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RE-ADVERISEMENT: TERMS OF REFERENCE (TOR ) FOR PROCUREMENT
AND IMPLEMENTATION OF A HUMAN RESOURCE INFORMATION
SYSTEM (HRIS)

1. Background

The Free Pentecostal Fellowship (FPFK) is an evangelical church registered in Kenya. It operates
in 38 regions in Kenya and has over 3700 churches, with a combined membership of over 500,000
members. FPFK was formed in1977 out of a common fellowship by the Norwegian and Swedish
missionaries that have been involved in mission work in Kenya in the 1950s and 1960s,
respectively. Our vision is to be a strong Pentecostal church that meets the needs of society
holistically. Inworking towards the church vision, the church has a social ministry department that
works and implements both development and humanitarian projects that are dedicated towards
meeting the spiritual, economic and social needs of people through education, training and socio-

economic activitics based on Christian values.

FPFK seeks to engage a competent and experienced HRIS provider capable of delivering a secure,
integrated, scalable and user-friendly HRIS solution that meets its current and future human
resource management requirements. The selected vendor will be expected to work closely with
the HR Office and relevant stakcholders throughout the implementation process to ensure that the
system is appropriately configured, adopted and aligned with FPFK's operational requirements.

2. Scope of the HRIS
The proposed system should, at a minimum, provide the following functionalitics:

a) Employee Records Management — centralized employce master records with document
attachments and alerts.
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b) Organization & Position Management - organizational structure, positions, reporting
lines and vacancies.

Recruitment & Applicant Tracking (ATS) - vacancy management, applications,
shortlisting, interviews and recruitment records.

Onboarding - ¢lectronic onboarding workflows, checklists and documentation.

Leave & Absence Management - leave applications, balances, approvals and mobile
access.

c)

d)
¢)

Time & Attendance - attendance management and/or integration with biometric/time-

keeping devices.

g) Payroll Interface ~ integration or export of HR/payroll data in the required format.

h) Performance Management — KP1 setting, appraisals, reviews and development plans.

1) Training & Learning - training needs, approvals, records and training history.

1) Employee & Manager Self-Service - secure, mobile-accessible portals.

k) Document Management & E-Signature - secure storage, retrieval, version control and
clectronic signing.

Workflow & Approval Management - configurable workflows, approval routing,
notifications and escalation.

Reporting & Dashboards - standard reports, dashboards and ad-hoc report generation.

Security & Controls - role-based access, audit trails, user activity logs and data
protection.

m)

n)

3. Key Deliverables

The successful service provider shall be responsible for:

a) HRIS configuration and implementation;

b) Data migration and validation;

¢) System integration, where applicable;

d) User Acceptance Testing (UAT);

¢) Training of HR administrators, managers and employees;
f) User and system administration manuals;

g) Go-live support,

h) Ongoing technical support and maintenance.

4. Vendor Requirements
Interested firms should demonstrate:

a) Proven experience in HRIS implementation;

b) Experience with organizations of comparable size and complexity;
¢) Atleast three relevant client references;

d) Qualified technical and implementation personnel;

¢) Capacity to provide ongoing support and maintenance;

f) Compliance with applicable Kenyan data protection and information security
requirements.
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S, Proposal Requirements

Interested providers are requested to submt the following:

Applicants are therefore expected to submit their technical and financial proposals (inclusive of
withholding tax) for the assignment capturing the following:

2 A professional company proflile with all the relevant registration and tax clearance
documents attached as Annexces

by Company Experience: Evidence of Company proven experience with details of contracts
and references for works undertaken similar assignment,

¢) An overview of how the candidate meets the qualifications, experience, and skills
requirements (no more than one page). CVs of tecam members to be attached as annexes.

dy Lastofat least three (3) corporate clients served in the last three years

¢) A briel financial proposal expressing the cost categories.

N Acopy of registration certificate in case of a company

@) A company profile copy of KRA Pin and /or detailed CVs of main consultants
b A copy of a valid tax compliance certificate.

TORs documents should be sent to procurementa (pfl.orlke infow fpfk.orke or submitted in a
sealed envelope clearly marked: FPFK TERMS OF REFERENCE FOR
PROCUREMENT AND IMPLEMENTATION OF A HUMAN RESOURCE
INFORMATION SYSTEM (HRIS) by Friday 10™ September 2026 by COB. Late

submissions will not be considered.

Only shortlisted firms will be invited to participate in the next stage of the procurement process.
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