection regulations

9. Scalability and Customization

o The HRMS should be scalable to grow with the needs of VNPF and flexible enough
to adapt to changing business needs and HR processes.
o Customizable workflows and fields can cater to specific operational requirements.

10. Robust Reporting and Analytics

o The HRMS must include advanced reporting and analytics features to help track
KPIs, employee performance, turnover rates, and other critical metrics.
o Customizable reports can assist in making data-driven decisions.

Schedule for the Proposal is as under:
The selected firm will be responsible for the following:

1. Developing of the Vanuatu National Provident Fund Human Resources and Payroll
Management System.




2. Ensure that the systemis developed according to the functionality of the Human
Resources and Payroll Management System; and

3. The firm should possess solid technical skills and knowledge.

The selected firm must have proven experience in developing the same or similar for
organizations of similar size and complexity, in-depth knowledge of superannuation fund,
security principles and best practices. Relevant certifications or higher qualifications in a
related field would be an advantage.

Interested firms are requested to submit their quotations, along with a detailed proposal
outlining their qualifications, relevant experience, deliverables, fees and proposed
methodology for developing of the Human Resources and Payroll Management System.

Please include any supporting documentation or references that demonstrate your expertise
in this area.

For further information and any further details on the requirement of this request, please
contact Sulia.Manaroto@vnpf.com.vu

Proposals and quotations should be submitted in a sealed envelope no later than 16t
December 2025 and addressed to:

Mr. Paul Kaun
General Manager
Vanuatu National Provident Fund
PO Box 420
Port Vila — Vanuatu

Or PDF copies of the proposals and quotations to be submitted via email
to Sulia.Manaroto@vnpf.com.vu and copying Richard. Edwin@vnpf.com.vu

Late submissions will not be considered. VNPF retains the right to reject any submissions of
proposals at its discretion.
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