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I nst ruct ions for com plet ing the 

Educat ion Service Payroll Response 

 

1  I nt roduct ion 

1.  The purpose of this docum ent  is to provide the inst ruct ions and tem plates for 

Respondents to prepare and subm it  a response to this RFP. 

2.  This docum ent  supports the m ain RFP docum ent  and all support ing 

docum ents for this RFP.  

1 .1  General Condit ions and I nstruct ions 

1.  All responses m ust  conform  to the term s and condit ion set  out  in this 

docum ent ,  the m ain RFP and the other RFP support ing docum ents. 

2.  The respondent  m ust  com ply with the tem plates defined in this docum ent . 

These are the:  

• Execut ive Sum m ary Tem plate 

• Response Tem plate 

• Pricing Tem plate. 

3. The response is to have page num bers and total num ber of pages at  the foot  

of each page. 

4. The response is to be in English and signed by a duly authorised 

representat ive of the respondent .  

5. The response m ay include clearly defined abbreviat ions and acronym s 

derived from  the English language. 

6. All costs are to be GST exclusive. 

7. The Regist rat ion of I nterest  (ROI )  earlier in 2007 is to be read for  

background purposes only. Respondents are to base the response on the 

m inist ry’s requirem ents in the m ain RFP docum ent  and the support ing 

docum ents. The respondent  is to clearly docum ent  in the response any 

assum pt ions based on the ROI . 

8.  I f  a respondent  refers t o any inform at ion in the m ain RFP docum ent  or 

support ing docum ents, the docum ent  t it le and the relevant  sect ion heading, 

sect ion num bering and paragraph num bering m ust  be included in the 

reference. 

For exam ple, ‘…paragraph one in sect ion two of the ‘Manage Service Support  

Processes’ business process in the High Level Business Processes for the 

Educat ion Service Payroll support ing docum ent…’. 

9.  Respondents m ust  provide one bound hard-copy original and six copies of 

the original response. 

10.  The execut ive sum m ary is to be a separate docum ent . 

11.  A separate spreadsheet  has been provided on CD, which is the Pricing 

Tem plate. .  Respondents m ust  provide this pricing spreadsheet  as a separate 

docum ent . 

12.  Respondents m ust  provide one elect ronic copy of your response, one 

elect ronic copy of the execut ive sum m ary and one elect ronic copy of t he 

pricing docum ent  ( in Microsoft  Word 2003 and Excel 2003 form at  on CD-R) . 

There is to be no difference between the hard and soft  copies of the 

responses. 
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13.  Responses are to be enclosed in a sealed package, m arked on the outside:  

 

‘Com m ercial in Confidence – RFP:  Provision of Fully Outsourced Payroll 

Services for the Schools’ Sector’.  

14.  There are to be no m arks on the package that  would ident ify the 

respondent 's organisat ion. 

15.  The m inist ry will not  accept  elect ronic delivery of responses ( for exam ple by 

em ail or fax) .  

16.  Responses are due by 12 noon Wednesday 5 March 2008 and are to be 

addressed to:  

I ngrid Lowrie 

Minist ry of Educat ion 

Level 3, St  Paul’s Square 

45-47 Pipitea St reet  

Thorndon, Wellington 

17.  The m inist ry will open the responses after the RFP closing date and will 

acknowledge regist rat ion within two business days of the Closing Date of this 

RFP. 

18.  Respondents waive the r ight  to withdraw and replace, or am end their 

response, unless requested to do so by the m inist ry.  However, the m inist ry 

will be reasonable when considering requests to withdraw a response. 
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I nst ruct ions for com plet ing the 
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2  Execut ive Sum m ary Tem plate 

1.  The respondent  is to include a sum m ary of the proposal. 

2.  This sum m ary m ust  describe how the response will m eet  the following 

object ive of the Educat ion Service Payroll out lined in the RFP docum ent :  

 

‘to provide a low risk, efficient ly operated, accurate and reliable payroll 

service that  provides sm arter services and im proved access to payroll and 

hum an resources inform at ion’. 

3. The sum m ary is to include a full descript ion of the end- to-end solut ion, 

including key features and benefit s to the m inist ry.  

4. The sum m ary is to include the respondent ’s approach to delivering business 

process outsourcing services, as opposed to being an applicat ion service 

provider.  

5. The sum m ary is not  to contain pricing inform at ion. 

6. The m inist ry will not  evaluate the execut ive sum m ary. 

7. Respondents m ust  provide the execut ive sum m ary in the following form at :  

Execut ive Sum m ary 

Business or t rading nam e  

 

 

 

 

 

 

 

 

 

 

 

 

Signature  of Authorised Signatory 

Signature 

 

 

Date  
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3  RFP Response 

3 .1  Front  Cover 

1.  Respondents m ust  provide the front  cover inform at ion in the following 

form at :  

Provision of Fully Outsourced Payroll Services for  the Schools’ 

Sector 

March 2 0 0 8  

 

Respondent  Deta ils 

Nam e ( in full)   

Business or t rading name  

Business Address  

Address of Registered Office  

 

Contact  Person and Author ised Signatory 

Tit le  

Nam e ( in full)   

Office Address  

Em ail  

Telephone No.  (    )   

Facsim ile No.  (    )   

 

Statem ents 
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Statem ents 

I  cert ify that  I  am  a principal of ‘insert  organisat ion nam e’,  with authority to subm it  this 

response.  I  further cert ify that  ‘insert  organisat ion nam e’:  

• has the abilit y, capacity and resources to supply the fully outsourced payroll 

services for the schools’ sector as described in the m inist ry’s RFP docum ents 

• subm its this response as a principal and not  as agent  or t rustee for  another 

• subm its this response as the prim e vendor to provide fully outsourced payroll 

services for the schools’ sector 

• acknowledges and accepts the term s and condit ions set  out  in sect ions two and 

three of the m ain RFP docum ent  

• acknowledges receipt  of am endm ent  not ices num bered [ specify]  and I  confirm  

that  the requirem ents of the not ices are included in the response 

• authorises the m inist ry,  on it s own behalf and on behalf of any key personnel 

referred to in the response, t o verify with any third person any inform at ion 

included in the response or disclosed to the Minist ry in connect ion with the 

response (whether that  inform at ion relates to such personnel or otherwise) , and 

to m ake such inquiries of those persons as the m inist ry considers necessary or 

desirable 

• accepts that  it s response will rem ain fully valid for  at  least  five m onths from  the 

Closing Date of this RFP. 

 

 

Signature  of Authorised Signatory 

Signature 

 

 

Date  
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3 .2  Business Processes  

1.  Please refer t o the High Level Business Processes for the Educat ion Service Payroll support ing docum ent  for key m inimum  

high- level business processes that  needs to be com pleted to m anage the Educat ion Service Payroll. 

2.  Respondents m ust  provide detailed inform at ion on how the business processes are to be com pleted. 

3. The response, ‘Refer t o the execut ive sum m ary’, or sim ilar responses, will not  enable the m inist ry t o evaluate the response. 

4. A single com m ent , such as ‘agree’ or noted’, will not  enable the m inist ry to evaluate the response. 

5. A response to one quest ion can be copied and used as the response for  another quest ion or quest ions. 

6. The tables can be m odified to enable diagram s to be included. 

7. I f  third part ies are com plet ing business process act ivit ies, the respondent  is to detail the roles and responsibilit ies of each 

organisat ion. 

3 .2 .1  Overall Business Process 

1. Respondents m ust  provide the following inform at ion on the proposed business process solut ion:  

 

Overall Business Process Quest ions 

 

Response  

Provide a sum m ary of the business process solut ion.  

I dent ify what  indust ry recognised standards the business process 

solut ion will use. 
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Overall Business Process Quest ions 

 

Response  

How will the business process solut ion support  receiving ( inputs)  

and sending (outputs)  inform at ion by:  

• facsim ile 

• telephone 

• em ail 

• on- line ent ry, and 

• Educat ion Sector I ntegrat ion Service (New Zealand Educat ion 

Sector files only)? 

 

What  is the locat ion of each payroll cent re in New Zealand?  

What  is the prim ary role of each payroll cent re, i.e.  process pay, 

business cont inuity or both? 

 

How will significant  im provem ents in the key perform ance 

indicators be m ade? 

 

What  is the st ructure of the team s that  will perform  the business 

process roles, including staff num bers? 
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3 .2 .2  Manage Em ployee I nform at ion ( excluding Assess Teachers Salaries)  

1.  Respondents m ust  provide the following inform at ion on the ‘Manage Em ployee Inform at ion’ business process act ivit ies, 

excluding the ‘Assess Teacher Salaries’:  

Key Business Process Quest ions 

 

Response  

Provide a sum m ary of the overall approach to m eet ing the ‘Manage 

Em ployee Inform at ion (excluding Assess Teachers Salaries) ’ 

business process act ivit ies. 

 

How are the source docum ents going to be received, t racked and 

sent  to the correct  team ? 

 

How will the ‘Create new appointm ents’ business process act ivit y be 

com pleted? 

 

How will the ‘Enter new allowances’ business process act ivit y be 

com pleted? 

 

How will the ‘Enter new personal details’ business process act ivit y 

be com pleted? 

 

How will the ‘Enter salaries’ business process act ivit y be com pleted?  

How will the ‘Enter term inat ion details’ business process act ivit y be 

com pleted? 

 

How will the ‘Enter t im e sheet  details’ business process act ivit y be 

com pleted? 

 

How will the ‘Enter leave’ business process act ivit y be com pleted?  

How will the ‘Enter deduct ions’ business process act ivit y be 

com pleted? 

 

How will the ‘Load bulk updates’,  including ‘Process End of School 

Year Processing’, business process act ivit y be com pleted? 

 

How will the ‘Manage Debt ’ business process act ivit y be com pleted?  
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Key Business Process Quest ions 

 

Response  

How will the ‘Process End of School Year Processing’ business 

process act ivit y be com pleted? 

 

How will the ‘Manage 3 rd part ies’ business process act ivit y be 

com pleted? 

 

How will the ‘separat ion of dut ies between the roles entering 

inform at ion and the roles approving inform at ion’ business process 

act ivit y be com pleted? 

 

What  assum pt ions have been m ade when developing the solut ion to 

m eet  the ‘Manage Em ployee Inform at ion (excluding Assess Teacher 

Salaries) ’ business process act ivit ies? 

 

Are there any key business process act ivit ies that  the m inist ry has 

not  defined, but  need to be com pleted to m eet  the ‘Manage 

Em ployee Inform at ion (excluding Assess Teacher Salaries) ’ business 

process act ivit ies? 

 

What  are the roles and responsibilit ies of the team s delivering the 

‘Manage Em ployee Inform at ion (excluding Assess Teachers Salary) ’ 

business process act ivit ies? 

Team  Nam e Roles and Responsibilit ies 

 

2.  Respondents m ust  provide the following inform at ion for each key person fulfilling the ‘Manage Em ployee Inform at ion 

(excluding Assess Teacher Salaries) ’ business process roles:  

Key Resource Quest ions 

 

Response 

Nam e  

Team   

Role on team   
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Key Resource Quest ions 

 

Response 

Detail specific experience, qualificat ions and/ or t raining that  are 

relevant  and the organisat ions for which they have undertaken this 

work. 
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I nst ruct ions about  com plet ing the 
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3 .2 .3  Assess Teacher  Salar ies 

1.  Respondents m ust  provide the following inform at ion on the ‘Manage Em ployee Inform at ion -  Assess Teacher Salaries’ 

business process act ivit ies:  

Key Business Process Quest ions 

 

Response  

Provide a sum m ary of the overall approach to m eet ing the 

‘Assess Teacher Salaries’ business process act ivit ies. 

 

How will the ‘Assess Teacher Salaries’ business process act ivit y 

be com pleted? 

 

What  assum pt ions have been m ade when developing the solut ion 

to m eet  the ‘Manage Em ployee Inform at ion -  Assess Teacher 

Salaries’ business process act ivit ies? 

 

Are there any key business process act ivit ies that  the m inist ry 

has not  defined, but  need to be com pleted to m eet  the ‘Manage 

Em ployee Inform at ion -  Assess Teacher Salaries’ business 

process act ivit ies? 

 

What  are the roles and responsibilit ies of the team s delivering 

the ‘Manage Em ployee I nform at ion -  Assess Teacher Salaries’ 

business process act ivit ies? 

Team  Nam e Roles and Responsibilit ies 

 

2.  Respondents m ust  provide the following inform at ion for each key person fulfilling the ‘Manage Em ployee Inform at ion -  Assess 

Teacher Salaries’ business process roles:  

Key Resource Quest ions 

 

Response 

Nam e  

Team   

Role on team   

29/ 01/ 2013       Page 13 of 78  



 

I nst ruct ions about  com plet ing the 

Educat ion Service Payroll response 

 

Key Resource Quest ions 

 

Response 

Detail specific experience, qualificat ions and/ or t raining that  are 

relevant  and the organisat ions for which they have undertaken this 

work. 
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3 .2 .4  Run Educat ion Service Payroll 

1.  Respondents m ust  provide detailed inform at ion on the following business processes:  

• Create and Run Payroll 

• Update Business Inform at ion  

• Generate Reports.  

3 .2 .4 .1  Create  and Run Payroll 

1.  Respondents m ust  provide the following inform at ion on the ‘Create and Run Payroll’ business process act ivit ies:  

Key Business Process Quest ions 

 

Response  

Provide a sum m ary of the overall approach to m eet ing the ‘Create 

and Run Payroll’ business process act ivit ies. 

 

How will the requirem ent  for the m inist ry to ‘t o approve all 

individual pays above this delegated lim it ’ to be m et? 

 

How will the ‘Run final pay’ business process act ivit y be com pleted?  

How will the ‘Reconcile pay’ business process act ivit y be 

com pleted? 

 

How will the ‘Dist r ibute Outputs’ business process act ivit y be 

com pleted? 

 

What  assum pt ions have been m ade when developing the solut ion 

to m eet  the ‘Create and Run Payroll’ business process act ivit ies? 

 

Are there any key business process act ivit ies that  the m inist ry has 

not  defined, but  need to be com pleted to m eet  the ‘Create and Run 

Payroll’ business process act ivit ies? 

 

What  are the roles and responsibilit ies of the team s delivering the 

‘Create and Run Payroll’ business process act ivit ies? 

Team  Nam e Roles and Responsibilit ies 
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2.  Respondents m ust  provide the following inform at ion for each key person fulfilling the ‘Create and Run Payroll’ business 

process roles:  

Key Resource Quest ions 

 

Response 

Nam e  

Team   

Role on team   

Detail specific experience, qualificat ions and/ or t raining that  are 

relevant  and the organisat ions for which they have undertaken this 

work. 
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3 .2 .4 .2  Update  Business I nform at ion 

1.  Respondents m ust  provide the following inform at ion on the ‘Update Business Inform at ion’ business process act ivit ies:  

Key Business Process Quest ions 

 

Response  

Provide a sum m ary of the overall approach to m eet ing the ‘Update 

Business Inform at ion’ business process act ivit ies. 

 

How are the source docum ent  going to be received, t racked and 

sent  to the correct  team ? 

 

How will the ‘Load file’ business process act ivit y be com pleted?  

How will the ‘Enter business inform at ion’ business process act ivit y 

be com pleted? 

 

What  assum pt ions have been m ade when developing the solut ion 

to m eet  the ‘Update Business Inform at ion’ business process 

act ivit ies? 

 

Are there any key business process act ivit ies that  the m inist ry has 

not  defined, but  need to be com pleted to m eet  the ‘Update 

Business Inform at ion’ business process act ivit ies? 

 

What  are the roles and responsibilit ies of the team s delivering the 

‘Update Business Inform at ion’ business process act ivit ies? 

Team  Nam e Roles and Responsibilit ies 
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Educat ion Service Payroll response 

 

 

2.  Respondents m ust  provide the following inform at ion for each key person fulfilling the ‘Update Business Inform at ion’ business 

process roles:  

Key Resource Quest ions 

 

Response 

Nam e  

Team   

Role on team   

Detail specific experience, qualificat ions and/ or t raining that  are 

relevant  and the organisat ions for which they have undertaken this 

work. 
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3 .2 .4 .3  Generate  Reports 

1.  Respondents m ust  provide the following inform at ion on the ‘Generate Reports’ business process act ivit ies:  

Key Business Process Quest ions 

 

Response  

Provide a sum m ary of the overall approach to m eet ing the 

‘Generate Reports’ business process act ivit ies. 

 

How will requirem ent  for the m inist ry to ‘Create report  from  an 

exist ing tem plate or blank tem plate’ to be m et? 

 

How will the ‘Select  report  from  report  list ’ business process 

act ivit y be com pleted? 

 

How will the ‘Enter report  param eters’ business process act ivit y be 

com pleted? 

 

How will the ‘Publish Report ’ business process act ivit y be 

com pleted? 

 

How will the ‘View report  on- line, print  or download report ’ 

business process act ivity be com pleted? 

 

What  assum pt ions have been m ade when developing the solut ion 

to m eet  the ‘Generate Reports’ business process act ivit ies? 

 

Are there any key business process act ivit ies that  the m inist ry has 

not  defined, but  need to be com pleted to m eet  the ‘Generate 

Reports’ business process act ivit ies? 

 

What  are the roles and responsibilit ies of the team s delivering the 

‘Generate Reports’ business process act ivit ies? 

Team  Nam e Roles and Responsibilit ies 
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2.  Respondents m ust  provide the following inform at ion for each key person fulfilling the ‘Generate Reports’ business process 

roles:  

Key Resource Quest ions 

 

Response 

Nam e  

Team   

Role on team   

Detail specific experience, qualificat ions and/ or t raining that  are 

relevant  and the organisat ions for which they have undertaken this 

work. 
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3 .2 .5  Manage 2 nd and 3 rd level support  

1. Respondents m ust  provide the following inform at ion on the ‘Manage Service Support  2nd and 3 rd level support ’ business 

process act ivit ies:  

Key Business Process Quest ions 

 

Response  

Provide a sum m ary of the overall approach to m eet ing the ‘Manage 

2nd and 3 rd level support ’ business process act ivit ies. 

 

I dent ify what  indust ry recognised standards the business process 

solut ion will use. 

 

How will the Payroll Cent res 2nd level support  business process 

act ivit ies be com pleted? 

 

How will the Teacher Salary Assessm ent  Team  3 rd level support  

business process act ivit ies be com pleted? 

 

How will the I T System  Support  Staff 3 rd level support  business 

process act ivit ies be com pleted? 

 

What  assum pt ions have been m ade when developing the solut ion 

to m eet  the ‘Manage 2nd and 3 rd level support ’ business process 

act ivit ies? 

 

Are there any key business process act ivit ies that  the m inist ry has 

not  defined, but  need to be com pleted to m eet  the ‘Manage 2nd and 

3 rd level support ’ business process act ivit ies? 

 

What  are the roles and responsibilit ies of the team s delivering the 

‘Manage 2nd and 3 rd level support ’ business process act ivit ies? 

Team  Nam e Roles and Responsibilit ies 
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2.  Respondents m ust  provide the following inform at ion for each key person fulfilling the ‘Manage 2nd and 3 rd level support ’ 

business process roles:  

Key Resource Quest ions 

 

Response 

Nam e  

Team   

Role on team   

Detail specific experience, qualificat ions and/ or t raining that  are 

relevant  and the organisat ions for which they have undertaken this 

work. 
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3 .2 .6  Manage Service Desk  

1.  Respondents m ust  provide the following inform at ion on the ‘Manage Service Support  – Manage Service Desk’ business 

process act ivit ies:  

Key Business Process Quest ions 

 

Response  

Provide a sum m ary of the overall approach to m eet ing the ‘Manage 

Service Desk’ business process act ivit ies. 

 

I dent ify what  indust ry recognised standards the business process 

solut ion will use. 

 

How will the ‘Level 0 (self help)  requirem ent  be m et?  

How will the Service Desk support  business process act ivit ies be 

com pleted? 

 

What  assum pt ions have been m ade when developing the solut ion to 

m eet  the ‘Manage Service Desk’ business process act ivit ies? 

 

Are there any key business process act ivit ies that  the m inist ry has 

not  defined, but  need to be com pleted to m eet  the ‘Manage Service 

Desk’ business process act ivit ies? 

 

What  are the roles and responsibilit ies of the team s delivering the 

‘Manage Service Desk’ business process act ivit ies? 

Team  Nam e Roles and Responsibilit ies 
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2.  Respondents m ust  provide the following inform at ion for each key person fulfilling the ‘Manage Service Desk’ business process 

roles:  

Key Resource Quest ions 

 

Response 

Nam e  

Team   

Role on team   

Detail specific experience, qualificat ions and/ or t raining that  are 

relevant  and the organisat ions for which they have undertaken this 

work. 
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3 .2 .7  Manage Service Delivery Processes 

1.  Respondents m ust  provide the following inform at ion on the ‘Manage Service Delivery’ business process act ivit ies:  

Key Business Process Quest ions 

 

Response  

Provide a sum m ary of the overall approach to working 

collaborat ively with the m inist ry to design the ‘service level 

m anagem ent ’ business process. 

 

I dent ify what  indust ry recognised standards the business process 

solut ion will use. 

 

How will the respondent  com plete the following processes:  

• capacity m anagem ent  

• IT service cont inuity m anagem ent  

• availabilit y m anagem ent  

• financial m anagem ent . 

 

What  assum pt ions have been m ade when developing the solut ion 

to m eet  the ‘Manage Service Delivery Processes’ business process 

act ivit ies? 

 

Are there any key business process act ivit ies that  the m inist ry has 

not  defined, but  need to be com pleted to m eet  the ‘Manage 

Service Delivery Processes’ business process act ivit ies? 

 

What  are the roles and responsibilit ies of the team s delivering the 

‘Manage Service Delivery Processes’ business process act ivit ies? 

Team  Nam e Roles and Responsibilit ies 
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2.  Respondents m ust  provide the following inform at ion for each key person fulfilling the ‘Manage Service Delivery Processes’ 

business process roles:  

Key Resource Quest ions 

 

Response 

Nam e  

Team   

Role on team   

Detail specific experience, qualificat ions and/ or t raining that  are 

relevant  and the organisat ions for which they have undertaken this 

work. 
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3 .2 .8  Manage Support ing Processes 

1.  Respondents m ust  provide the following inform at ion on the ‘Manage Support ing Processes’ business process act ivit ies:  

Key Business Process Quest ions 

 

Response  

How are the ‘Define St rategic Plan’ requirem ents to be m et?  

How are the ‘Determ ine Technology Direct ion’ requirem ents to be 

m et? 

 

How are the ‘Manage Staff’ requirem ents to be m et?  

How are the ‘Assess and Manage Risk’ requirem ents to be m et?  

How are the ‘Ensure Cont inuous Service’ requirem ents to be m et?  

How are the ‘Educate and Train Staff’ requirem ents to be m et?  

How are the ‘Manage Sector Relat ionships’ requirem ents to be 

m et? 

 

How are the ‘Maintain Docum entat ion’ requirem ents to be m et?  

What  assum pt ions have been m ade when developing the solut ion 

to m eet  the ‘Manage Support ing Processes’ business process 

act ivit ies? 

 

Are there any key business process act ivit ies that  the m inist ry 

has not  defined, but  need to be com pleted to m eet  the ‘Manage 

Support ing Processes’ business process act ivit ies? 

  

What  are the roles and responsibilit ies of the team s delivering the 

‘Manage Support ing Processes’ business process act ivit ies? 

Team  Nam e Roles and Responsibilit ies 

 

2.  Respondents m ust  provide the following inform at ion for each key person fulfilling the ‘Manage Support ing Processes’  

business process roles:  
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Key Resource Quest ions 

 

Response 

Nam e  

Team   

Role on team   

Detail specific experience, qualificat ions and/ or t raining that  are 

relevant  and the organisat ions for which they have undertaken this 

work. 
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3 .3  I T Requirem ents 

1.  Please refer t o the High Level I T Requirem ents for the Educat ion Service Payroll support ing docum ent  for the m inim um 

system  requirem ents that  support  the Educat ion Service Payroll business processes. 

2.  Respondents m ust  provide detailed inform at ion on how the IT requirem ents are going to be m et . 

3. Any proposed custom isat ion or bespoke com ponents m ust  be included in the overview of the solut ion architecture and som e just ificat ion for 

needing custom isat ion or bespoke com ponents included in the solut ion architecture overview. 

4.  The response, ‘Refer t o the execut ive sum m ary’, or sim ilar responses, will not  enable the m inist ry t o evaluate the response. 

5.  A single com m ent , such as ‘agree’ or noted’, will not  enable the m inist ry to evaluate the response. 

6.  A response to one quest ion can be copied and used as the response for  another quest ion or quest ions. 

7.  The tables can be m odified to enable diagram s to be included. 

8.  I f  third part ies are com plet ing act ivit ies, the respondent  is to detail the roles and responsibilit ies of each organisat ion. 

3 .3 .1  Overview  I T Requirem ents Proposal 

1.  Respondents m ust  provide the following inform at ion on the IT solut ion the respondent  is proposing:  

Overall I T Solut ion Quest ions 

 

Response  

Provide a sum m ary of the IT solut ion.  

Describe the key com ponents of the I T solut ion and whether they 

are com m ercial off- the- shelf com ponents or custom  built . 

 

Describe the high- level business m odel.  

Describe the high- level applicat ion architecture.  

Describe the enterprise data m odel.   

Describe the high- level system  design.  

Describe the high- level infrast ructure architecture.  

Describe the high- level network architecture.  
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Overall I T Solut ion Quest ions 

 

Response  

Describe the high- level security architecture and how does it  

support  the required security for  the system  roles and business 

process roles. 

 

Describe the locat ion of each data cent re in New Zealand.  

Describe the prim ary role of each data cent re, i.e. product ion, 

business cont inuity or both. 

 

Describe the key architectural standards that  the IT solut ion will 

adhere to and how it  supports open standards for interoperabilit y. 

 

Describe how the I T solut ion supports a service oriented 

architecture approach. 
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3 .3 .2  Manage Educat ion Service Payroll Softw are 

1.  I n the following sect ion the respondents m ust  provide detailed inform at ion on the following IT funct ions:  

• m aintain em ployee inform at ion 

• run schools reports 

• run payroll 

• create adm inist rat ive reports 

• m aintain payroll business inform at ion 

• update service support  event  

• m anage service levels 

• supplem entary requirem ents. 

2. For each funct ion, ident ify the key applicat ion com ponents, and if they are off the shelf or custom  built . 

3. The respondent  m ust  provide detailed inform at ion on the following IT host ing requirem ents:  

• acquire and m aintain software 

• m anage changes 

• install and accredit ing solut ions and changes 

• ensure system  security 

• m anage the configurat ion. 
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3 .3 .2 .1  Mainta in Em ployee I nform at ion 

1.  Respondents m ust  provide the following inform at ion on the ‘Maintain Em ployee Inform at ion’ funct ional IT requirem ents:  

I T Funct ion Quest ions 

 

Response  Part  of core product  or 

custom  built? 

Provide a sum m ary of the overall approach to 

m eet ing the ‘Maintain Em ployee Inform at ion’ 

IT requirem ents. 

  

How will the ‘create a single pay for an 

em ployee and associated PAYE tax 

inform at ion as it  relates to payroll’ general 

requirem ent  be m et? 

  

How will the ‘capture m ult iple j obs for  an 

em ployee’ general requirem ent  be m et? 

  

How will the ‘capture personal inform at ion 

about  an em ployee’ general requirem ent  be 

m et? 

  

How will the ‘create m ult iple bank accounts 

for  individual em ployees’ general 

requirem ent  be m et? 

  

How will the ‘record and m aintain work 

pat terns ( rosters) ’ general requirem ent  be 

m et? 

  

How will the ‘com plete t im esheets’ general 

requirem ent  be m et? 

  

How will the ‘define m ult iple disbursem ent  

dates’ general requirem ents to be m et? 

  

How will the ‘capture an em ployees 

qualificat ions’ general requirem ent  be m et? 
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I T Funct ion Quest ions 

 

Response  Part  of core product  or 

custom  built? 

How will the ‘m anage leave’ general 

requirem ent  be m et? 

  

How will the ‘m anage salary overpaym ents 

(debt )  and re-paym ents’ general requirem ent  

be m et? 

  

How will the ‘m anually enter salary details’ 

general requirem ent  be m et? 

  

How will the ‘adm inister special annual leave 

ent it lem ents -  principals only’ general 

requirem ent  be m et? 

  

How will the ‘accum ulate service’ key 

m inist ry requirem ent  be m et? 

  

How will the ‘credit  external service’ key 

m inist ry requirem ents to be m et? 

  

How will the ‘accrue holiday pay for teachers 

and principals’ key m inist ry requirem ent  be 

m et? 

  

How will the ‘process non- teaching holiday 

pay’ key m inist ry requirem ent  be m et? 

  

How will the ‘reverse term inat ions’ key 

m inist ry requirem ent  be m et? 

  

How will the ‘validate teaching job details’ 

key m inist ry requirem ent  be m et? 

  

How will the ‘m anage m utually exclusive 

allowances’ key m inist ry requirem ent  be 

m et? 
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I T Funct ion Quest ions 

 

Response  Part  of core product  or 

custom  built? 

How will the business rule, ‘An em ployee 

adm inist rator can m ake changes to the 

payroll inform at ion for  any pay period before 

the pay is run’ business rule be m et? 

  

How will the business rule, ‘An em ployee 

adm inist rator cannot  enter their payroll 

personal inform at ion, be m et? 

  

What  assum pt ions have been m ade when 

developing the solut ion to m eet  the ‘Maintain 

Em ployee Inform at ion’ funct ional IT 

requirem ents? 

 

Are there any key I T requirem ents that  the 

m inist ry has not  defined, but  need to be 

com pleted to m eet  the ‘Maintain Em ployee 

Inform at ion’ funct ional I T requirem ents? 

 

29/ 01/ 2013       Page 34 of 78  



 

I nst ruct ions about  com plet ing the 

Educat ion Service Payroll response 

 

3 .3 .2 .2  Run School Reports 

1.  Respondents m ust  provide the following inform at ion on the ‘Run School Reports’ funct ional IT requirem ents:  

I T Funct ion Quest ions 

 

Response  Part  of core product  

or custom  built? 

Provide a sum m ary of the overall approach to m eet ing 

the ‘Run School Reports’ IT requirem ents. 

  

How will the ‘generat ing standard report s’ general 

requirem ent  be m et? 

  

How will the ‘SUE Report ’ key m inist ry requirem ent  be 

m et? 

  

How will the ‘Banking Staff Report ’ key m inist ry 

requirem ent  be m et? 

  

How will the ‘Leave Report ’ key m inist ry requirem ent  

be m et? 

  

What  assum pt ions have been m ade when developing 

the solut ion to m eet  the ‘Run School Reports’ 

funct ional IT requirem ents? 

 

Are there any key I T requirem ents that  the m inist ry 

has not  defined, but  need to be com pleted to m eet  the 

‘Run School Reports’ funct ional IT requirem ents? 
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3 .3 .2 .3  Run Payroll 

1.  Respondents m ust  provide the following inform at ion on the ‘Run Payroll’ funct ional IT requirem ents:  

I T Funct ion Quest ions 

 

Response  Part  of core product  

or custom  built? 

Provide a sum m ary of the overall approach to 

m eet ing the ‘Run Payroll’ IT requirem ents. 

  

How will the ‘running pays in non-update and update 

m odes’ general requirem ent  be m et? 

  

How will the ‘running mult iple pays prior to 

disbursem ent ’ general requirem ent  be m et? 

  

How will the ‘running pay, locking updates to 

em ployee inform at ion for that  pay period but  st ill 

allowing other updates to em ployee inform at ion’ 

general requirem ent  be m et? 

  

How will the ‘viewing on- line pay previews ( including 

the funct ionalit y to run a proj ected online pay for 

individual em ployees) ’ general requirem ent  be m et? 

  

How will the ‘creat ing statutory IRD files and 

forwarding direct ly to the IRD or to the m inist ry as 

required’ general requirem ent  be m et? 

  

How will the ‘creat ing superannuat ion provider 

( including KiwiSaver)  files and forwarding direct ly to 

the superannuat ion provider, IRD or to the m inist ry 

as required’ general requirem ent  be m et? 

  

How will the ‘creat ing banking files and forwarding 

direct ly to the m inist ry’s bank or t o the m inist ry as 

required’ general requirem ent  be m et? 

  

How will the ‘creat ing all financial account ing in 

relat ion to the payroll, including m ult iple General 
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I T Funct ion Quest ions 

 

Response  Part  of core product  

or custom  built? 

Ledger post ings for each payroll run’ general 

requirem ent  be m et? 

How will the ‘disbursing in m ult iple currencies’ 

general requirem ent  be m et? 

  

How will the ‘Create Payslips’ key m inist ry 

requirem ent  be m et? 

  

How will the ‘Create Teacher Payroll Data Warehouse 

File’ key m inist ry requirem ent  be m et? 

  

What  assum pt ions have been m ade when developing 

the solut ion to m eet  the ‘Run Payroll’ funct ional IT 

requirem ents? 

 

Are there any key I T requirem ents that  the m inist ry 

has not  defined, but  need to be com pleted to m eet  

the ‘Run Payroll’ funct ional IT requirem ents? 
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3 .3 .2 .4  Create  Adm inist rat ive  Reports 

1.  Respondents m ust  provide the following inform at ion on the ‘Create Adm inist rat ive Reports’ funct ional IT requirem ents:  

I T Funct ion Quest ions 

 

Response  Part  of core product  

or custom  built? 

Provide a sum m ary of the overall approach to 

m eet ing the ‘Create Adm inist rat ive Reports’ IT 

requirem ents. 

  

How will the general requirem ent  be m et?   

How will the key m inist ry requirem ent  be m et?   

What  assum pt ions have been m ade when 

developing the solut ion to m eet  the ‘Create 

Adm inist rat ive Reports’ funct ional IT 

requirem ents? 

 

Are there any key I T requirem ents that  the 

m inist ry has not  defined, but  need to be 

com pleted to m eet  the ‘Create Adm inist rat ive 

Reports’ funct ional IT requirem ents? 
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3 .3 .2 .5  Mainta in Payroll Business I nform at ion 

1.  Respondents m ust  provide the following inform at ion on the ‘Maintain Payroll Business Inform at ion’ funct ional IT 

requirem ents:  

I T Funct ion Quest ions 

 

Response  Part  of core product  

or custom  built? 

Provide a sum m ary of the overall approach to 

m eet ing the ‘Maintain Payroll Business 

Inform at ion’ I T requirem ents. 

  

How will the general requirem ent  be m et?   

How will the ‘process the Steer input  file’ key 

m inist ry requirem ent  be m et? 

  

How will the ‘m anage com plexity’ key m inist ry 

requirem ent  be m et? 

  

How will the ‘m anage except ions’ key m inist ry 

requirem ent  be m et? 

  

What  assum pt ions have been m ade when 

developing the solut ion to m eet  the ‘Maintain 

Payroll Business Inform at ion’ funct ional IT 

requirem ents? 

 

Are there any key I T requirem ents that  the 

m inist ry has not  defined, but  need to be 

com pleted to m eet  the ‘Maintain Payroll 

Business Inform at ion’ funct ional IT 

requirem ents? 
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3 .3 .2 .6  Update  Service Support  Event  

1.  Respondents m ust  provide the following inform at ion on the ‘Update Service Support  Event ’ funct ional IT requirem ents:  

I T Funct ion Quest ions 

 

Response  Part  of core product  

or custom  built? 

Provide a sum m ary of the overall approach to 

m eet ing the ‘Update Service Support  Event ’ IT 

requirem ents. 

  

How will the ‘capture, update, priorit ise, and 

escalate events’ requirem ents be m et? 

  

How will the ‘autom ate rem inders to com plete 

events, based on service level agreem ents’ 

requirem ents be m et? 

  

How will the ‘perform  self service by searching 

for  events in a knowledge base’ requirem ents 

be m et? 

  

How will the ‘capture key process m et rics’ 

requirem ents be m et? 

  

How will the ‘m anage the resolut ion process of 

problem s ( recurring event  business process 

and IT incidents) ’ requirem ents be m et? 

  

How will the ‘autom ate workflow m anagem ent  

of events’ requirem ents be m et? 

  

How will the ‘m anage the process of changes 

( resolut ion of events)  to business processes 

and IT system s’ requirem ents be m et? 

  

How will the ‘generate reports,  including on-

line, hardcopy and balance score card 

presentat ion’ requirem ents be m et? 
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I T Funct ion Quest ions 

 

Response  Part  of core product  

or custom  built? 

What  assum pt ions have been m ade when 

developing the solut ion to m eet  the ‘Update 

Service Support  Event ’ funct ional IT 

requirem ents? 

 

Are there any key I T requirem ents that  the 

m inist ry has not  defined, but  need to be 

com pleted to m eet  the ‘Update Service 

Support  Event ’ funct ional IT requirem ents? 

 

29/ 01/ 2013       Page 41 of 78  



 

I nst ruct ions about  com plet ing the 

Educat ion Service Payroll response 

 

3 .3 .2 .7  Manage Service Levels 

1.  Respondents m ust  provide the following inform at ion on the ‘Manage Service Levels’ funct ional IT requirem ents:  

I T Funct ion Quest ions 

 

Response  Part  of core product  

or custom  built? 

Provide a sum m ary of the overall approach to 

m eet ing the ‘Manage Service Levels’ I T 

requirem ents. 

  

How will the ‘capture services and associated 

m et rics’ requirem ents be m et? 

  

How will the ‘capture m anually and 

autom at ically actual service m et rics’ 

requirem ents be m et? 

  

How will the ‘generate reports,  including on-

line, printed, balance score card presentat ion 

and downloading report  inform at ion’ 

requirem ents be m et? 

  

How will the ‘store historical, current  and 

forecasted inform at ion’ requirem ents be m et? 

  

What  assum pt ions have been m ade when 

developing the solut ion to m eet  the ‘Manage 

Service Levels’ funct ional IT requirem ents? 

 

Are there any key I T requirem ents that  the 

m inist ry has not  defined, but  need to be 

com pleted to m eet  the ‘Manage Service 

Levels’ funct ional IT requirem ents? 
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3 .3 .2 .8  Supplem entary Payroll Requirem ents 

1.  Respondents m ust  provide the following inform at ion on the ‘Supplem entary Payroll’ requirem ents:  

Supplem entary Requirem ents Quest ions 

 

Response  Part  of core product  

or custom  built? 

How will the supplem entary general payroll 

requirem ent , ‘Every funct ion within the payroll 

system  is effect ive date driven (both future 

and ret rospect ive) , with autom ated calculat ion 

of both the current  pay period and arrears’ be 

m et? 

  

How will the supplem entary general payroll 

requirem ent , ‘The payroll system  will carry out  

com plex paym ents with m ult iple m ethods of 

paym ent  calculat ions, including but  not  lim ited 

to annual salary (35 – 40 hours a week) , 

weekly and hourly pay rates, t im esheet  only 

em ployees, 5 day workers, 7 day workers, 24 

hour shift  workers, paym ent  by %  FTTE, 

seasonal, or any com binat ion of these’ be m et? 

  

How will the supplem entary general payroll 

requirem ent , ‘There are m ult iple pay cycles 

( for  exam ple weekly, fortnight ly, four-  weekly, 

m onthly and ‘out  of cycle’) ’ be m et? 

  

How will the supplem entary payroll 

requirem ent , ‘The payroll system  has m ult iple 

com panies processing’ be m et? 

  

How will the supplem entary general payroll 

requirem ent , ‘There need to be different  levels 

of security access at  an individual records level 

( for  exam ple no access, read-only, edit ) ’ be 

m et? 
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Supplem entary Requirem ents Quest ions 

 

Response  Part  of core product  

or custom  built? 

How will the supplem entary payroll 

requirem ent , ‘The payroll system  has New 

Zealand legislat ive com pliance’ be m et? 

  

How will the supplem entary general payroll 

requirem ent , ‘The payroll system  can produce 

out  of cycle pays for individual em ployees on 

dem and (with full payroll funct ionalit y) ’ be 

m et? 

  

How will the supplem entary general payroll 

requirem ent , ‘The payroll system  has real t im e 

data validat ion m aintained by system  business 

rules’ be m et? 

  

How will the supplem entary general payroll 

requirem ent , ‘The payroll system  has no 

rest r ict ion on the num ber(s)  of codes available 

( for  exam ple deduct ion types not  to be lim ited 

to 99 by a two-digit  num eric field) ’ be m et? 

  

How will the supplem entary key m inist ry 

payroll requirem ent , ‘assign postcodes’ be 

m et? 

  

How will the supplem entary key m inist ry 

payroll requirem ent , ‘access by School Desk 

desktop hardware’ be m et? 

  

How will the supplem entary key m inist ry 

payroll requirem ent , ‘access by the m inist ry’s 

desktop hardware’ be m et? 

  

How will the supplem entary key m inist ry 

payroll requirem ent , ‘t ransfer files via ESIS’ be 
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Supplem entary Requirem ents Quest ions 

 

Response  Part  of core product  

or custom  built? 

m et? 

How will the supplem entary key m inist ry 

payroll requirem ent , ‘authent icate using ESAA’ 

be m et? 

  

What  assum pt ions have been m ade when 

developing the solut ion to m eet  the 

‘Supplem entary Payroll’ requirem ents? 

 

Are there any key I T requirem ents that  the 

m inist ry has not  defined, but  need to be 

com pleted to m eet  the ‘Supplem entary Payroll’ 

requirem ents? 
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3 .3 .2 .9  Supplem entary Non- Funct ional Requirem ents 

1.  Respondents m ust  provide the following inform at ion on the ‘Supplem entary Non-Funct ional’ requirem ents:  

Supplem entary Requirem ents Quest ions 

 

Response  

Describe how the Availabilit y requirem ent  will be m et .   

Describe how the Perform ance requirem ent  will be m et .   

Describe how the Recoverabilit y requirem ent  will be m et .   

Describe how the Reliabilit y requirem ent  will be m et .   

Describe how the Resilience requirem ent  will be m et .   

Describe how the Scalabilit y requirem ent  will be m et .   

Describe how the Security requirem ent  will be m et .   

Describe how the Traceabilit y requirem ents will be m et .   

Describe how the Usabilit y requirem ent  will be m et .   

Describe how the Affordabilit y requirem ent  will be m et .   

Describe how the Flexibilit y requirem ent  will be m et .   

Describe how the Inform at ion Managem ent  requirem ent  will be 

m et .  

 

Describe how the Maintainabilit y requirem ent  will be m et .   

What  assum pt ions have been m ade when developing the solut ion 

to m eet  the ‘Supplem entary Non-Funct ional’ requirem ents? 

 

Are there any key I T requirem ents that  the m inist ry has not  

defined, but  need to be com pleted to m eet  the ‘Supplem entary 

Non-Funct ional’ requirem ents? 
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3 .3 .2 .1 0  Supplem entary Policies and Standards Requirem ents 

1.  Respondents m ust  provide the following inform at ion on the ‘Supplem entary Policies and Standards’ requirem ents:  

Supplem entary Requirem ents Quest ions 

 

Response  

How will the I T solut ion com ply with the All-of-governm ent  

Authent icat ion Program m e polices and standards? 

 

For ESSA response, please refer t o the previous sect ion. 

How will the I T solut ion com ply with the Educat ion Sector Metadata 

standards? 

 

How will the I T solut ion com ply with the New Zealand e-

governm ent  Dom ain Nam e Moderat ion standards? 

 

How will the I T solut ion com ply with the New Zealand e-

governm ent  I nteroperabilit y Fram ework (NZ e-GI F)  Version 3.2 

policies and standards? 

 

How will the I T solut ion com ply with the New Zealand e-

Governm ent  Locator Service Metadata Elem ent  Set  Version 2.1 

standards? 

 

How will the I T solut ion com ply with the New Zealand e-

Governm ent  Web Standards and Recom m endat ions v1.0? 

 

How will the I T solut ion com ply with the relevant  NZ I CT Security 

Manual NZI ST402: 2007  policies and standards? 

 

How will the I T solut ion com ply with the relevant  sect ion of the 

Privacy I m pact  Assessm ent  Handbook? 

 

How will the I T solut ion com ply with the relevant  sect ion of the 

Security  in the Governm ent  Sector  policies and standards? 

 

How will the I T solut ion com ply with the m inist ry’s Applicat ion 

Access Security Policy? 
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Supplem entary Requirem ents Quest ions 

 

Response  

How will the I T solut ion com ply with the m inist ry’s Applicat ion User 

Account  Policies? 

 

How will the I T solut ion com ply with the m inist ry’s I nternet  Dom ain 

Nam es for  Web Sites and Em ail? 

 

How will the I T solut ion com ply with the m inist ry’s Web Channel 

Developm ent  Policy? 

 

What  assum pt ions have been m ade when developing the solut ion 

to m eet  the ‘Supplem entary Policies and Standards’ requirem ents? 

 

Are there any key I T requirem ents that  the m inist ry has not  

defined, but  need to be com pleted to m eet  the ‘Supplem entary 

Policies and Standards’ requirem ents? 
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3 .3 .2 .1 1  Softw are Host ing Requirem ents 

1.  Respondents m ust  provide the following inform at ion on the ‘Software Host ing Requirem ents’ requirem ents:  

Host ing Quest ions 

 

Response  

I dent ify what  indust ry recognised standards the ‘Software Host ing’ 

processes will be based on. 

 

How will the ‘m anage changes’ requirem ents be m et?  

How will the ‘install and accredit ing solut ions and changes’ 

requirem ents be m et? 

 

How will the ‘ensure system  security’ requirem ents be m et?  

How will the ‘m anage the configurat ion’ requirem ents be m et?  

What  assum pt ions have been m ade when developing the solut ion 

to m eet  the ‘Software Host ing’ requirem ents? 

 

Are there any key I T requirem ents that  the m inist ry has not  

defined, but  need to be com pleted to m eet  the ‘Software Host ing’ 

requirem ents? 
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3 .3 .3  Manage I nfrast ructure 

1.  Respondents m ust  provide the following inform at ion on the ‘Manage Infrast ructure’ requirem ents:  

Host ing Quest ions 

 

Response  

I dent ify what  indust ry recognised standards the ‘Manage 

Infrast ructure’ processes will be based on. 

 

How will the ‘acquire and m aintaining infrast ructure’ requirem ents 

be m et? 

 

How will the ‘m anage changes’ requirem ents be m et?  

How will the ‘install and accredit ing solut ions and changes’ 

requirem ents be m et? 

 

How will the ‘m anage perform ance and capacity’ requirem ents be 

m et? 

 

How will the ‘ensure cont inuous service’ requirem ents be m et?  

How will the ‘ensure system  security’ requirem ents be m et?  

How will the ‘m anage the configurat ion’ requirem ents be m et?  

How will the ‘m anage data’ requirem ents be m et?  

How will the ‘m anage the operat ions’ requirem ents be m et?  

What  assum pt ions have been m ade when developing the solut ion 

to m eet  the ‘Manage Infrast ructure’ requirem ents? 

 

Are there any key I T requirem ents that  the m inist ry has not  

defined, but  need to be com pleted to m eet  the ‘Manage 

Infrast ructure’ requirem ents? 
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3 .3 .4  Manage Secure Host ing Facilit ies 

1.  Respondents m ust  provide the following inform at ion on the ‘Manage Secure Host ing Facilit ies’ requirem ents:  

Host ing Quest ions 

 

Response  

I dent ify what  indust ry recognised standards the ‘Manage Secure 

Host ing Facilit ies’ processes will be based on. 

 

How will the ‘m anage data’ requirem ents be m et?  

How will the ‘ensure cont inuous service’ requirem ents be m et?  

How will the ‘m anage the configurat ion’ requirem ents be m et?  

How will the ‘m anage the physical environm ent ’ requirem ents be 

m et? 

 

What  assum pt ions have been m ade when developing the solut ion 

to m eet  the ‘Manage Secure Facilit ies’ requirem ents? 

 

Are there any key I T requirem ents that  the m inist ry has not  

defined, but  need to be com pleted to m eet  the ‘Manage Secure 

Facilit ies’ requirem ents? 
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3 .3 .5  Resources 

1.  Respondents m ust  provide the following inform at ion regarding the team  that  will deliver the IT requirem ents:  

Resource Quest ions 

 

Response  

What  is the st ructure of the team  that  will m anage the I T 

requirem ents for  the Educat ion Service Payroll, including staff 

num bers? 

 

What  are the key roles and responsibilit ies? Roles Responsibilit ies 

 

2.  Respondents m ust  provide the following inform at ion for each key person fulfilling an IT requirem ents role:  

Key Resource Quest ions 

 

Response 

Nam e  

Role on team   

Detail specific experience, qualificat ions and/ or t raining that  are 

relevant  and the organisat ions for which they have undertaken this 

work. 
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3 .4  Contract  and Relat ionship Managem ent 

1.  Please refer t o the Cont ract  and Relat ionship Managem ent  for  the Educat ion Service Payroll support ing docum ent  for  t he 

m anagem ent  fram ework the m inist ry is proposing to set  up between the m inist ry and the vendor. 

2.  Respondents m ust  provide sufficient  inform at ion that  will enable the m inist ry to ident ify:  

• the respondent ’s views on the proposed m odels 

• any ideas or suggest ions the respondent  has to im prove the m anagem ent  arrangem ents the m inist ry is proposing. 

3. The response, ‘Refer t o the execut ive sum m ary’, or sim ilar responses, will not  enable the m inist ry t o evaluate the response. 

4. A single com m ent , such as ‘agree’ or noted’, will not  enable the m inist ry to evaluate the response. 

5. A response to one quest ion can be copied and used as the response for  another quest ion or quest ions. 

6. The tables can be m odified to enable diagram s to be included. 

7. I f  third part ies are com plet ing act ivit ies, the respondent  is to detail the roles and responsibilit ies of each organisat ion. 

3 .4 .1  Managem ent  Fram ew ork  

1. The following table out lines the inform at ion required about  the m anagem ent  fram ework 

Contract  and Relat ionship Managem ent  Quest ions 

 

Response 

What  are the respondent ’s views, ideas and suggest ions on the 

m anagem ent  fram ework the m inist ry is proposing? 

 

Governance  

What  are the respondent ’s views, ideas and suggest ions on the 

governance m odel the m inist ry is proposing? 

 

What  are the respondent ’s views, ideas and suggest ions on the 

Educat ion Service Payroll Governance Board the m inist ry is 

proposing? 
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Contract  and Relat ionship Managem ent  Quest ions 

 

Response 

What  are the respondent ’s views, ideas and suggest ions on the 

Educat ion Service Payroll Capabilit y Board the m inist ry is 

proposing? 

 

What  are the respondent ’s views, ideas and suggest ions on the 

Educat ion Service Payroll Operat ional Board the m inist ry is 

proposing? 

 

Relat ionship Managem ent   

What  are the respondent ’s views, ideas and suggest ions on the 

m inist ry’s approach to separat ing relat ionship m anagem ent  roles 

into leadership, service delivery, and operat ional? 

 

What  are the respondent ’s views, ideas and suggest ions on the 

proposed m inist ry’s leadership role? 

 

What  are the respondent ’s views, ideas and suggest ions on the 

service delivery role being a partnership between the m inist ry and 

the vendor? 

 

What  are the respondent ’s views, ideas and suggest ions on the 

proposed vendor operat ional m anagem ent  role? 

 

Business Process I m provem ent   

What  are the respondent ’s views, ideas and suggest ions on the 

m inist ry proposed st rategic planning approach to business process 

im provem ent? 

 

Risk  Managem ent   

What  are the respondent ’s views, ideas and suggest ions on the 

m inist ry’s r isk m anagem ent  approach of linking the success of 

delivering services against  the defined business requirem ents? 
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Contract  and Relat ionship Managem ent  Quest ions 

 

Response 

What  are the respondent ’s views, ideas and suggest ions on having 

a prim ary role in the m inist ry’s r isk m anagem ent  act ivit ies? 

 

What  are the respondent ’s views, ideas and suggest ions on the 

m inist ry assessing business and IT process m aturity? 

 

What  are the respondent ’s views, ideas and suggest ions on the 

m inist ry conduct ing audits, including security r isk assessm ent? 

 

Contract  Managem ent   

What  are the respondent ’s views, ideas and suggest ions on the 

Educat ion Service Payroll cont ract  st ructure being based on a 

m aster agreem ent  under which are general term s applicable to 

individual service schedules? 

 

Rew ard I nnovat ion  

What  are the respondent ’s views, ideas and suggest ions on the 

m inist ry intending to create a fram ework to reward innovat ion? 

 

What  are the respondent ’s views, ideas and suggest ions on the 

process m aturity m odel? 

 

What  are the respondent ’s views, ideas and suggest ions on the 

m inist ry’s approach to im proving the business proposit ion? 
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3 .4 .2  Resources 

1.  Respondents m ust  provide the following inform at ion for the cont ract  and relat ionship m anagem ent  team  for the Educat ion 

Service Payroll:  

Resource Quest ions 

 

Response  

What  is the st ructure of the team  that  will m anage the cont ract  and 

relat ionships for  the Educat ion Service Payroll, including staff 

num bers? 

 

What  are the key roles and responsibilit ies? Roles Responsibilit ies 

 

2.  Respondents m ust  provide the following inform at ion for each key person fulfilling a cont ract  and relat ionship m anagem ent  

role:  

Key Resource Quest ions 

 

Response 

Nam e  

Role on team   

Detail specific experience, qualificat ions and/ or t raining that  are 

relevant  and the organisat ions for which they have undertaken this 

work. 
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3 .5  Transit ion project  

1.  Please refer t o the ‘Appendix F:  Transit ion Project ’ in the RFP docum ent  for the m inist ry’s proposed approach to im plem ent  

the Educat ion Service Payroll requirem ents. 

2.  Respondents m ust  provide detailed inform at ion on how the respondent  is proposing to m anage the vendor scope of the 

t ransit ion project  and key proj ect  resources. 

3. A single com m ent , such as ‘agree’ or noted’, will not  enable the m inist ry to evaluate the response. 

4. The response, ‘Refer t o the execut ive sum m ary’, or sim ilar responses, will not  enable the m inist ry t o evaluate the response. 

5. A response to one quest ion can be copied and used as the response for  another quest ion or quest ions. 

6. The tables can be m odified to enable diagram s to be included. 

7. I f  third part ies are com plet ing act ivit ies, the respondent  is to detail the roles and responsibilit ies of each organisat ion. 

3 .5 .1  Transit ion Project  Approach 

1. Respondents m ust  provide the following inform at ion on the ‘Transit ion Project ’ requirem ents:  

Transit ion Project  Quest ions 

 

Response 

What  is the approach to com plet ing the project?  

I s the approach based on a form al proj ect  m anagem ent  fram ework, 

and if so what  fram ework? 

 

How do you intend to report  on the proj ect ,  and does it  com ply with 

the Prince2 proj ect  m anagem ent  m ethodology? 

 

What  assum pt ions have been m ade to develop the approach to the 

t ransit ion project? 

 

How will the proj ect  be t racked and cont rolled?  

How is com m unicat ion going to be m anaged?  
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Transit ion Project  Quest ions 

 

Response 

How is change going to be m anaged?  

How are r isks going to ident ified, m it igated and m anaged?  

What  are the key r isks project  r isks?  

How are issues going to ident ified, m it igated and m anaged?  

What  are the key project  issues?  

What  is the approach to m anaging qualit y?  

What  is the approach to m anaging configurat ion?  

What  is the approach to m anaging finances?  

What  is the approach to t raining staff delivering services, Board of 

Trustee payroll representat ives and the m inist ry’s Educat ion 

Service Payroll staff? 
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3 .5 .2  Resources 

1.  Respondents m ust  provide the following inform at ion for the Educat ion Service Payroll t ransit ion project  team :  

Resource Quest ions 

 

Response  

What  is the st ructure of the t ransit ion project  team  for the 

Educat ion Service Payroll, including staff num bers? 

 

What  are the key roles and responsibilit ies? Roles Responsibilit ies 

 

2.  Respondents m ust  provide the following inform at ion for each key person fulfilling a t ransit ion project  role:  

Previous Project  Quest ions 

 

Response 

Nam e  

Role on t ransit ion project?  

Detail specific experience, qualificat ions and/ or t raining that  are 

relevant  and the organisat ions for which they have undertaken this 

work. 
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3 .6  Ministry and Governm ent  projects 

1.  Please refer t o the ‘Appendix G:  Minist ry and Governm ent  Projects’ in the RFP docum ent  for of payroll related init iat ives are 

planned, or current ly underway, that  m ay influence the delivery of the Educat ion Service Payroll. 

2.  Respondents can include any thoughts or ideas the respondent  has for assist ing the m inist ry to progress the init iat ives. 

3. The following table out lines the st ructure of the response to include the inform at ion. 

4. Respondents m ay provide the following inform at ion for the m inist ry and governm ent  project s:  

Minist ry and Governm ent  projects 

I nit iat ive  Understanding of im pact  on 

delivering Educat ion Service Payroll 

Suggest ions 
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3 .7  Experience and Support ing I nform at ion 

3 .7 .1  Experience 

1.  The m inist ry requires inform at ion on the experience the respondent  has delivering sim ilar services to the requirem ents 

defined in the m ain RFP docum ent  and support ing docum ents. 

3 .7 .1 .1  Business Processes 

1.  Respondents m ust  provide the following inform at ion on the organisat ion’s business process outsourcing experience in the 

context  of delivering business process services. 

Experience Quest ions 

 

Response 

What  is the experience delivering payroll business process 

outsourcing services in Aust ralia 

 

Num ber of sites supported?  

Profile of key sites that  are sim ilar to the m inist ry’s 

requirem ents (size, dist r ibut ion, and sector)? 

 

What  is the experience delivering payroll business process 

outsourcing services in New Zealand? 

 

Num ber of sites supported?  

Profile of key sites that  are sim ilar to the m inist ry’s 

requirem ents (size, dist r ibut ion, and sector)? 

 

 

3 .7 .1 .2  I T Requirem ents 

1.  Respondents m ust  provide the following inform at ion on the organisat ion’s business process outsourcing experience in the 

context  of delivering and host ing IT solut ions that  support  business processes:  

Experience Quest ions 

 

Response 
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Experience Quest ions 

 

Response 

What  is the experience delivering IT solut ions in Aust ralia?  

Num ber of sites supported?  

Profile of key sites that  are sim ilar to the m inist ry’s 

requirem ents (size, dist r ibut ion, and sector)? 

 

What  is the experience delivering payroll business process 

outsourcing services in New Zealand? 

 

Num ber of sites supported?  

Profile of key sites that  are sim ilar to the m inist ry’s 

requirem ents (size, dist r ibut ion, and sector)? 

 

What  is the relat ionship with the software provider.  

What  is the layout  of the data cent res, including security perim eter,  

security zones, locat ion of crit ical equipm ent  shipping and receiving 

areas? 

 

What  is the policies and procedures for  physical access, including 

procedures for norm al business needs, em ergencies, custom ers and 

third part ies? 

 

What  regulat ions and standards does the data cent re com ply with?  

What  I T tools are used?  

 

3 .7 .1 .3  Transit ion Project  

1.  Respondents m ust  provide the following inform at ion on the organisat ion’s experience com plet ing t ransit ion projects:  

Experience Quest ions 

 

Response 
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Experience Quest ions 

 

Response 

What  is the previous experience m anaging projects?  

What  previous projects have been t ransit ion project s?  

What  previous projects have been t ransit ion project s that  

are m oving to a payroll business process outsourcing? 

 

What  previous projects have been im plem ent ing m odern IT 

system s? 

 

What  previous projects have been convert ing data from  old 

IT system s to m odern I T system s? 

 

What  previous projects have been im plem ent ing new 

business processes or re-engineering business processes? 

 

What  previous projects have included m ajor t raining for 

users. 

 

Describe a situat ion where a t ransit ion project  went  wrong 

and the correct ive act ions that  were com pleted to put  the 

project  back on t rack. 

 

What  program m e m anagem ent  m ethodologies have been used to 

m anage program m es of work? 

 

What  proj ect  m anagem ent  m ethodologies have been used to 

deliver proj ects? 

 

What  is the r isk m anagem ent  fram ework used to m anage st rategic, 

operat ional and project  r isks? 

 

What  is the approach to com plying with architectural standard set  

by an external organisat ion? 
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3 .7 .2  Site Visits 

1.  Respondents m ust  nom inate at  least  three exist ing custom ers who are willing to provide references and allow site visits. The 

custom er references are to have payroll business process outsourcing services being delivered by the respondent , that  are 

sim ilar to the size and com plexity of the services the m inist ry is seeking. 

2.  Respondents m ust  provide the following inform at ion for the custom er references:  

Custom er Reference One 

 

Custom er nam e  

Business  

Locat ion  

Custom er Contact  Person ( including t it le)   

Custom er Contact  Telephone  

Custom er Contact  em ail  

Custom er Contact  Facsim ile  

Services being provided  

 

Custom er Reference Tw o 

 

Custom er nam e  

Business  

Locat ion  

Custom er Contact  Person ( including t it le)   

Custom er Contact  Telephone  

Custom er Contact  em ail  
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Custom er Reference Tw o 

 

Custom er Contact  Facsim ile  

Services being provided  

 

Custom er Reference Three 

 

Custom er nam e  

Business  

Locat ion  

Custom er Contact  Person ( including t it le)   

Custom er Contact  Telephone  

Custom er Contact  em ail  

Custom er Contact  Facsim ile  

Services being provided  

Length of t im e services have been provided  

 

3 .7 .3  Com pany I nform at ion 

1.  The m inist ry m ay conduct  due diligence on key aspects of the respondents. As part  of the response, the respondents m ust  

provide copies of the following com pany docum ents. These are:  

• organisat ion chart  reflect ing all affiliated ent it ies (com m only owned or cont rolled)  

• list  of directors, officers and m ajor shareholders ( including perm anent  addresses)  

• cert ificate of incorporat ion 

• const itut ion 
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• guarantees held ( for exam ple by parent  com pany or shareholders)  

• share register  

• last  three years Annual Reports.  

3 .7 .4  Financia l I nform at ion 

1. The m inist ry m ay conduct  due diligence on key aspects of the respondents. As part  of the response, the respondents m ust  

provide copies of the following financial docum ents. These are:  

• last  three years Financial Reports,  including balance sheets, incom e statem ents, cash flow statem ents and audit ing 

report s 

• details of securit ies/ incum bencies held by creditors/ investors, for exam ple debentures, m ortgages (unless included in 

financial statem ents)  

• business plans and forecast  financial inform at ion ( including budgets and cash flow forecasts) .  

2.  Any significant  changes or variat ions in financial inform at ion should be explained. 

3.  The m inist ry will need to contact  the auditors. As part  of the response, please include the auditor contact  details. 

3 .7 .5  Educat ion Sector I nform at ion 

1.  The m inist ry will assess how the organisat ion aligns with the outcom es the m inist ry and the Educat ion Sector is seeking for 

New Zealanders. Respondents m ust  provide inform at ion on their:  

• vision 

• m ission 

• values 

• com m unity sponsorship 

• com pliance with Govt3 (please refer to the Sustainable Governm ent  Procurem ent  Proj ect  Category Reviews reference 

docum ent )  

• approach to being carbon neut ral 

2.  Respondents should also provide any other relevant  inform at ion on fulfilling social, environm ental and econom ic 

responsibilit ies. 
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3 .7 .6  Third part ies 

1.  I f  the respondent ’s proposal includes one or m ore third part ies, the respondent  m ust  provide copies of the arrangem ents 

between the organisat ions, including copies of cont racts, service level agreem ents and support  agreem ents in the following 

table:  

Third- party Docum ents 

 

Sect ion of Response 

docum ents refer  to 

Descr ipt ion 

   

3 .7 .7  Support ing Docum ents 

1.  The respondent  m ust  list  all docum ents that  support  the response in the following table:  

Support ing Docum ent  

 

Sect ion of Response 

docum ents refer  to 

Descr ipt ion 
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4  Pricing Tem plate 

1.  Please refer t o the ‘Appendix E:  Pricing’ in the Request  for Proposal docum ent  for inform at ion on the m inist ry’s approach to 

pricing. 

2.  Respondents are to ident ify all costs, and the calculat ions and assum pt ions to arr ive at  those costs. 

3. Costs are to be future cash flows. 

4. Clearly separate out  consum er price index costs and state any assum pt ions. 

5. On-going costs are to be projected annual costs from :  

• July 1 2010 

• July 1 2011 

• July 1 2012 

• July 1 2013 

• July 1 2014. 

6. The total costs are to be broken into fixed and variable costs. 

7. I f  unit  and rate costs are used, the respondent  is to clearly describe the im pact  of volum es these costs. 

8. Capital costs are to be clearly defined and the basis for these costs explained. 

9. Total price is to be within the Educat ion Service Payroll funding envelope. 

10.  All prices quoted m ust  be in New Zealand dollars and exclude GST. 

11.  Addit ional inform at ion m ust  be inserted as required. 

12.  Respondents m ust  provide the pricing in the separate pricing tem plate spreadsheet  that  has been provided on the CD.  
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The following sect ion will be a separate spreadsheet .  

I t  is included in this document  for approval purposes only. 

 

4 .1  On- going Costs 

1.  Respondents m ust  provide a sum m ary of the costs in the following table:  

Sum m ary of Pr icing 

 

I tem s 

 

2 0 1 0  2 0 1 1  2 0 1 2  2 0 1 3  2 0 1 4  

On-going business 

processes 

     

On-going IT costs      

Manage Infrast ructure      

Manage Secure Host ing 

Facilit ies 

     

Total On- going costs      

 

2.  Respondents m ust  provide the on-going business process costs, and the calculat ions and assum pt ions to arr ive at  these 

costs, in the following table:  

On- going Business Process Costs 

 

Requirem ent  

 

2 0 1 0  2 0 1 1  2 0 1 2  2 0 1 3  2 0 1 4  
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On- going Business Process Costs 

 

Requirem ent  

 

2 0 1 0  2 0 1 1  2 0 1 2  2 0 1 3  2 0 1 4  

Manage Em ployee 

Inform at ion (excluding 

Assess Teacher Salaries)  

     

Assess Teacher Salaries)       

Run Educat ion Service 

Payroll 

     

Manage 2nd and 3rd 

level Support  

     

Manage service desk      

Manage Service Delivery 

Processes 

     

Total      

Fixed costs      

Variable costs      

Key Assum pt ions  

Calculat ions 

• Pricing Opt ion used 

• Units and Quant ity, 

or  

• Rates. 
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3.  Respondents m ust  provide the on-going IT costs, and the calculat ions and assum pt ions to arr ive at  these costs, in the 

following table:  

On- going I T Costs 

 

Manage Educat ion 

Service Payroll 

Softw are 

2 0 1 0  2 0 1 1  2 0 1 2  2 0 1 3  2 0 1 4  

Softw are Solut ion 

• Please list  each 

software applicat ion. 

• I f  sold by m odules or 

com ponents list  the 

m odules or 

com ponents for each 

software applicat ion. 

     

Custom isat ion      

Licensing 

I f  relevant , please 

ident ify each license 

required and the on-

going cost  of that  

license. 

     

I T Softw are Host ing      

Total costs      

Fixed costs      

Variable costs      

Key Assum pt ions  
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On- going I T Costs 

 

Manage Educat ion 

Service Payroll 

Softw are 

2 0 1 0  2 0 1 1  2 0 1 2  2 0 1 3  2 0 1 4  

Calculat ions 

• Pricing Opt ion used 

• Units and Quant ity, or  

• Rates 

• other calculat ion 

factors. 

 

 

4.  Respondents m ust  provide the on-going costs to m anage the infrast ructure, and the calculat ions and assum pt ions to arr ive at  

these costs, in the following table:  

Manage I nfrast ructure 

 

2 0 1 0  2 0 1 1  2 0 1 2  2 0 1 3  2 0 1 4  
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Total Costs      

Fixed costs      

Variable costs      

Key Assum pt ions  

Calculat ions 

• Pricing Opt ion used 

• Units and Quant it y, or  

• Rates 

• other calculat ion 

factors. 

 

 

5.  Respondents m ust  provide the on-going costs to m anage the secure host ing facilit ies, in the following table:  

Manage Secure 

Host ing Facilit ies 

 

2 0 1 0  2 0 1 1  2 0 1 2  2 0 1 3  2 0 1 4  
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Total Costs      

Fixed costs      

Variable costs      

Key Assum pt ions  

Calculat ions 

• Pricing Opt ion used 

• Units and Quant ity, 

or  

• Rates 

• other calculat ion 

factors. 
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4 .2  Transit ion Project  Costs 

1.  Respondents m ust  provide the t ransit ion project  costs, and the calculat ions and assum pt ions to arr ive at  these costs, in the 

following table. 

Transit ion Costs 

 

Project  Managem ent  

 

 

Manage project   

Business Processes 

 

 

Define business processes  

Design business processes  

Prepare docum entat ion and t raining m aterial  

Train users  

Support  Users  

Other costs  

Business process costs  

Applicat ion Softw are 

 

 

Define IT requirem ents ( including funct ional, non- funct ional and 

Policies and standards)  

 

Design I T solut ion  

Build solut ion  
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Test  Solut ion  

Roll-out  solut ion  

Prepare docum entat ion and t raining m aterial  

Train users  

Support  Users  

Other costs  

Applicat ion softw are costs  

Key Assum pt ions  

Calculat ions 

• Pricing Opt ion used 

• Units and Quant ity, or  

• Rates 

• other calculat ion factors. 

 

Host ing ( including Data Cent res)  

 

 

Define requirem ents  

Design facilit ies, processes and infrast ructure  

Build solut ion  

Test  solut ion  

Roll-out  solut ion  

Prepare docum entat ion  

On-off Licensing costs  

Train users  
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Support  Users  

Other costs  

Host ing costs  

Key Assum pt ions  

Calculat ions 

• Pricing Opt ion used 

• Units and Quant ity, or  

• Rates 

• other calculat ion factors. 

 

Data  Conversion 

 

 

Define and design data m apping and t ransform at ion requirem ents  

Convert  and test  data  

Prepare docum entat ion  

Other costs  

Data  Conversion costs  

Contract  and Relat ionship Managem ent  

 

 

Set -up Governance  

Set -up Relat ionship Managem ent   

Set -up Business Process Im provem ent   

Set -up Risk Managem ent   

Set -up Cont ract  Managem ent   
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Set -up Reward Innovat ion  

Other costs  

Contract  and Relat ionship Managem ent  costs  

Key Assum pt ions  

Calculat ions 

• Pricing Opt ion used 

• Units and Quant ity, or  

• Rates 

• other calculat ion factors. 

 

Cont ingency 

 

 

Costs  

Key Assum pt ions  
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