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1. Introduction 

This document is structured as follows: 
 

Section 1 Introduction 

Section 2 Instructions to Suppliers 

This section contains instructions on how CIVICUS requires the Supplier to reply to 

the RFP, including contact points, format and timescales. 

Section 3 Statement of Requirements 

This section lists the detailed requirements that the Supplier must respond to, point 

by point, maintaining the same headings and numbering. 

 
1.1. Organisation Background 

CIVICUS is a global alliance of civil society organisations and activists dedicated to strengthening citizen action and 
civil society throughout the world. We were established in 1993 and since 2002 have been proudly headquartered 
in Johannesburg, South Africa, with additional hubs across the globe, with a membership alliance with more than 
4000 members in more than 175 countries. Our definition of civil society is broad and covers non-governmental 
organisations, activists, civil society coalitions and networks, protest and social movements, voluntary bodies, 
campaigning organisations, charities, faith-based groups, trade unions and philanthropic foundations. Our 
membership is diverse, spanning a wide range of issues, sizes and organisation types.  
 
At CIVICUS, our identity is informed by: 
• Our diverse global membership, with a strong presence in the global south. 
• Our clear mandate to defend civic space and promote civil society. 
• Our focus on strengthening citizen action and civil society writ large, working across issues, geographies and 
organisation types. 
• Our role as a trusted convener and thought leader on civil society issues and trends. 
• Our ability to amplify civil society voices and enable activists and organisations to speak truth to power. 
• Our commitment to standing in solidarity with actors across civil society. 
• Our capacity to incubate and support ambitious strategies and initiatives to improve civil society’s effectiveness 
and inclusivity. 
 
Our work at CIVICUS is guided by these values and principles: 
• We believe in justice and dignity for all, while putting the most excluded first. 
• We believe that people and their organisations, working together, can change the world. 
• We stand for a strong, independent and progressive civil society. 
• We challenge power with principled courage. 
• We are champions of accountability, diversity and inclusion. 
• We are committed to global solidarity and believe in building from below and beyond borders. 
• We seek systems change to tackle the universal and inter-related nature of the world’s most pressing challenges.  
 
CIVICUS exists to strengthen and support citizens and civil society as they take these actions. We are first and 
foremost a membership alliance and serving our diverse members, who cross geographic, thematic and 
organisational boundaries, is at the heart of who we are and what we do. In formulating new strategic priorities, 
we listened carefully to thousands of members and partners across the world who shared with us their needs, 
aspirations and advice. Our membership is the key source of our strength. 
 
With a stable financial base, a committed and diverse board, a broad and growing membership and a talented 
secretariat team, CIVICUS is fortunate to find itself to be in a position of strength to carry the organisation into 
the future. 

 

 

More information can be found at www.CIVICUS.org  
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1.2. Overview of Requirements 

CIVICUS’s current accounting software (SAGE Evolution) is currently not fulfilling the requirements of the organisation 

and is therefore being replaced. CIVICUS currently uses an extremely tedious and manual approach to its various 

systems, a lot of which is journal entry based, and is seeking to replace this software with an integrated financial 

system which would create efficiencies in our current financial and accounting processes. 

 

In addition, CIVICUS also utilises SAGE Payroll for the payroll function; however, this system is not integrated into the 

financial system.  

 

In reviewing the above-mentioned deficiencies, and in consideration of its longer term objectives, CIVICUS is looking 

to procure a fully integrated financial system incorporating the above, as well as looking at other possibilities for 

supporting our business processes in the future.  

  

As such the objectives of this project are as follows: 

 

1) To procure a Fully Integrated Financial software solution that addresses all of CIVICUS’s current needs as 

well as potential future needs, as set out in Section 3;  

2) To implement new accounting software by 30th June 2019;  

3) To train CIVICUS’s staff in utilising the new solution; and 

4) To provide ongoing support to the team as and when necessary.  

 

1.3. Purpose of this Request for Proposal (RFP) 

The purpose of this Request for Proposal (RFP) document is to: 

 

• Obtain information on suppliers and proposed services to meet the requirements of CIVICUS 

• Obtain fully priced implementation proposals, with a variety of hosting options  

• Obtain fully priced annual global support proposals, with a variety of options.  

 

Responses to the RFP will be evaluated against key requirements by CIVICUS, and will form the basis of subsequent 

contractual negotiations with the selected supplier(s). 
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1.4. Scope 

All proposals from suppliers will cover:  

 

For implementation: 

• CIVICUS’s core accounting and financial reporting processes 

• Training of CIVICUS’s staff 

• CIVICUS’s Fixed Asset register 

• CIVICUS’s Expense Management solution 

• Cost centre, Donor and Project accounting 

• Appropriate workflows 

• Cloud Based 

 

CIVICUS’s core accounting processes consist of journal entry based recording of all transactions into our current 

software. The finance team with the support of the supplier will document and map these processes prior to the 

implementation commencing. 

 

1.5. Supplier Evaluation Criteria 

Supplier’s proposals will be evaluated according to the following criteria:  

 

Criteria Weighting 

Industry qualifications 5% 

References – evidence of supporting similar organisations in the last 12 

months 

10% 

Delivery and support capabilities 40% 

Quality, experience and availability of the Supplier’s team 10% 

Value-add capability  10% 

Cost competitiveness and pricing transparency.  25% 
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2. Instructions to Suppliers 

2.1. Basis of RFP 

You are requested to propose a solution that will meet the current and future requirements of CIVICUS, as stated in 

this document. 

 

Third-party services may be included as part of the proposal where appropriate, on the understanding that the 

Supplier will act as prime contractor and manage third-party interfaces on behalf of CIVICUS. We have a strong 

preference to select a supplier that can demonstrate they have in-house capacity to successfully deliver the project. 

 

This RFP is not an offer to contract. Acceptance of a proposal does not commit CIVICUS to award a contract to any 

supplier, even if all requirements stated in this RFP are satisfied. And conversely failure to meet a qualification or 

requirement in this RFP will not necessarily subject a proposal to disqualification. We will assess all responses against 

all of the evaluation criteria stated above. 

 

The Supplier’s response to this RFP will constitute an offer to enter into a contract based on the terms stated in the 

proposal.  

 

Responses must be structured as detailed in Section 4 of this document. 

 

2.2. Validity of Proposal 

CIVICUS expects the prices quoted by the Supplier within their proposal to remain valid from the RFP submission date 

for a period of at least 120 days (4 months). 

 

2.3. Confidentiality and Non-Disclosure 

The information contained in this RFP (or accumulated through other written or verbal communication) is confidential. 

It is for proposal purposes only and is not to be disclosed or used for any other purpose. 

 

Information received in response to this RFP will be held in strict confidence and will not be disclosed to any party, 

other than within CIVICUS. 

 

2.4. Cost of Preparation 

CIVICUS will not accept any liability or responsibility for any costs incurred by the Supplier in preparing a response to 

this RFP or any associated work effort. 

 

2.5. Questions and Additional Information 

Please email any questions you have on the RFP: 

 

Email:   procurement@CIVICUS.org 

Telephone: +27 (11) 833 5959 (CIVICUS) 

Contact Name:  Karen Botha 
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2.6. Target Timetable 

The target timetable for this project is shown in the table below but suppliers must be aware that whilst every effort 

will be made to meet these dates, the timetable may change for operational reasons and suppliers will be notified 

accordingly. 

 

Step Task Date 

1 RFP issued 12 November 2018 

2 Response received from Supplier 11 December 2018 

3 Interview shortlisted suppliers w/c 13 January 2019 

4 Supplier selection decision 8 February 2019 

5 Installation March 2019 

6 Training of Finance Team March and April 2019 

7 User Testing May and June 2019 

8 Go Live (Accounting and Finance Module) 1 July 2019 

 

Note that all deadlines are at the close of business (5pm SAST) on that business day. 

 

2.7. Timing and Delivery 

The Supplier will provide two full, bound copies of their proposal delivered to: 

 

Ms Karen Botha 

CIVICUS 

6th Floor, 25 Owl Street 

Auckland Park 

Johannesburg 

South Africa 

 

 

together with an electronic copy in MS Office 2010 (and up) Microsoft Word and Excel format to: 

 

 procurement@civicus.org 

 

The proposals (hard and soft copies) must be received no later than 5pm SAST on 16 December 2018. Any proposals 

received after this may be discounted from further consideration. Any requirement that the Supplier might have for 

proof of delivery is at the Supplier’s discretion and cost. To enable an efficient and fair evaluation process the 

instructions within this RFP must be strictly adhered to.  
 

 
2.8. Interview 

Follow-up interviews will be held with all short-listed suppliers during the week commencing Monday 26 November 

2018 and potentially during the following week at the address listed above. For suppliers who are unable to attend 
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the interviews at the Johannesburg offices, we are willing to discuss options on how/where the interview will be 

conducted. Each supplier will be given 2 hours to present the key aspects of their proposed services.  

 

 

3. Statement of Requirements 

The Supplier is required to prepare its proposal and pricing based on the information presented in this section. Any 

assumptions that the Supplier makes regarding volumetric data must be clearly stated in the appropriate section. 

 

This section lists all of the detailed requirements that the Supplier must respond to, point by point. The Supplier must 

use the same headings and numbering hierarchy as presented. In addition to the RFP, a digital version of Appendix B 

will be distributed for suppliers to score their proposed solution against the detailed system requirements stated in 

this document. 

 

If the Supplier has additional information that is directly relevant to the stated requirements but not explicitly 

requested, this may be added to the end of the most appropriate section under the heading “Additional Information” 

or referenced to appendices. 

 

3.1. Management Summary 

The Supplier must provide a concise management summary of their offering, including the following: 

 

a) A brief overview of the proposed service including reference to any third parties. 

b) Reasons why CIVICUS should choose the proposed supplier and solution. 

c) Reference to previous experience of supplying similar solutions and services. 

d) Summary of the Supplier’s commercial offer. 

 

3.2. Company Background 

Company Details 

 

The Supplier must provide the following information: 

 

a) The registered name and address of the company 

b) Details of any holding companies 

c) Details of any recent mergers or acquisitions 

d) The date the company was established 

e) The main activities of the company 

f) The proportion of the total business accounted for by the proposed services 

g) List of relevant clients where the Supplier has previously provided the proposed services 

h) The number and location of offices, identifying the main functions of each 

i) An organisation chart that highlights those functions that would be involved in the delivery and subsequent 

support of the proposed services 

j) The quality assurance mechanisms employed by the Supplier 

k) Insurance details (Professional Indemnity cover, Employers Liability cover, IPR cover) 

l) Company accreditations (professional body accreditations and trade body accreditations but excluding awards) 

m) Certifications and last audit dates, e.g. ISO9000 / 9001, etc. 
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Financial Information 

 

The Supplier must provide audited accounts for the last three financial years, including the following: 

 

a) Turnover 

b) Earnings before Interest, Taxes, Depreciation and Amortisation (EBITDA) 

c) Profit after tax 

d) Current assets 

e) Current liabilities 

f) Non-current (fixed) assets 

g) Non-current liabilities 

h) Net outstanding debt at the end of each financial year 

i) Cash and cash equivalents held at the end of each financial year 

j) Number of employees (actual numbers and FTEs) 

k) Financial year-end date. 

 

Third Party Services 

 

The Supplier must provide the following information for each third party that will form part of their proposed solution: 

 

a) Name/Type of service 

b) Supplying vendor name 

c) List of relevant clients where the supplying vendor has previously provided that service in partnership with the 

Supplier. 

 

Reference Clients 

 

As part of the selection process CIVICUS will contact existing customers of the Supplier who have operations of a 

similar size and geographic scope and are using the proposed system. The Supplier must select 3 reference clients and 

provide the following contact information: 

 

a) Company name and address 

b) Description of services provided and geographies covered 

c) Key contact name, title, and contact information 

d) Length of the supply relationship. 

 

CIVICUS undertakes to not contact any reference company without arranging the contact with the Supplier first. 

 

3.3. Personnel 

The Supplier will provide a summarised career history and state the qualifications of the staff likely to be involved in 

the delivery of the proposed services. 
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3.4. Implementation Timescale 

The Supplier will state the potential start date (detailed by service if relevant). The Supplier will state:  

 

a) The timescale of each stage of the proposed roll-out  

b) The level of supplier involvement at each stage of the proposed roll-out.  

 

3.5. Functional Requirements 

The detailed CIVICUS service requirements are listed in Appendix B. The Supplier will score their solution against these 

requirements using the following ratings: 

 

Rating Score Description 

Yes 10 Service exists today and is supported as standard. 

No-cost 

modification 

8 Can be addressed with additional development, or minor changes with no additional 

development costs. 

3rd Party 4 Supported via a third party solution (please specify name of solution, and cost for 

deployment). 

Costed 

modification 

3 Requires customised approach or development to address CIVICUS’s needs (please 

give an indication of FTE days effort required for customisation). 

No 0 Not supported. 

 

3.6. Technology  

Security & hosting  

  

The Supplier will state:  
 

a) How data will be made secure, both at-rest and in-transit  

b) How and where data will be hosted (for all off-site hosting options)  

c) Data retention policies (for all off-site hosting options)  

d) Back-up, archiving & recovery policies  

e) Password protocols  

f) The frequency of software upgrades.  

 

Application & infrastructure architecture  

  

The Supplier will state the application and infrastructure architecture of its product.  

  

System administration  

  

The Supplier will recommend best practise system administration for its product. The Supplier will explain how it 

foresees CIVICUS will manage the system administration of their proposed solution.  
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System integration  

  

The Supplier will comment on the ease of integrating with other systems used by CIVICUS, including SAGE Payroll, 

DevResults (monitoring and evaluation software) and CRM (Dynamics365) in the short term.  

 

Service levels and support  

  

The Supplier will state the various levels of service and on-going support they offer.  

 

3.7. Costed Options 

The Supplier is to quote for: 

 

• The standard costs of individual bookings and transactions with the Supplier 

• The ongoing annual support costs 

• Any other fees. 

 

The Supplier will use the cost headings in Appendix A for all quotes. 

 

3.8. Contractual Considerations 

 General 

 

a) The Supplier must provide a copy of their standard Terms and Conditions for the proposed services. 

b) CIVICUS payment terms are 30 days from date of invoice. 

 

 Warranties 

 

The Supplier is requested to warrant for the proposed services / solutions that: 

 

a) The proposed services will be based on and incorporate industry standard regulations, systems and processes.  

b) The proposed solutions will be based on and incorporate reliable, robust, mature and proven technology and 

internal controls. 

 

3.9. Service Developments 

The Supplier will: 

 

a) Provide information on future product development, business developments and any additional information 

regarding services or capabilities that may be of benefit to CIVICUS in the future.  

b) Describe the process by which the Supplier will proactively inform CIVICUS of potential enhancements to the 

services it provides. 

c) Comment on any current or planned initiatives that will enhance the commercial offer. 
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Appendix A – Pricing Template 

  

Please state all associated costs using the headers below:  
  
Upfront license costs  
1. Operating System Licences  
2. Other Licensing Requirements  

 
  
Initial implementation, and any associated training / roll-out costs  
1. Account Management  
2. Project Management  
3. Development  
4. Deployment  
5. Testing  
6. User Training  
7. System Training  
8. Other (specify)  
9. Hardware  
10. Integration costs  
11. Report Configuration  

 
  
The ongoing annual support and license costs  
1. Annual software support and maintenance costs  
2. Annual support service costs  
  
  
Rate card for key staff  
Please also provide a rate card for all key staff, using the following headers as a guide:  
 

1. Project manager  
2. Installation engineer  
3. Configuration engineer  
4. Developer  
5. User trainer  
6. System trainer  
7. Other (specify) 
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Appendix B – Service/Supply Requirements 

 

   Business Requirement  Vendor Response 

Ref. System Requirement Requirement Detail Priority Weighting 
Max 

Score 
 

Self 
Rating 
(out of 

10) 

CIVIC
US 

Score 
(out 

of 10) 

Weighted 
Average 

Score 

1 
Accounting and Financial 

Management 
Global Chart of Accounts which replicates across all entities in the organisation Mandatory 1.0 10    - 

2 
Accounting and Financial 

Management 

Ability to use Budget Coding (either segmental or otherwise defined by multiple 

sections and linked to individual Nominal Codes – account for departments, grants, 

unrestricted vs restricted income etc.) 

Mandatory 1.0 10     

3 
Accounting and Financial 

Management 

Ability to load annual budgets, project budgets and multiple forecasts per year on to 

the system 
Desirable 0.8 8     

4 
Accounting and Financial 

Management 

Ability to flexibly set up projects & donor reports in different structural formats, 

depending on the donor / type of project 
Mandatory 1.0 10     

5 
Accounting and Financial 

Management 

Some flexibility in Chart of Accounts to account for compliance differences / changes – 

any changes to be signed off ‘in-system’  
Mandatory 1.0 10    - 

6 
Accounting and Financial 

Management 

Ability to produce consolidated reports (stratified in different ways e.g. Cash Flow 

report, multiple trusts, select departments and budget holders etc.) 
Mandatory 1.0 10    - 

7 
Accounting and Financial 

Management 

Ability to easily consolidate and summarise data from multiple chart of account codes 

(i.e. a roll-up hierarchy) and multiple analysis fields 
Mandatory 1.0 10    - 
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   Business Requirement  Vendor Response 

Ref. System Requirement Requirement Detail Priority Weighting 
Max 

Score 
 

Self 
Rating 
(out of 

10) 

CIVIC
US 

Score 
(out 

of 10) 

Weighted 
Average 

Score 

8 
Accounting and Financial 

Management 

Ability to analyse transactions in multiple ways (e.g. grant/project, theme, period / 

month, department, country, region, donor, activity, locally defined field and possibly 

one other). There may potentially be more analysis needs in the future. It will be 

possible to amend these categories for future requirements 

Mandatory 1.0 10    - 

9 
Accounting and Financial 

Reporting 

Ability to account for and analyse transactions in 4 categories of currencies 

(transaction currency, entity reporting currency, USD donor currency) 
Mandatory 1.0 10    - 

10 Advances & Expenses 
Ability to individually account for and monitor all advances made to unlimited staff 

members. Ability for this data to be summarised by country in balance sheet reporting 
Mandatory 1.0 10     

11 Advances & Expenses 
Automated emailed exception reports if a staff advances account is above a control 

threshold 
Mandatory 1.0 10     

12 Advances & Expenses Online expense approvals incorporating workflows Mandatory 1.0 10     

13 Advances & Expenses Linked to staff records in HR module Desirable 0.6 6     

14 Advances & Expenses 
Ability to import corporate credit card statements with all posting showing 

transactions dates as per the statement 
Desirable 0.8 8     

15 Advances & Expenses 

Ability to flag lapsed sub grant contracts with possibility of putting such sub grantees 

on hold thus not making possible to enter into new agreements until initial grant has 

been retired. 

Desirable 0.8 8     

16 
Cash management & bank 

reconciliations 

Ability to import bank statement information with all postings showing transaction 

date per the bank statement. 
Mandatory 1.0 10     
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   Business Requirement  Vendor Response 

Ref. System Requirement Requirement Detail Priority Weighting 
Max 

Score 
 

Self 
Rating 
(out of 

10) 

CIVIC
US 

Score 
(out 

of 10) 

Weighted 
Average 

Score 

17 
Cash management & bank 

reconciliations  

Ability to manage bank reconciliations for multiple bank accounts (including foreign 

currency bank accounts) 
Mandatory 1.0 10     

18 
Cash management & bank 

reconciliations  

Ability to run all bank accounts, and cash account reconciliations in various entities if 

applicable, and review / authorise the reconciliations online  
Desirable 0.8 8     

19 Compliance 

All policies and procedures will be adaptable to local requirements (i.e. local 

compliance requirements may supersede global policies. FM will sign-off all 

exceptions to global policies and procedures) 

Mandatory 1.0 10     

20 Compliance 
Ability to enter a sales tax value for all transactions. This will be at different rates (e.g. 

SA VAT @ 15% and Exempt at 0%) 
Mandatory 1.0 10     

21 Compliance Generate VAT return for submission to SARS Desirable 0.8 8     

22 Fixed Assets and Inventory In-built fixed asset register. This will primarily be used to monitor / track assets  Mandatory 1.0 10     

23 Fixed Assets and Inventory 
In-built inventory module. This will primarily be used to monitor / track assets (i.e. 

non-finance data) 
Desirable 0.3 3     

24 

Purchase orders, purchase 

ledger, invoice storage & 

invoice authorisation  

Ability to run a global purchase ledger, with unlimited suppliers (name, address, bank 

details etc.)  
Mandatory 1.0 10     

25 

Purchase orders, purchase 

ledger, invoice storage & 

invoice authorisation  

Simple, easy to use version of the purchase ledger interface Mandatory 1.0 10     
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   Business Requirement  Vendor Response 

Ref. System Requirement Requirement Detail Priority Weighting 
Max 

Score 
 

Self 
Rating 
(out of 

10) 

CIVIC
US 

Score 
(out 

of 10) 

Weighted 
Average 

Score 

26 

Purchase orders, purchase 

ledger, invoice storage & 

invoice authorisation  

Purchase order and invoice authorisation limit and workflow embedded as standard  Mandatory 1.0 10     

27 

Purchase orders, purchase 

ledger, invoice storage & 

invoice authorisation  

Ability to scan all invoices and supporting evidence for expenses and link to 

transaction data 
Mandatory 1.0 10     

28 
Reporting and 

Management Information 

There will be an intuitive report writing tool integrated in the system. Ability to use 

this independently of the main modules 
Mandatory 1.0 10    - 

29 
Reporting and 

Management Information 

Ability to link data to Sharepoint and HTML and PDF formats, for summarised data 

reporting, and potentially link with unknown future tools and systems 
Mandatory 1.0 10    - 

30 
Reporting and 

Management Information 

Ability to link data to Word and PDF formats to produce standardised letters and 

other communications 
Mandatory 1.0 10     

31 
Reporting and 

Management Information 
Ability to produce dash-board style reports Mandatory 1.0 10    - 

32 
Reporting and 

Management Information 
Ability to integrate both financial and non-financial data into reports Mandatory 1.0 10    - 

33 
Reporting and 

Management Information 

Ability to produce reports based on flexible hierarchies / structures. Reports will be 

produced at the most appropriate level. 
Mandatory 1.0 10    - 
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   Business Requirement  Vendor Response 

Ref. System Requirement Requirement Detail Priority Weighting 
Max 

Score 
 

Self 
Rating 
(out of 

10) 

CIVIC
US 

Score 
(out 

of 10) 

Weighted 
Average 

Score 

34 
Reporting and 

Management Information 

Ability to centrally control access to standard system reports (not produced by the 

report writer) 
Mandatory 1.0 10    - 

35 
Reporting and 

Management Information 
Ability to centrally control access to data analysed by specific analysis codes Mandatory 1.0 10    - 

36 
Reporting and 

Management Information 

It will be possible to produce an unlimited number of reports per day / per user, with 

immediate results 
Mandatory 1.0 10    - 

37 
Reporting and 

Management Information 
Ability to record and report on other non-financial data by key financial analysis codes Desirable 0.8 8     

38 System / Controls 

Ability to post journals across multiple entities (this ability must be replicated 

throughout system and at point of entry (e.g. Purchase Ledger and allocation of 

invoices) 

Mandatory 1.0 10     

39 System / Controls 
Ability to validate all data prior to entry (i.e. only post to valid accounts and analysis 

codes) 
Mandatory 1.0 10     

40 System / Controls 

Ability to embed segregation of duty principles (e.g. separate authorisation 

responsibilities for all system set-up (new project codes) and key monthly changes 

(period opening and closing) 

Mandatory 1.0 10     

41 System / Controls 

Ability to control access to specific transaction types (e.g. office staff can only enter 

transactions to their area of responsibility, correcting journals can only be made by 

specific staff) 

Mandatory 1.0 10     
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   Business Requirement  Vendor Response 

Ref. System Requirement Requirement Detail Priority Weighting 
Max 

Score 
 

Self 
Rating 
(out of 

10) 

CIVIC
US 

Score 
(out 

of 10) 

Weighted 
Average 

Score 

42 System / Controls Ability to use control ledgers with automatic reconciliation reporting Mandatory 1.0 10     

43 System / Controls 
Reconciliation tools to enable reconciliation with off-line data sources (e.g. SAGE 

payroll) 
Mandatory 1.0 10     

44 System / Controls 
Ability to scan and store digital copies of documentation, and link to transactions (e.g. 

invoices, statements etc.) 
Mandatory 1.0 10     

45 System / Controls Ability to manage all exchange rates centrally Mandatory 1.0 10     

46 System / Controls Ability to have different exchange rates applied to each project/budget code Mandatory 1.0 10     

47 System / Controls 
Ability to flexibly account for transactions in centrally controlled defined periods (e.g. 

weekly, monthly, annually)  
Mandatory 1.0 10     

48 System / Controls 
Ability to post into monthly periods will be controlled centrally (i.e. monthly periods 

will be opened and closed centrally) 
Mandatory 1.0 10     

49 System / Controls 
Ability for account controllers to post corrections in old periods at any time (i.e. to 

have multiple periods open at the same time for staff with different levels of access) 
Mandatory 1.0 10     

50 System / Controls 

Ability to centrally control tiered levels of access to the system (e.g. report writing 

access, data entry in defined journal types, access to central system data, system 

administrator) 

Mandatory 1.0 10     

51 System / Controls 
Multiple user licences (10+ finance staff initially), access may increase if later 

implementation of other ERP solutions (25 staff potentially) 
Mandatory 1.0 10     

52 System / Controls Separate simplified process for basic users uploading requests only Desirable 0.8 8     
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53 
System / Controls Ability to centrally control all user access rights and ability to send email alerts if a user 

has not accessed the system in a defined period 
Mandatory 1.0 10     

54 System / Controls Users can be authenticated using Azure credentials Desirable 0.8 8    - 

55 
System / Controls The system will have a standard, easy to use user interface. Any deviations from this 

standard will have to be signed off by the FM/COO 
Mandatory 1.0 10     

56 
System / Controls “Input once” functionality ensuring a comprehensive management information 

system fully integrated across all modules 
Mandatory 1.0 10    - 

57 System / Controls Menu driven, drop down screens, built in help and guidance (or equivalents) Mandatory 1.0 10     

58 Technology 
Compatible with minimum hardware specification of PCs or Laptops with Core i3 

upwards or equivalent, with 2GB of RAM 
Mandatory 1.0 10     

59 Technology Compatible with Windows 10 and Windows 7 Mandatory 1.0 10     

60 Technology Fully compatible with Edge and IE 10 or 11 browsers Mandatory 1.0 10     

61 Technology The system will use English language as standard Mandatory 1.0 10     

62 Technology 

The system will be intuitive and easy to use (for example there should only be one 

pop-up screen for each task), and on each pop-up, it will be clearly stated which data 

fields are mandatory 

Mandatory 1.0 10     

63 Technology 
Ability to log in remotely, with full functionality through multiple sources (e.g. apps 

etc.) 
Desirable 0.7 7     

64 Technology Screens must appear within 2 seconds Desirable 0.8 8     
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65 Technology 
The system will be capable of opening multiple company accounts at once, by multiple 

users 
Mandatory 1.0 10     

66 Technology No slowdown from access by multiple users Mandatory 1.0 10     

67 Technology 
Ability to import and export data from manual systems quickly and easily (specifically 

SAGE Payroll / HR, Excel etc)  
Mandatory 1.0 10     

68 Technology Potential to automate import of data from an external bespoke SQL database system Desirable 0.8 8     

69 Technology Ability to work off-line and upload data periodically (to address connectivity issues) Mandatory 1.0 10     

70 Technology There will be a fail-safe mirrored backup system Desirable 0.8 8     

71 Technology All data will be stored centrally. There will be 24hr real-time access to data Mandatory 1.0 10     

72 Technology Cloud based data storage (e.g. no reliance on servers in offices) Mandatory 1.0 10     

73 Technology Ability to provide third-line on-site support in all offices Mandatory 1.0 10     

74 Technology Ability to print to all standard printers and PDF Mandatory 1.0 10     

75 Technology Exception reporting (e.g. when batch uploading complete or aborted) Mandatory 1.0 10     

76 Technology Workflow email alerts for exceptions and key system changes (e.g. new project setup.) Mandatory 1.0 10     

77 Technology Secure web interface (if a web-based system) Mandatory 1.0 10     

78 Technology Encrypted passwords, and encrypted data both at-rest and in-transit Mandatory 1.0 10     

79 Technology 
If using off-site hosting: data centres used are physically and electronically secure to 

international standard, and are located in the EEA (preferably in the UK) 
Mandatory 1.0 10     
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80 Technology 
Robust, easy to follow audit trail; that clearly identifies who has made all entries (using 

user ID) 
Mandatory 1.0 10     

81 Training and Support 
24 hour access to technical assistance, globally (e.g. helplines, named account 

managers) 
Mandatory 1.0 10     

82 Training and Support Access to ongoing training, 24 hour notice Desirable 0.8 8     

83 Training and Support Ongoing support in developing new report formats Desirable 0.8 8     

        Total  

 


