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1. [bookmark: _Toc215824579]The project domain
1.1 [bookmark: _Toc215824580]Introduction to the project domain

[bookmark: _Ref523228382]This Request For Proposal (RFP) is issued by MFO Asian Credit Fund LLC (ACF) to obtain detailed information and proposals for the implementation of a comprehensive Human Resources Management and Information System (HRMIS). This initiative aims to introduce a modern, integrated digital platform that enhances HR efficiency, improves data accuracy, strengthens compliance, and supports informed decision-making across the organization.
The desired HRMIS solution should encompass all key human resource functions, including but not limited to:
1. Core HR Management
2. Payroll (Integrate with 1C Zup for payroll )
3. Recruitment and Onboarding
4. Leave and Attendance Management
5. Performance Management
6. Training and Development
7. Grievance Management
8. Employee Self-Service (ESS)
9. Reports and Analytics
10. Electronic Document Management for maintaining, storing, and securely accessing HR-related documents in digital form
Having a mobile app for employees to access Self-Service functionalities will be considered an added advantage.
Additionally, the system must offer Business Process Management (BPM) capabilities, enabling ACF to configure and customize workflow processes as required in the future.
Further, the proposed HRMIS solution must maintain robust information security measures in full compliance with Kazakhstan’s data protection and information security regulations. Vendors should outline the tools, systems, and controls implemented to safeguard personal data and HR records, including encryption standards, secure data storage within Kazakhstan (where applicable), access control mechanisms, audit trails, multi-factor authentication, vulnerability management, and disaster recovery capabilities. The proposal should also demonstrate adherence to relevant national cybersecurity standards and ensure that all data processing, transmission, and storage practices meet the legal requirements governing information security in the Republic of Kazakhstan.
The system should also integrate with all relevant government agencies and portals, including, but not limited to, enbek.kz, e-signature services, and access to personal data through government citizen databases or the FCB. 
Vendors are expected to clearly describe how their solution supports these functional areas, including details on system architecture, security protocols, user experience, workflow automation, integration capabilities, data migration approach, and ongoing support services.
ACF welcomes proposals from qualified vendors with proven experience in delivering HR technology solutions.
Any inquiries or clarification requests regarding this RFP or the proposal submission process should be directed to Tatyana Massanova, the HR Director  via email at  t.massanova@acfund.kz with a copy to Zhanna Zhakupova, CEO, at z.zhakupova@acfund.kz.

1.2 [bookmark: _Toc215824581]Schedule

The following is an indicative timeframe for the overall process. ACF reserves the right to vary this timeframe at its absolute and sole discretion and without providing any notice/intimation or reasons thereof. Changes to the timeframe will be relayed to the bidders during the process.
	S. No.
	Activity
	Schedule Date/ Time

	1
	Issue of RFP (soft copy)
	01st June 2026

	2
	Last day for sending of queries
	19th June 2026

	3
	Last date of receipt of RFP responses
	03rd July 2026

	4
	Presentations by shortlisted Bidders
	20th to 29th July 2026

	5
	Declaration of Final Result
	07th August 2026



1. Technical proposals must indicate for each listed functionality whether it is Available, Available with Customization, or Not Available.
2. Vendors may include innovative or forward-looking modules and functionalities, providing sufficient details for ACF to evaluate their suitability for future requirements.
3. Demonstrations of the proposed applications will be required as part of the evaluation process.
4. Technical and Financial proposals must be submitted separately and password-protected.
5. All proposals must be submitted on or before the specified deadline.
6. Proposals should be submitted in PDF format to the following email address: t.massanova@acfund.kz with a copy to z.zhakupova@acfund.kz.
 

MFO Asian Credit Fund LLC
050008, Republic of Kazakhstan, Almaty,
Auezov str., 60
Phone: +77272 50-61-90 
2. [bookmark: _Toc215824582]Introduction and Background
MFO Asian Credit Fund LLC  (further ACF or  Company) is a regulated, leading microfinance institution in Kazakhstan, delivering financial services to low-income entrepreneurs and small businesses. With a workforce of approximately 600 employees across 69 offices and 14 branches nationwide, ACF plays a key role in promoting financial inclusion and sustainable economic development. To further enhance its operational efficiency, ACF aims to implement an integrated Human Resources Information System (HRIS) equipped with electronic document management functionalities.
3. [bookmark: _Toc215824583]Objectives
The HRIS project aims to automate, integrate, and streamline HR processes to improve efficiency, transparency, and data accuracy. The system should enhance workforce management, ensure regulatory compliance, and support ACF’s digital transformation agenda.
4. [bookmark: _Toc215824584]Scope of Work
The selected vendor will be responsible for the design, supply, configuration, implementation, training, and ongoing support of a comprehensive HRMIS solution. The system must encompass the following functional modules:
1. Core HR Management
2. Leave and Attendance Management
3. Payroll (Integrate with 1C Zup for payroll), budget performance 
4. Recruitment and Onboarding
5. Performance Management
6. Training and Development
7. Grievance Management
8. Employee Self-Service (ESS)
9. Reports and Analytics
10. Electronic Document Management for maintaining, storing, and securely accessing HR-related documents in digital form
In addition, the HRMIS must be capable of integrating, whenever required, with internal systems such as the Core Banking System (CBS) Kiya.AI, 1C ZUP for payroll processing, the Clockster application for attendance management and 1C Fixed Assets module for tracking of assigned fixed assets. 
5. [bookmark: _Toc215824585]Functional Requirements
Below are the structured requirements that vendors must confirm as Available, Available with Customization, or Not Available.
5.1 [bookmark: _Toc215824586]Core HR Management
This module should centralize all essential employee and organizational data, automate HR administrative processes, and ensure compliance, accuracy, and efficiency across the employee lifecycle. It should also enable workflow automation, approvals, and standardized processes, while integrating with other HR modules. The following functionalities are expected to be included in this module:
Employee Records Management
· Centralized employee profiles (personal, job, contract data)
· Multi-contract support (fixed-term, part-time, project-based)
· Employment history & position history tracking
· Digital personnel file linked to EDMS
· Branch/office/department hierarchy management
· Probation period setup & automated reminders
· Employee status changes (promotion, transfer, rehire, resignation, change of surname etc.)

Separation & Exit Management (Resignation / Termination / Retirement)
· Resignation Management
· Employee submission of resignation request via ESS
· Manager & HR approval workflows
· Notice period configuration (per role/contract)
· Automatic calculation of notice period end date
· Alerts for pending approvals
· Withdrawal of resignation request 
· Tracking resignation reasons & Capture of supporting documents 
· Termination Management
· HR initiation of termination (performance-based, disciplinary, redundancy)
· Multi-stage approval workflow
· Termination letter templates (Kazakhstan-compliant)
· Automatic update of employee status
· Integration with payroll for end-of-service calculations
· Final Settlement & Payroll Integration
· Automatic initiation of final settlement
· Calculation of last working day salary, leave encashment, outstanding advances/loans, bonuses payable/recoveries
· Kazakhstan-compliant tax and social contribution application
· Export to 1C ZUP for accounting
· Clearance & Access Deactivation
· Clearance checklist (HR, IT, Admin, Finance, Branch)
· Asset return tracking (laptops, ID cards, SIM, etc. – integration with 1C Fixed Asset Module)
· Automatic notifications for clearance stakeholders
· Auto-triggered deactivation of system access (HRMIS, Email, VPN Access)
· Exit Interview Management
· Digital exit interview forms
· Configurable questionnaire
· Scheduling and reminders
· Exit feedback analytics
· Offboarding Documentation
· Experience letter generation
· No Objection Certificate (NOC)
· Employment history report
· Settlement statement
· Digital signatures where applicable
· All documents stored in EDMS
· Audit & Compliance
· Full audit trail of exit actions
· Archival of exit records as per Kazakhstan labor law
· Automated retention rules for documents

Organization Management
· Organizational structure with multiple levels (HQ → Branch → Offices)
· Job positions catalog + job descriptions
· Salary grade & band structures
· FTE management and allocation per department
· Cost centers and budget structures

Compliance & Audit
· Storage of mandatory HR forms required in Kazakhstan labour regulations
· History logs of all changes for audit compliance
· Automatic alerts for contract renewals, certification expiry
5.2 [bookmark: _Toc215824587]Leave & Attendance
The Leave & Attendance Management module should streamline the tracking and administration of employee leave and working hours. It should ensure accurate leave balances, manage overtime and shifts, and integrate with 1C ZUP, simplifying approvals, minimizing errors, and improving workforce visibility. While ACF currently uses the Clockster App for attendance and certain leave management functions, the new HRMIS is expected to provide the following enhanced functionalities in this module:

Leave Management
· Kazakhstan public holiday calendar (editable)
· Configurable leave types (annual, sick, maternity, childcare, unpaid, etc.)
· Leave entitlement calculation per tenure & contract type
· Carry-forward rules & encashment rules
· Multi-level leave approval workflows
· Supporting document upload for sick/maternity leave
· Automatic leave balance updates
· Mobile App leave submission & approval

Attendance Management
· Daily attendance log with shift assignment
· Remote work, field staff, and flexible-hour support
· Overtime capture & approval workflows
· Late-in/early-out rule settings
· Exception management (absent, missing punch)
· Attendance reconciliation & payroll integration 
5.3 [bookmark: _Toc215824588]Payroll 
Currently ACF is using 1C Zup for payroll. It is required the HRMIS to direct integrate with 1C Zup

5.4 [bookmark: _Toc215824589]Recruitment & Onboarding
The primary objective of this module is to automate the recruitment and onboarding process, enabling management to gain insights into key metrics such as the turnaround time for successful hires, recruitment costs, and the status of received applications. It should also support capturing vacancy requirements submitted by department heads and maintaining a structured applicant database. The desired functionalities are outlined below.

Recruitment
· Requests from respective departments
· Vacancy creation & approval workflow
· Enabling customized recruitment workflows for HQ and field-level hiring
· Job posting to website/LinkedIn/Job boards/ portals or printed advertising with QR code
· Candidate portal for application submission
· Resume parsing (integrate with AI tools/ platforms if the system does not have this functionality)
· Candidate scoring & screening
· Shortlisting & interview scheduling
· Interview feedback forms
· Offer letter generation
· Talent pool & CV database

Onboarding
· Digital onboarding workflows
· Task checklists for HR, IT, Admin, Branch Manager
· Document collection (passport, bank details, certificates)
· Integrate with government portals for data/ Qualification/ Experience verification
· Contract generation & e-signing
· Creating Employee portal and include all necessary instructions, policies & manuals, task schedules, training schedules, etc
· Probation review scheduling (review of probation KPIs and feedback from supervisors)
· New joiner induction tracker
5.5 [bookmark: _Toc215824590]Performance Management
The Performance Management module should automate the tracking, evaluation, and development of employee performance. It should support goal setting, KPI, and competency based appraisals, multi-rater feedback, and link outcomes to rewards and development plans. Integrated with the Core Banking System and 1C ZUP, it should provide analytics to identify high performers, skill gaps, and support informed HR decisions. The module should include the following functionalities:

Performance Framework
· KPI-based, competency-based, or hybrid appraisal models
· Annual, semi-annual, and quarterly cycles
· Objective setting & cascading from management
· Weighting factors & KPI libraries
· 360 degree assessment tool or provide integration to such outside tool

Review Process
· Self-evaluation, manager evaluation, peer review, calculation of the scores
· Multi-level approval workflows
· Rating scales customization
· Auto reminders for deadlines
· Development plan creation
· Performance history tracking

Analytics & Outcomes
· Appraisal comparison across departments
· Pay-for-performance integration
· Identification of high performers & talent pipeline
5.6 [bookmark: _Toc215824591]Training & Development (integrate with LMS platform of ACF)
The Training & Development module should manage employee learning needs by organizing, delivering, and tracking all training activities. It should support training plans, course scheduling, attendance tracking, e-learning, budgeting, and post-training evaluations, while maintaining a centralized record of employee skills and certifications. The module should help identify skill gaps, streamline training workflows, and provide insights to drive continuous employee development. It should integrate seamlessly with ACF’s existing LMS, and the following functionalities should be included within this module or provided through the LMS if already available:

Training Management
· Training calendar & scheduling
· Internal/external training request workflow
· Budget allocation per department
· Enrollment & attendance tracking
· Trainer & vendor management
· Pre- and post-training evaluations
· Certificates & expiry reminders
· Integrate with LMS platform of ACF
· Quizzes & assessments
· Learning paths for roles

Competency Development
· Competency framework library
· Gap analysis
· Individual development plans (IDPs) linked to appraisal
5.7 [bookmark: _Toc215824592]Grievance Management
The Grievance Management module should allow employees to submit, monitor, and resolve complaints digitally. It should offer structured workflows for investigation, multi-level approvals, and resolution, while ensuring confidentiality and compliance. Integrated with other HR modules, the system should streamline grievance handling, securely maintain records, and provide analytics to identify trends and enhance employee relations. The following functionalities should be included in the module:

Grievance Submission
· Employees can submit grievances digitally via ESS.
· Ability to attach supporting documents (electronic files, images, etc.).
· Anonymous submission option is allowed by policy.

Grievance Tracking
· Automatic logging and categorization of complaints.
· Status tracking (e.g., submitted, under review, resolved).
· Alerts and notifications to HR and relevant managers.

Workflow & Approval
· Multi-level review and approval workflow.
· Assignment to designated HR personnel or managers for resolution.
· Escalation rules for unresolved grievances.

Investigation & Documentation
· Record of investigation steps, interviews, and findings.
· Secure storage of all related documents in EDMS.
· Audit trail for all actions taken.

Resolution & Reporting
· Resolution documentation and communication to employee.
· Feedback and satisfaction tracking.
· Analytics and reports on grievance trends, resolution times, and departmental issues.

Compliance & Security
· Ensure confidentiality and restricted access based on roles.
· Integration with ESS, Core HR, and EDM modules.
· Retention policies for grievance records in compliance with labor laws.
5.8 [bookmark: _Toc215824593]Employee Self-Service (ESS)
The Employee Self-Service (ESS) module should allow employees to digitally access and manage their HR-related information through electronic documentation and e-signatures. It should enable staff to update personal details, submit leave and attendance requests, view payslips, track training activities, and follow approval statuses. Additionally, it should either integrate with WeChat, which ACF staff currently use for internal communication, or provide its own internal messaging capability. The module should also include the following functionalities:

Employee Functions
· View/update personal information
· Apply for leave
· View leave balances
· Access pay slips, tax documents, employment letters
· Submit expense claims
· Training enrollment & feedback
· Submit attendance corrections
· Raise HR requests/tickets

Manager Self-Service (MSS)
· Approve leave, attendance, overtime
· View team calendar
· Access team reports (performance, training, attendance)
· Initiate employee transfers, promotions, contract changes

Mobile App
· Geo-attendance for field staff
· Push notifications for approvals
· Mobile document access

5.9 [bookmark: _Toc215824594]Reports & Analytics
The Reports & Analytics module should deliver real-time insights into HR operations via configurable dashboards, standard and custom reports, and visual data representations. It should aggregate information from across HR modules to enable data-driven decision-making, track key HR metrics, ensure compliance, and identify trends in workforce performance, attendance, turnover, and other critical areas. The module should include, at a minimum, the following functionalities:

Standard Reports
· Employee headcount & demographic reports
· Leave utilization & absenteeism
· Attendance summary (daily/weekly/monthly)
· Payroll summary, tax reports, social contribution reports
· Recruitment funnel metrics
· Training hours per employee/department
· Performance ratings distribution
· Staff turnover? by department, branch, office and the whole Company

Regulatory Reports (Kazakhstan)
· Payroll tax compliance reports
· Pension fund & social contribution reports
· Labor compliance reports
· Mandatory state reporting templates exportable to Excel/PDF

Dashboards & Analytics
· HR KPIs (turnover, retention, absenteeism)
· Branch-level comparisons
· Custom dashboard builder
· Export to Excel/PDF

5.10 [bookmark: _Toc215824595]Electronic Document Management 
The Electronic Document Management module should centralize the storage, organization, and management of all HR-related documents. It should provide secure digital access, version control, automated workflows, and e-signature capabilities, ensuring compliance, easy retrieval, and efficient document management across the organization. The module should include the following functionalities:

Document Repository
· Digital archive for all employee documents
· Folder structure by employee, department, document type
· Secure storage with access control
· Metadata tagging & search

Document Workflow
· Document creation templates (contracts, letters, memos)
· Automated versioning
· Approval workflows
· E-signature integration
· Document expiry alerts (contracts, visas, certifications)

Compliance & Security
· Audit trail for all access & edits
· Retention policies
· Role-based access control
· Integration with HR modules (recruitment, performance, payroll)
6. [bookmark: _Toc215824596]Technical and Integration Requirements
· Deployment: Primarily on-premise. Cloud options considered only if hosted within Kazakhstan.
· Integration with Core Banking System (CBS), 1C ZUP, 1C and Clockster.
· Compliance with Kazakhstan’s data protection and labor laws.
· Role-based access controls, audit trails, data encryption, and disaster recovery.
· Support for both Kazakh and Russian user interfaces preferred.
7. [bookmark: _Toc215824597]Deliverables
· Configured HRMIS with all required modules
· Integration with Core Banking System (KiyaAI), 1C ZUP, and Clockster
· Data migration and validation
· User and administrator training
· System documentation and manuals
· Post-implementation support and maintenance
8. [bookmark: _Toc215824598]Vendor Qualification Requirements
· At least three HRMIS or similar implementations in the past five years
· Experience with microfinance or financial institutions preferred
· Expertise in 1C ZUP integration and Kazakhstan regulatory compliance
· Local or regional technical support availability
· Proven post-implementation service capacity
9. [bookmark: _Toc215824599]Proposal Submission Guidelines
Vendors may submit proposals in Russian, or Kazakh. 
Proposals must include:
- Technical Proposal
- Financial Proposal
- Company Profile and References

10. Evaluation Criteria

	Category
	Weight (%)
	Details

	Functional Fit
	25
	Coverage of required HRMIS modules

	Technical Solution
	20
	Integration, security, and data hosting approach

	Implementation Plan
	15
	Timeline and project approach

	Vendor Experience
	15
	Relevant projects and track record

	Cost
	15
	Transparency and value for money

	Support & Maintenance
	10
	Local presence and SLA commitments


11. [bookmark: _Toc215824600]Implementation Timeline (Indicative)

	Milestone
	Expected Date

	RFP Issued
	01st June 2026

	Proposal Submission
	03rd July 2026

	Evaluation & Vendor Demos
	04th to 29th July 2026

	Contract Award
	07th August 2026

	Implementation Start
	01st September 2026

	Go-Live
	01st December 2026


12. [bookmark: _Toc215824601]Terms and Conditions
· ACF reserves the right to reject any proposal without explanation.
· All system data and configurations remain ACF’s property.
· Payments will be milestone-based.
· Vendors must comply with Kazakhstan’s data localization and privacy laws.
2

