Request for Proposal: Human Capital Management (HCM)
Software Solution
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1. Introduction and Background

[Company Name] is seeking proposals for a comprehensive Human Capital
Management (HCM) software solution to streamline our HR processes and
enhance our workforce management capabilities. This RFP outlines our
requirements for a scalable, user-friendly platform that will support our
organization's growth and evolving needs.

Current Environment

e Existing HR systems and processes requiring modernization
e Need for integrated workforce management solutions

e Focus on employee experience and self-service capabilities
¢ Requirements for advanced analytics and reporting

Project Goals



¢ Implement a unified HCM platform
e Enhance operational efficiency

» Improve employee experience

e Enable data-driven decision making

e  Ensure compliance with regulatory requirements

N

. Project Objectives

Primary Objectives
1. Implement a centralized employee database with comprehensive personnel
information management

2. Streamline payroll processing with multi-jurisdiction support and tax

compliance

3. Enhance benefits administration through automated eligibility and enrollment

processes
4. Improve recruitment and applicant tracking capabilities

5. Develop robust performance management and learning systems

6. Enable advanced HR analytics and reporting capabilities

7. Implement Al-powered features for improved efficiency and decision-making

Success Criteria

e  Successful integration with existing systems

Improved efficiency in HR processes

e Enhanced employee self-service capabilities

¢ Reduced manual workload for HR staff

e Improved data accuracy and reporting capabilities
e Positive user adoption rates

3. Technical Requirements



System Architecture Requirements

. Cloud-based SaaS solution

Mobile accessibility (responsive design or dedicated app)
e Integration capabilities (API support, data import/export)
e  Security and data protection features

e  Scalability to support organizational growth

e  (Customization options for workflows and reporting

Multi-language and multi-currency support

Security Requirements

Data encryption at rest and in transit
e Role-based access control

e Multi-factor authentication

e  Regular security audits and updates

¢  Compliance with industry security standards

Backup and disaster recovery capabilities

Integration Requirements

e  APIl-based integration capabilities

Support for standard data formats

e  Real-time synchronization capabilities

e  Secure data transfer protocols

e  (Custom integration development support
e  Pre-built connectors for common systems

Performance Requirements

e 99.9% system availability

e Response time under 2 seconds



e Support for concurrent users

o Scalable infrastructure

e  Performance monitoring and reporting

e Load balancing capabilities

4. Functional Requirements

4.1 Core HR Management

Tip: This foundational module serves as the central repository for all

employee data and organizational structures. A robust core HR system

should provide single-source-of-truth functionality while maintaining data

accuracy, compliance, and easy accessibility for authorized users across the

organization.
Requirement Sub-Requirement Y/N |Notes
Centralized - Single source of truth for employee records-

employee database

Unique identifier management- Historical data
tracking- Data validation rules

Personal
information
management

- Contact details- Emergency contacts-
Document storage- Custom fields capability

Job details tracking

- Position history- Role definitions-
Department assignments- Location tracking

Employment history

- Previous positions- Promotions tracking-
Transfer history- Status changes

Organizational
structure

- Hierarchical view- Reporting relationships-
Department structures- Multiple business units

4.2 Payroll Processing

Tip: An effective payroll module must handle complex calculations while

ensuring compliance across multiple jurisdictions. The system should

automate routine tasks while providing flexibility for unique scenarios and

maintaining detailed audit trails.




Requirement Sub-Requirement Y/N |Notes
Automated - Gross-to-net processing- Tax calculations-
calculations Benefit deductions- Overtime calculations

Multi-jurisdiction
support

- Multiple state/country support- Tax jurisdiction
management- Local compliance rules- Currency
handling

Tax compliance

- Automated tax updates- Filing assistance- Tax
form generation- Compliance reporting

Payment
distribution

- Direct deposit- Check printing- Multiple
accounts- Payment scheduling

Payroll reporting

- Standard reports- Custom report builder- Audit
trails- Historical data access

4.3 Benefits Administration

Tip: Effective benefits administration requires seamless integration of

complex eligibility rules, carrier connections, and employee self-service

capabilities while ensuring compliance with regulatory requirements and

maintaining accurate cost tracking.

Requirement

Sub-Requirement

Y/N

Notes

Benefits package

- Plan setup and configuration- Coverage

definition options- Cost structure management- Plan year
management

Employee - Open enrollment processing- Life event

enrollment changes- Eligibility tracking- Dependent

management management

Rules-based
eligibility

- Automated eligibility determination- Waiting
period management- Coverage rules
enforcement- Status change handling

Self-service portal

- Plan comparison tools- Online enrollment-
Document access- Cost calculators




Provider - Data exchange with carriers- Premium
integration reconciliation- Coverage verification- Claims
integration

4.4 Recruiting and Applicant Tracking

Tip: A comprehensive recruiting system should streamline the entire hiring
process from job posting to offer acceptance, while providing tools for
collaboration, compliance tracking, and candidate relationship management.

Requirement Sub-Requirement Y/N |Notes
Job postingand |- Multi-channel posting- Template management-
sourcing Social media integration- Job board management
Application - Custom application forms- Document collection-
management Status tracking- Communication tools

Interview - Calendar integration- Automated scheduling-
scheduling Room/resource management- Reminder systems
Candidate - Assessment tools- Rating systems- Feedback
evaluation collection- Comparison tools

Offer - Template management- Approval workflows-
management Electronic signatures- Onboarding initiation

4.5 Onboarding

Tip: An effective onboarding system streamlines the transition from
candidate to employee, ensuring consistent processes while reducing
administrative burden and creating a positive first impression for new hires.

Requirement Sub-Requirement Y/N |Notes
New hire task - Task templates- Automated workflows-

management Progress tracking- Deadline monitoring

Document - Form automation- E-signature integration-

organization Document storage- Compliance tracking

Pre-boarding - Welcome materials- Resource access-

communication Schedule coordination- Team introductions




System integration

- HR system sync- Payroll setup- Benefits
enrollment- IT provisioning

4.6 Performance Management

Tip: Performance management should facilitate continuous feedback and

development while aligning individual goals with organizational objectives,

supporting both traditional reviews and modern continuous assessment

approaches.

Requirement

Sub-Requirement

Y/N

Notes

Goal setting and
tracking

- SMART goal templates- Progress monitoring-
Alignment tools- Cascading objectives

Performance review
processes

- Review templates- Schedule management-
Rating systems- Calibration tools

Feedback - Real-time feedback- 360-degree reviews-
mechanisms Peer recognition- Development notes
Competency - Skill matrices- Gap analysis- Development
assessments planning- Career pathing

Succession planning

- Talent pools- Readiness assessment-
Development tracking- Risk management

4.7 Learning Management

Tip: A comprehensive learning management system should support diverse

learning styles and delivery methods while tracking compliance, measuring

effectiveness, and encouraging continuous development.

Requirement Sub-Requirement Y/N |Notes
Course content - Multiple format support- Mobile accessibility-
delivery Learning paths- Resource library

Training progress |- Completion monitoring- Assessment tools-
tracking Certification tracking- Learning analytics




Compliance
training

- Mandatory course assignment- Due date
tracking- Automated reminders- Completion
reporting

Skills development

- Skill gap analysis- Career path alignment-
Development plans- Progress monitoring

Performance
integration

- Goal alignment- Development planning-
Competency mapping- Success metrics

4.8 Time and Attendance

Tip: Time and attendance management should provide accurate tracking

while supporting flexible work arrangements and ensuring compliance with

labor regulations and organizational policies.

Requirement Sub-Requirement Y/N |Notes

Time tracking - Multiple time entry methods- Schedule
adherence- Exception handling- Mobile access

Leave - PTO tracking- Leave request workflows- Balance

management calculations- Calendar integration

Scheduling - Shift planning- Coverage analysis- Schedule

capabilities templates- Conflict management

Overtime - Threshold alerts- Approval workflows- Cost

monitoring tracking- Compliance checks

Payroll - Time data export- Pay rule application-

integration Exception reporting- Audit trails

4.9 Compensation Management

Tip: Compensation management should support data-driven decisions while

ensuring internal equity, external competitiveness, and alignment with

organizational objectives and budgets.

Requirement |Sub-Requirement Y/N |Notes
Salary - Pay grade framework- Range management- Market
structure alignment- Budget planning




Merit increases

- Performance linkage- Budget allocation- Approval
workflows- Communication tools

Bonus tracking

- Variable pay programs- Incentive calculations-
Goal achievement linking- Payment processing

Total rewards

- Statement generation- Benefits valuation-
Compensation modeling- Communication tools

Pay equity
analysis

- Gap identification- Statistical analysis-
Recommendation engine- Compliance reporting

4.10 HR Compliance
Tip: Compliance management should provide proactive monitoring and

reporting capabilities while ensuring adherence to changing regulations

across multiple jurisdictions.

Requirement Sub-Requirement Y/N |Notes

Regulatory - Compliance updates- Rule interpretation-

monitoring Impact assessment- Action planning

Policy - Document control- Version tracking-

management Distribution tools- Acknowledgment tracking

Documentation - Required records- Retention schedules- Audit

tracking support- Secure storage

Legal reporting - Standard reports- Custom reporting- Filing

deadlines- Submission tracking

Compliance - Regulatory changes- Policy updates- Training

updates requirements- Communication tools
4.11 HR Analytics and Reporting
Tip: Analytics capabilities should provide actionable insights while
supporting both operational reporting needs and strategic workforce
planning through data visualization and predictive analytics.

Requirement Sub-Requirement Y/N |Notes
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