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Chamber of Security Industry Limited
Unit D, 9th Floor,

688-690 Castle Peak Road,
Lai Chi Kok, Kowloon.

INTERPRETATION

In this Quotation Document, the following womlsd expressions have the meaning hereby
assigned to them except when the context othemstpares:

“General Holidays” or “Public Holidays” mean eve8ynday and any other day, which is a general
holiday by virtue of the General Holidays OrdinarfiCap.149 of the Laws of Hong Kong);

“Inspecting Officer” means the officer appointed ®$l for the purpose of inspecting the Services
performed in pursuance of the Contract herein;

“Quotation Closing Date” means the latest date @l&ong Time) by which quotations must be
lodged,

“Services” means all the works, services and thiggscified in the System Specifications and
includes the supplementary and related servicée foerformed, executed, supplied or done by the
Service Provider(s) under the Contract;

“Service Provider” means a company who or whichngitdha quotation in response to this Request
For Quotation;

“API1” means Application Programming Interface
“CSI” means Chamber of Security Industry Limited
“eForm” means electronic form which can be fillad\W3C compliant browsers
“HKLIA” means Hong Kong Linux Industry Associatidnmited
“HKSCS” means Hong Kong Supplementary Character Set
“‘HRM” means Human Resource Management
“ICT” means Information and Communication Technglog
“OGCIO” means Office of the Government Chief Informatiorii€@f of the Government qf
Hong Kong Special Administrative Region
“OSS” means Open Source Software
“QAS” means Quality Assurance Scheme
“‘RFQ” means Request for Quotation
“SGSO” means Security and Guarding Services Ordinance
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“SPP” means Security Personnel Permit

“UAT” means user acceptance test
“W3C” means World Wide Web Consortium who géis standard, protocol and guide
for web applications.

2. In this Request For Quotation, unless the cardtherwise requires, the following rules of
interpretation shall apply:

2.1 the singular includes the plural and vicesaer

2.2 the headings to individual clauses and pronssof Quotation. Documents are for ease
of reference only and shall not affect the intetgien or construction of the

Quotation Document.
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Chamber of Security Industry Limited

Unit D, 9th Floor,

BACKGROUND

The Chamber of Security Industry Limited (hereiaafknown as CSI), along with Hong
Kong Linux Industry Association Limited (hereinaftenown as HKLIA), was granted
sponsorship from the Office of the Government Chisformation Officer of the
Government of Hong Kong Special Administrative Reg(hereinafter known as OGCIO)
under 2014/15 Sector-specific Programme (SSP)uUsinless services sector to implement a
project, along with HKLIA, to develop a Human Resm Management (HRM) Module
specially designed for the security industry in gdtong.

Service Providers are invited to provide the SystBesign, System Implementation,
System Maintenance & Support Services on the implgation of Human Resource
Management (HRM) Module (hereinafter called HRM) @Sl.

This project is a fixed price project and is subgecthe prevailing terms and conditions in
the service contract.

A twelve (12) month’s warranty upon successful ctatipn of User Acceptance Test is
regarded as binding to the project, with an extansif another twelve (12) months system
maintenance period with charges subject to theeageat between CSI and the successful
bidder of this project.

OBJECTIVES

« Turnover of security guards in the industry is mitv@n 20 percent per annum. It heavily
affects the operations. Continuous recruitment seléction becomes a routine and
heavy burden of the administration. These repdatgd can be automated by using ICT
technology. In the Security and Guarding Servitedinance (Chapter 460), employers
have to perform due diligence to comply with theli@ance.

« The project objective is to develop a new HumanoBee Management System
including paperless recruitment, staff card, MPRFokment, uniform & equipment
issuing, leave record, payroll slip, etc. to edsedperation burden of SMEs in security
sector and increase their competitiveness, asageib comply with relevant Ordinances
and Regulations required by the Government of HKSAR

« Adopt Information and Communication Technology ()Ci design an innovative
Human Resource Management (HRM) Module for useiwitong Kong to manage the
security guards on duty, and at the same time @geoprovision to generate management
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reports as and when required by the end-user;

« Provide a cost-effective, secure, stable applinatiding on Linux and Cloud Computing
Applications to receive, store data and compilatadnreports for management more
efficiently and systematically while at the sammndi ease the workload of frontline
security personnel;

« Eventually, the system will also benefit propertsgimagement field including professional
bodies and local incorporated owners of varioutdings and the cleaning industry;

« The system will be based on Open Source Lesserr@eRablic License (LGPL) and
share with the security industry especially the Braad Medium-sized Enterprises
(SMEsSs) in Hong Kong;

« Demonstrate to the security industry and SMEs as afrthe successful examples that
adopting ICT can enhance productivity and cometitess;

« Enhance professional standards and competitiveofetise security industry and other
professional entities in the property managemed fi

3. CURRENT BUSINESS ENVIRONMENT

The adoption of information and communication tesbgy within security industry is not
popular. The current practice for security compgrire recruitment is paper based. The
vetting of SPP is mainly done by manual checkingniforms such as MPF, IR56B and
etc. are filled out by hand. Error and omissiogaasily created and violated the laws.
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PART I: GENERAL TERMS & CONDITIONS TO QUOTATION

1.

Chamber of Security Industry Limited Page 10

Unit D, 9th Floor,

Notes to Invitation

Bidding companies are requested to read the inginsccontained herein carefully
prior to preparing the quotation. These instrudi@re conditions of the Request
For Quotation and any quotation which does nolthese instructions will be

considered incomplete and may not be considered.

Quotation

Service Provider(s) are requested to submit th&#ero in Hong Kong Dollars.
Service Provider(s) shall submit their quotationthair own cost and expense. CSI
shall not be liable for any cost and expense wleatsoincurred by the Service
Provider(s) in connection with the Service Prov&dsubmission of their quotations,
including without limitation, all costs relating tibe preparation or submission of
their quotation, the required document(s) or in aelated communication or
negotiation with CSI, whether before or after tHesthg Date. Offers submitted

in currencies other than Hong Kong dollars will notbe considered further.

Completion of Quotation

The quotation and all accompanying documents mastcdmpleted in ink or
typescript and submitted in the manner stipulat@dherwise, the quotation will
not be considered If any of the quotation and its accompanyinguioents are not
submitted in English, a certified translation initug, thereof in English shall be
submitted.

Quotation to Remain Open

Quotation shall remain valid and open for accepdoc a period not less thdr20
days after the Closing Date. By submitting a quota Service Provider(s) are
deemed to have agreed to such quotation validitpge Without prejudice to CSI’s
rights and claims vis-a-vis any Service Providepwhthdraws its quotation during
the quotation validity periodA quotation which contains a counter-proposal for
a validity of less than 120 days will not be consated further.
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Unit D, 9th Floor,

Quotation Addenda

Should CSI require any amendment, clarificatioradjustment to be made to the
Quotation Document for the purpose of quotationr@se, CSI will issue to every
Service Provider numbered addenda giving full deti such amendment. Service
Provider(s) shall acknowledge receipt of these adde These addenda, if
comprising an amendment, clarification or adjustingn any provision of the

contract, shall form a part of the contract.

Payment Terms

Payment will be made according to the progress andgmtage of work delivered to
and accepted by CSI. The “Percentage of Work”bsiteted in Part 11l Paragraph 3.
When the services are delivered by the Service i@eownder this contract, an
invoice stating the order number, the particultrs, value of the services delivered
shall be sent by the Service Provider to the addodsCSI| as stated in Part |
Paragraph 31. Unless otherwise agreed by CSI| Bemiative, no payment for any
Service delivered will be made to the Service Rtewiuntil the same have been
accepted in accordance with System Acceptance .Tddayment for the Services
accepted will be made within 30 days from the ioeodate. All payment shall be
made to Prime Contractor.

Service Providers’ Commitment

All proposals, information and responses from tlevige Provider(s) must be
submitted in writing. This request for quotatiamdaall proposals, information and
responses submitted by the successful Service d&ngs) shall be incorporated into
and made a part of any final agreement betweena@8lsuch Service Provider.
CSI reserves the right to disqualify any ServiceviRter who submits a proposal or
contract that directly or indirectly attempts toeegiude or limit the effect of this
requirement.

Statement of Compliance
Service Provider(s) are required to confirm in tQeotation Schedules that the
Services offered comply with the System Specifaradiof this Quotation Document.

If an offer does not conform to the System Speaiioms, Service Provider(s)
should provide the details of deviations, but GSlerves the right to accept or reject
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any such offer. Service Providers’ failure to cdynwith this requirement will
render the quotation invalid.

Communication with CSI

Only written communications from the Service Prev{d) will be considered and
responded by CSI. CSI will correspond in writirgg fainy query and copy to all
interested Service Provider(s).

All communications connected with or arising outtleé Quotation Document shall
be conducted directly between CSI and the Serviceidrer(s).

Any statement, whether oral or written, made ang action taken by any CSI

member in response to any enquiry made by a progpe®ervice Provider shall be

for guidance and reference purposes only. Themsttt shall not be deemed to
form part of the Quotation Document and such staténor action shall not be

deemed to amplify, alter, negate, waive or otheawsry any of the terms or

conditions set out in the Quotation Document.

Service Providers’ Response to CSI Enqugs

In the event that CSI determines that clarificatddrany quotation is necessary, it
will advise the Service Provider(s) accordingly icading whether the Service
Provider(s) should supplement its quotation. Thervie Provider(s) shall
thereafter within three (3) working days after tfege of CSlI’s request or such other
period as specified in the request for clarificatsubmit the requested information
in the form provided. Quotations may not be coasd if complete information is
not provided as required.

Basis of Acceptance

Service Providers are mandatorily required to Bidhee 5 modules, otherwise, the
proposal would not be considered, as such offelisb&i considered on an overall
basis;

Service Provider who scores the highest marks mbooed modules will normally
be awarded the contract. However, CSI reservesghenot to award the contract to
the highest score Service Provider.
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12. Negotiation

CSI reserves the right to negotiate with any SerRecovider about the terms of the
offer.

13. Acceptance of Offer

The successful Service Provider(s) will be issudettar of acceptance by e-mail or
by mail subject to the conditions that the Senkeevider(s) have not obtained any
conviction under the relevant ordinances betweerthotation Closing Date and the
date of the letter of acceptance;

Upon receipt of such letter, a binding contract ldobe deemed to have duly
constituted between CSI and the successful SerfAoevider subject to the
aforementioned conditions precedent;

Any Service Provider who does not receive any matiion of the acceptance of its
quotation within the validity period of its offer ag deem its quotation as
unsuccessful.

14. Price Variation

It will be assumed that Service Providers’ offeii remain valid for the duration of
the contract. Therefore no request for price Wamawill be considered.

15. Infringement of Intellectual Property Rights

CSl is not bound to consider an offer in the ewsa claim being received by CSI
alleging or CSI having grounds to believe that 8ystem Program and related
deliverables to be supplied by the Service Provigheler the quotation are infringing
copyrights or have otherwise infringed the intdllieat property rights in the goods or
product of a third party.

In the event of such happening after the contsabeing awarded, CSI shall have the
right to terminate the contract and recover all dges from the Service Provider
arising from the infringement of intellectual prope rights by the Service
Provider(s).

16. Ownership of Intellectual Property

The intellectual property arising from the devel@mnof the system shall, upon its
creation, vest in and belong exclusively to CSEIl €hall have the absolutely right to
make it available for any non-commercial use.
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Chamber of Security Industry Limited

Unit D, 9th Floor,

Service Providers’ Performance Monitoring

Service Provider is advised that should they berd@dithe contract, their subsequent
performance will be monitored and may be taken itoount when their future
guotations are evaluated.

Warning Against Bribery

The offer of an advantage to any CSI members, grdgam or project steering
committee members with a view to influencing theaedvof the contract is an
offence under the Prevention of Bribery OrdinanCap. 201 of the Laws of Hong
Kong). Any such offence committed by any Servigevitler(s) or any of their
directors, employees or agents will render theotgtions null or void;

The successful Service Provider shall inform eathtso officers and employees
(whether engaged on a permanent or temporary ltasis)he soliciting or accepting
of advantages (as defined in the Prevention oféyilDrdinance) is not permitted.
The successful Service Provider shall also cautfir officers and employees
against soliciting or accepting any excessive tabpj, entertainment or inducement
which can impair their impartiality in relation tbe selection of its sub-contractors, if
any, or the supervision of the work of the sub-cactobrs once selected.

Information / Items to be Submitted

Service Provider(s) shall submit the following infa@tion / supporting documents,
duly completed, in their quotatioon or before the Quotation Closing Date and
Time

- the information as required in Schedule 1 to 8 8rto 12 of Part V Contract
Schedule;

- Schedule 7 of Part V “Offer to be Bound” sigrigdthe Service Provider(s);

In addition to the clause above, Service Providea(s required to provide all other
information / supporting documents as requestedhis Quotation document or
relevant to its offer, including but not limited tioe following:-
- documents to show that its offer is able to tntlee requirements as specified in
the System Specifications in Part IlI;
- acopy of valid Business Registration Cerdife and
- acopy of Certificate of Incorporation.

Offers to be Bound

All parts of the Quotation Document submitted afféred by the Service Provider(s)
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shall be binding on the Service Provider(s). Avier Provider is deemed to have
satisfied itself as to the correctness of its gimta In the event that a Service
Provider discovers an error in its quotation afer quotation has been deposited, the
Service Provider may correct the same in a sephkatiée. No request for adjustment
or variation whatsoever will be allowed or entartal after the Quotation Closing
Date;

Should it be found on examination by CSI after @uotation Closing Date that a
Service Provider has made error(s) in the figutated in its quotation that may have
a significant effect on the quotation, the Serrevider may be informed of the
error(s) and asked to confirm in writing whetheridt prepared to abide by the
corrected figures. Acceptance of such amendmemvsrtheless subject to the final
deliberation of CSl,

CSI may require a Service Provider to clarify aspext of its quotation by way of
provision of additional information or documentamoof. A quotation may not be
considered if the Service Provider(s) fails to compith CSI's request for
clarification.

21.  Consent to Disclosure
CSI shall have the right to disclose whenever iitsiders appropriate or upon request
by any third party (written or otherwise) inform@ti on the awarded contract,
without any further reference to the successfulviSer Provider, the name and
address of the successful Service Provider, degoripf services and the contract
amount.
22.  Exclusion
Without prejudice to other provisions of this Quaia Document, CSI reserves the
right, to disqualify a Service Provider on anyloé following grounds:
bankruptcy;
winding up;
false declaration;
insolvency;
significant or persistent deficiencies in performarf any substantive requirement
or obligation under a prior contract(s);
conviction(s) in respect of serious crimes or od@ous offences;
other acts or omissions that adversely reflect uperprofessional conduct, integrity,
responsibility or honesty of Service Provider(s).
Chamber of Security Industry Limited )
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25.

26.
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Personal Data Provided

Service Providers’ personal data provided in thetafion will be used for quotation
evaluation and contract award purposes. If insigffit and inaccurate information is
provided, the quotation may not be considered;

A Service Provider acknowledges and consents tHaeraice Provider’'s personal
data provided in the quotation may be disclosedhi® parties responsible for
quotation evaluation.

lllegal Workers

The Service Provider undertakes not to employ allegorkers in the execution of
any CSI contract. Should the Service Provider dasd to have employed illegal
workers in breach of this undertaking, CSI Repregare may, on behalf of CSI, by
notice in writing, terminate the contract and tleev&e Provider shall not be entitled
to claim any compensation against CSI and thaSéwwice Provider shall be liable
for all expenses necessarily incurred by CSI asalt the termination of the contract.

Bankruptcy

CSI Representative may at any time by notice irtimgisummarily terminate the
contract without entitling the Service Providerdaim for compensation in any of
the following events:

If the Service Provider shall at any time be adgdidpankrupt, or shall have a

receiving order or orders for administration ofitlestate made against them, or shall
take any proceeding for liquidation or compositiorder any Bankruptcy Ordinance

for the time being in force, or make any conveyamcassignment of their effects of

composition or arrangement for the benefit of tlveaditors or purports so to do; or

If the Service Provider, being a company shall passsolution or the court shall
make an order for the liquidation of its assetsaareceiver or manager shall be
appointed on behalf of the shareholders, or cirtantes shall have arisen which
entitled the court or bond to appoint a receivemanager.

Then such determination shall not prejudice orcaféay right or action or remedy
which shall have accrued or shall accrue theretdt@Sl.

Recovery of Sums Due

Whenever under the contract any sum of money blealecoverable from or payable
by the Service Provider, the same may be deduoted &ny sum then due or which
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at any time thereafter may become due to the SeRiovider under the contract or
any other CSI contracts.

Liability for Damages or Compensation

CSl and its members or agents shall not be undetiaoility whatsoever for or in
respect of :

any loss of or damage to any of the service pratggeoperty or that of its members
or agents however cause (whether by any negligegh€&I or any of its members or
agents or otherwise);

any injury to or death of any of the Service Previs employees or agents save and
except any such injury or death caused by the gemgte of CSI or any of its
employees or agents;

The Service Provider shall indemnify CSI and tlenployees or agents against any
loss or damage to any property of CSI or of anthefr employees or agents or any
injury to any employee or agent of CSI arising ofithe negligence of the Service

Provider or any of their employees, sub-contractorsgents.

Total Services and Variation

The services to be performed under the contradkt lsbas laid down in the Schedule
and shall be carried out, as and when requirethacsatisfaction of the Inspecting
Officer of CSI. All orders placed under the contrshall be issued in writing.

Where a variation has been made to the contracatheunt to be added to or
deducted from the contract price in accordance witht variation shall be
determined in accordance with the rates specifieithe Schedule so far as the same
may be applicable and where rates are not contam#te said Schedule, or are not
applicable, such amount shall be such sum assemnaale in the circumstances.

Sub-contracting

Service Provider(s) would be allowed to sub-contrdee implementation of

individual module to other sub-contractor(s), bue tompany submitting the RFQ
would be the prime contractor who would be helgoesible for the overall delivery
of the project.
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Termination of Contract

Without prejudice to other rights and claims of @&ter the contract or at law, CSI
shall be entitled to terminate the contract if:

The Service Provider fails to observe or perforrg ahthe terms and conditions of
the contract and (in the case of a breach capdblbeing remedied) has failed to
remedy the breach to the satisfaction of CSI witloiarteen days (or such longer
period as CSI may, in its sole discretion, alloiterathe issuance by CSI to the
Service Provider of a notice in writing requirindo do so; or

The Service Provider, or an associate or assocpaesbn of the Service Provider, or
a director or any other officer in the managemersitpon of the Service Provider or
of such associated person or associate (who hasibesich office any time during
the 12 months preceding the contract period omgdutihe contract period) has been
convicted of any criminal offence in Hong Kong bdiem any act committed in the
bidding or performance of any contract awarded By @cluding without limitation
any offence of conspiracy to defraud CSI); or

The Service Provider abandons the contract ingrart whole; or

The Service Provider assigns or transfers or ptsgorassign or transfer all or any
part of the contract or all or any its rights otigations there under without the prior
written consent of CSI; or

The Service Provider has made a material misreptasen (including submission of
false statement or inaccurate information) durlmgtendering process of the contract.

Enquiries

Any enquiry from a Service Provider concerning fQisotation Document up to the
date of lodging its quotation with CSI shall beniriting and shall be made to:

The Project Coordinator,
Chamber of Security Industry Limited,

Unit D, 9th Floor,
688-690 Castle Peak Road,
Lai Chi Kok, Kowloon. E-mail: hrmict@csi.org.hk

After lodging a quotation with CSI, a Service Pdmi shall not attempt to initiate

any further contact, whether direct or indirectthwCSI on its quotation or its

Quotation Document. CSI shall have the sole righinitiate any such further

contact and all such contacts and any reply oSem@ice Provider(s) thereto shall be
in writing or formally documented in writing.
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PART II: SPECIAL CONDITIONS OF CONTRACT

1. Contract Period

This contract shall be effective from the date ofeptance to the fulfillment of
contractual obligations.

2. Service Providers’ Acknowledgement

The Service Provider acknowledge and agree that tlae been supplied with
sufficient information to enable them to supply t8ervices to CSI which fully
comply with the requirements set out in the Sys&mecifications of Part Il and
other provisions of this contract. The Service Rtew shall not be entitled to any
additional payment nor be excused from any liabilinder this contract as a
consequence of any misinterpretation by the Sevrowider of any matter or fact
relating to the System Specifications, the saidiiregnents or any other provisions
of this contract.

3. Pilot Run and Free Warranty

The Service Provider shall provide 3 months piloh to provide advice and
assistance to the users. The Service Providersé ralquired to provide 12-month
free warranty after successful completion of pilot.

Pilot run includes, but not limited to, system pemfiance tuning, fault diagnosis and
bug fixing, answering queries and problems raisgdth®e users relating to the

system’s performance, application errors and ahgratelated queries and problems
of the system.

The first 6 months warranty should include, but hwmited to, providing helpdesk
and support services, e.g. telephone, e-mail, tetthe users regarding the system.

The help desk staff shall have good knowledge efsystem in order to effectively
and efficiently provide support services. The oese time to a request for all kinds
of services provided in the warranty period shall @xceed two hours. The required
help desk service hour shall be during the nornparating hours (i.e. Mondays to
Fridays, inclusive, 09:00 to 18:00; Saturdays, Sysdnd public holidays excluded).
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Chamber of Security Industry Limited

Unit D, 9th Floor,

System Maintenance

After the 12-month free warranty, the Service Pdevishould continue to provide
thereafter 12 month maintenance services for teeesy. The Service Provider shall
specify the maintenance charge after the first bMimfree warranty in Schedule 8-
10 of the Contract Schedule in Part V.

Notwithstanding any other provision contained elsex in this contract, CSI may at
its sole discretion terminate the system mainte@aaic any time by giving the
Service Provider three months’ prior written noticéhe required maintenance
service hour shall be during the normal operatiogré (i.e. Mondays to Fridays,
inclusive, 08:00 to 18:00; Saturdays, Sundays artdipholidays excluded).

The maintenance services should cover, but not tddnito, performing
troubleshooting of anomalies and rectifying anyerfault or program bug and any
other activities which are necessary for the satisty performance of the system.
During the maintenance period, the Service Providealso required to provide
helpdesk and support services, e.g. telephone,ileeta, to the users regarding the
system.

The help desk staff shall have good knowledge efsystem in order to effectively
and efficiently provide support services. The oese time to a request for all kinds
of services provided in the nursing stage and tl@nt@nance periods shall not
exceed two hours.

Upgrades and Enhancements

In the event that the system needs to be enhanpgdaded or modified, CSI shall
notify the Service Provider in writing of the prageal changes and implementation
schedules. The Service Provider shall perform shpaalysis on system changes
and enhancements to be done on the system, whotldés but is not limited to
timing, duration, effort, risks, priority, cost abenefits, at no charge within a period
of time to be agreed by CSI.

The Service Provider shall make recommendationsandware and /or software for
the implementation of system changes and enhandemen

The Service Provider shall provide a quotation t8l Gor acceptance before
commencing work.
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Chamber of Security Industry Limited Page 21
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The Service Provider shall carry out the changethénsystem at the time, manner
and any charge subsequently agreed between CShan8ervice Provider. After

such upgrades and modification, the Service Provigerequired to update the

relevant documentations and training materialetiect the changes.

Source Code

The source codes, documentations, and all otheerralst relating to the software
developed for the system shall be provided in swft and hard copies by the
Service Provider. They shall be at all times bete@ upon and owned by CSI
absolutely upon creation.

After the rollout of the system, there may be, ad avhen required, correction,
modification or updating of the programs of thetsgss for whatever reasons.

As and when any corrected, modified or updatedimersf the system, the Service
Provider shall promptly deliver to CSI the sourceles of the corrected, modified or
updated version of the programs of the system #nohaterials necessary for the
proper maintenance of the source codes togethkrappropriate amendments of the
documentations specifying the nature of the cowactmodification and updating;
and providing instructions for the proper use @& torrected version of the source
codes of the system for record and / or audit psepo

Manuals and Documentation

The Service Provider is required to provide attlease set of Application User
Manual in both soft and hard copies. The manuadsa@be written both in English
and traditional Chinese.

Training Video

The service provider is required to prepare trgnildeo with the aid of Power Point,
illustration, animation and voice over. Table afntent for training will be provided
by CSI.

Quality of Services

The Services shall be as specified in the Scheahdieshall fulfill all the conditions
and terms of any drawing and specification (if asypplied to the Service Provider.
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10.

11.
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Any drawing and specification reasonably required the Service Providers'
guidance in the execution of the contract shalptmided by CSI free of charge but
shall be returned on completion of the contract.

UAT & System Acceptance Tests
The system shall be subject to the user acceptaatsefor about 2 weeks.

UAT should be in accordance to a test plan desidgioedthe operation of the
functions under test.

System Acceptance Test should be in accordancesystam test plan for the entire
system.

On the date specified in the Planned Implementaiicmedule on Schedule 6 of Part
V, the Service Provider shall submit the systenth# Function Tests according to
the test plan in the presence of CSI Representadiassess whether the system and
every part thereof are operating in accordance wWlih specifications or the
performance criteria.

If the system shall fail to conform fully to theesgification or performance criteria,

then the Service Provider shall rectify such faltorthwith and repeat tests shall be
carried out on the same terms and conditions ashgeagreed specification to the
satisfaction of CSI within an agreed timing.

Delay to the System Ready for Use

The Service Provider shall provide the system re@yuse on or before the
completion date.

If the Service Provider shall fail to provide thgsem ready for use by the
completion date or such extended period as maygbeed by CSI Representative,
CSI may at its absolute discretion terminate thele/lor any part of the contract by
notice in writing to the Service Provider, but vath prejudice to any claim by CSI
for breach of contract including but not limitedits right to assign the contract to
another Service Provider whereupon the Servicei@eoshall be liable for any sum
so incurred in excess of the contract price.
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12. Rejections

Without prejudice to any statutory right, CSI Regmetative may reject any Service
(or part thereof) which do not strictly conform tbe conditions stated hereof.
Within 24 hours of being notified in writing of thejection of any Service, the
Service Provider shall be required to take the s&ag action to rectify such rejected
Services.

13. Publicity

The Service Provider shall submit to CSI Repredimetaall advertising or other
publicity material relating to the contract or ghrducts supplied or other work done
in connection with the contract wherein CSI's nasienentioned or language used
from which a connection with CSI can reasonablynberred or implied.

The Service Provider shall not publish or use adyedising or other publicity
material without CSI's prior written consent.
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PART lll: SYSTEM SPECIFICATIONS

1. General System Requirements

1.

g b~ W N

The system should ride on Suse Linux Enterpesser 11, Android and Open
Source Software;

. It should conform to Open Source Initiative &edser General Public License;

. The system should be robust Java 2 Enterpdg®& (J2EE) architecture.

. It should be interoperable based on W3C for stahdard, Java, Javascript;

. On desktop PC, only W3C compliant browser (sash-irefox, Safari) shall be

used for this application. No plug-in or client gram shall be allowed;

. On mobile devices such as smart phone and tathlet operating system is

Android 4.x;

7. Database server is using mySQL 5.5

8. The system shall display, enter and store 2sb@thinese characters and British

9.

English alphabets. It shall support the Hong Kong@ementary Character Set
(HKSCS) encoded in 1ISO10646 coding standards;

All data interchange between server and clienices shall be in XML format.

10. SSL shall be used during data transfer. Datdl e encrypted when store in

database.

11. The HRM module will be riding on Security Ctbplatform.

Reference documents:

L.
2.

Lesser General Public Licensbttp://www.gnu.org/licenses/Igpl-2.1.html

Workflow standard is based on Workflow Managemen#lion (WFMC) and
XML Process Definition Language (XPDLU)t{p://www.wfmc.org).

Security Personnel Permit — Security & GuardiBgrvices Ordinance -
http://www.police.gov.hk/ppp en/11 useful info/licences/security.html

Workflow diagram for Paperless Recruitment Medyllease refer to Appendix
l.

2. System Functional Specification

2.1 Human Resource Module

2.1.1 Paperless Recruitment Workflow

1.
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1. To establish electronic forms and workflow masragnt to automate the hiring
process.

2. To enable applicants to fill in electronic apption form on Android tablet PC
and desktop PC.

3.  An Android Apps shall be installed in tablets foandidates to fill in the
application forms while desktop PC shall run thpliation from W3C compliant
browsers.

4.  The eForm shall be able to include the namelagd of various user companies.

5. There is a preset template and an eForm destgneustomize the recruitment
form.

6. The workflow diagram is shown in Appendix .

7. Portal for operation and system administration #nBual (English and
traditional Chinese) graphical user interface;

8. To allow administrator of various user compan@siew and edit filled form on
tablet/ view, edit and delete on desktop PC

9. To provide linkage to other functions in Segu@ioud or HRM module

10. To synchronize essential employee personalvdgteSecurity Cloud

11. Alert in advance for Continuous Contract of Hoyment (418 principle).
http://www.labour.gov.hk/eng/public/wcp/Concise Garidil . pdf
http://www.labour.gov.hk/tc/public/pdf/wcp/Concisei@e/01. pdf

12. Enable single application for multiple companiesach user company shares the
same application but database is separated;

o8 o
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2. Employment Vetting

1. Check the validity of the applicant’'s SPP frdma Police Force Web-site. Indicate
the date of blacklist being updated.

2. SPP checking will be performed daily for all ety guards. Pop up windows will
show the name of the holder whose SPP is beindkeelo

3. Scan and record the SPP, QAS, HKID & etc insystem.

4. Record the responds from the referees

5 Record the residential address and past empluyreeords

3. Aptitude Test in multiple choices
1.  Question pool has to be set. Seed questindscarresponding answers will be
provided by CSI and the members.
2. Questions will have two levels for gengyahrds and supervisors respectively.
3.  Questions shall be randomly drawn frompbel for testing the applicants.
4.  There is a retest function.

4. Employment Contract
1. To generate employment contract based ohogags’ and posts’ information, etc.
on an agreed format and layout
2. SEC employment contract from Government
3. The template can be customized by user coimpa

2.1.2 Regulatory Compliance
5. Police License Report (commencing and termindtio
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1. To prepare letter to Hong Kong Police Force tiesvly hired security guards
within 14 days after commencement

2. To prepare letter to Hong Kong Police Forcerdsgned security guards within
14 days after termination.

(SI CHAMBER OF SECURITY INDUSTRY
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6. MPF Enrollment Form
To automatically pre-fill personal records on MR @r ORSO forms for newly
hired employees.
To import employees’ wages data, MPF/ORSO data,irfgersonal records with pre-
defined format.
MPF enrollment forms shall include the following:
1. AIA Company (Trustee) Limited
2. AXA China Region Trustees Limited
3. Bank Consortium Trust Company Limited
4. Bank of Communications Trustee Limited
5. Bank of East Asia (Trustees) Limited
6. BOCI-Prudential Trustee Limited
7. China Life Trustees Limited
8. HSBC Provident Fund Trustee (Hong Kong) Limited
9. Hang Seng Mandatory Fund
10. Manulife Provident Funds Trust Company Limited
11. Principal Trust Company (Asia) Limited
12. #yiEiwfa FWD
13. Sunrise

7. Employer’s Return on Remuneration for Inland ReeeDepartment

To import required data for submission to IRD sasHorm IR56B , IR56F, and..., etc.

2.1.3 Productivity
8. Personal Records
® To create personal records with security level viewing various fields in the
personal records
® To allow administrator to view, edit, sort by varf criteria (especially by
applicants or employees) and delete on tablet askitdp PC.

9. Leave Records
® To create and maintain on-going leave records.
® The leave record shall include sick leave, stayutmolidays and annual leave
entitlement and balance of each employee accotditite Labour Law.

10. Staff Card and Desktop plate
® To generate staff card on portrait and landscapadbincluding name in Chinese
and English, staff number, title, portrait photstie date, QR code, company name
and company logo. Should also be able to prinherback side.
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® To generate Desktop Plated@Fi’fi). Format including name in Chinese and

English, staff number, portrait photo, company naamel company logo. The
format should allow user to define the style.
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11. Uniform and Equipments Issuing and Return

To maintain a proper record of uniform and equiptwéssued to staff and return by
staff.

12. Payroll Slips
To import required data with pre-defined format fhe generation of payroll slips to
employees. The format of the payslip is enclosefigpendix II.

13. HR Reports

Maximum 50 pre-defined HR report shall be prepafduk list of reports is shown in
Appendix llI.

Export data function shall be included for preparhoc reports. Data shall be exported
from the system in Excel format and create refdoytasers manually.
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3. Percentage of Work

The progressive payment is according to percernvégeork as tabulated as following
upon approval from Project Steering Committee (PSC)

Chamber of Security Industry Limited
Unit D, 9th Floor,
688-690 Castle Peak Road,
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To be the platform for the fostering of the development of the security industry

Modules Milestone % of work
Paperless Recruitment System Design 15%
Workflow
Implementation 45%
User Manual 10%
UAT 20%
Nursing & Training 10%
Regulatory Compliance System Design 15%
Implementation 45%
User Manual 10%
UAT 20%
Nursing & Training 10%
Productivity System Design 15%
Implementation 45%
User Manual 10%
UAT 20%
Nursing & Training 10%
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PART IV : SUBMISSION OF QUOTATION

1. Attend Briefing Session
In order to have better understanding of the regoént, interested Service
Provider(s) are strongly recommended to attendfibgesession and to raise any
guestion may have.
The time and place for the briefing session igtists follows:
Date: 27 January, 2015 (Tuesday)
Time: 10:00AM to 11:00AM
Venue: Unit E-F, 3/F., Hung Cheong Factory Building, 7487Cheung Sha Wan

Road, Kowloon

For reservation of seats, please contact Ms. Appéeon 2310 9998 or send email to
hrmict@csi.org.hk. Please provide company nameenaf person(s) attending the
briefing session.

2. Closing Date of This Invitation
The submission shall be enclosed on a blank engadopy mark “Ref.: CSI Human
Resource Management System” and deposited to gigndeed box situated at Unit
D, 9th Floor, 688-690 Castle Peak Road, Lai Chi,Ktdwloon.
This Request for Quotation shall be closed Z20Q@ noonon 16 February, 2015
(Monday). Late submission shall not be considered.
In case a black rainstorm warning or typhoon sigNal8 or above is hoisted
between 9:00 a.m. and 12:00 noon on the closing, dbhe closing time for the
request for quotation will be extended to 12:00moa the next working date (i.e.
except Saturday and Sunday), other than publicdagli

3. Two Envelope System in Submission of Quditan
A two-envelope system will be adopted for this eis®. Service Provider(s) shall
submit the RFQ in two envelopes clearly labeled élmpe A and Envelope B
respectively on the outside as follows:
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(@) Documents relating to the technical infatiora (Schedule 1 to 7) must be
enclosed in a sealed envelope clearly marked “EpeclA” and “Ref.: CSI
Human Resource Management System — Technical latoony.
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Documents relating to the price information (Sched8 to 12) must be
enclosed in another sealed envelope clearly mdikadelope B” and “Ref.:
CSI Human Resource Management System — Price lafayni.

Both Envelope A and Envelope B must be:

(b) Enclosed in a sealed envelope (Envelopear@) clearly marked “Ref.: CSI
Human Resource Management System”.

4, Evaluation Criteria

The assessment comprises two parts, namely SubmidtEument (75%) and
Pricing (25%). Scoring on Submitted Document ighfer divided into (i) Company
Background (10%), Technical Assessment (35%), hmdiknowledge (20%) and
Presentation (10%).

For the Technical Assessment, three technical daph will be assessed.
Industrial Knowledge will be considered too.

Highest ranked Service Provider(s) will be reque#ste arrange a presentation
session at their own offices duri28-27 February, 2015 (subject to five days of
notice prior to the presentation) Please note that Service Provider(s) who fail to
meet such requirement will score nil mark for tpart of assessment. Service
Provider(s) will be further informed of the detaiten time and requirement
specification of the presentation session onceirsgan Company Background and
Technical Assessment has been completed.

The RFQ with the highest score will normally beamenended for contract. CSI
reserves the right to award contract to bidder(Bp vachieve the passing score.
Please refer to the following table for the scaré eriteria for each assessment item.
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Assessment Description Max.
Criteria P Score
l. Submitted Document 75%
A. Company years of establishment, number of employees, prajed 0%
Background | team capability, project reference and ICT
achievements
B. Technical technical capabilities and methodology for eacthef
Assessment | following items:
- Cloud applications 15%
- Mobile apps 5%
- Workflow system 15%
C. Industrial Human resources system 20%
knowledge Regulation compliance
Cap 460, MPF, Labour Ordinance, Taxation
D. Presentation presentation attendance, contmifs;onfidence and 10%
communication
. Pricing 25%
Total 100%
5. Tentative Project Timeline
Date Description
21 January, 2015 (Wednesday) Issue RFQ
27 January, 2015 (Tuesday) RFQ briefing
16 February, 2015 (Monday) RFQ closing date
Tentatively 23-27 February, 2015 subject Rresentation at vendors’ office
five days of notice prior to the presentation
Early March, 2015 Completion of RFQ assessment
Mid-March, 2015 Award contract
Chamber of S ity Industry Limited
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PART V : CONTRACT SCHEDULE

Bidding company should ensure all information instlsection must be fully provided.
Information is true. Incomplete entry may not basidered. CSI has the right to award offer in
any item or all items to a single or more than 8eevice Provider.

Schedule 1 — Company Information

Description Information Information
- prime - subcontractor,
contractor if any

1 |Company Name and its established date (DD/MMM/NYYY
(Please enclose Certificate of Incorporation)

2 |Hong Kong Business Registration number
(Please enclose Business Registration)

3 |Total number of employees in Hong Kong as of &tdnber
2014

4 |INumber of local and direct employees for inforiomat
technology and R&D in Hong Kong

5 |Name of Senior Management (Managing DirectoresSiglent
/ General Manager) with CV attachment along with
qualification support document

6 |Name of Chief Information Officer / IT ManagerPfoject
Manager with CV attachment

7 [Name of key contact person of this project

Mobile

Email

8 [Two or more completed projects of similar scale asgect
after 1 January, 2013

Contract value

Project duration and manpower

9 |Provide updated company profile in attachment
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10 |Provide details on 2 key projects in software depelent in
last 2 years. Please include the project sizerm t& money
(HK$). What OSS being adopted? How many named @sers
Which industry is being served?

11 |Received Hong Kong ICT Awards or ITC funding on
software development and innovative project frome th
Government of Hong Kong SAR

(Please enclose supporting document for the atioary.)

* |f there is insufficient space, please attach sheets.

Name of Company :

Signed by authorized signatory
For and on behalf of the company with chop :

Name and post of authorized signatory:

Contact telephone:

Contact Email :
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Schedule 2 — Detail Information on Technical Aspeatf the Project (Mandatory)

1 |Design concept and Solution for Paperless Recemt Workflow with illustrations with
reference to System Requirement 2.1.1 Informatibouksl include but not limited tg
diagram, theory, concept, methodology, working @ple of the solution provided. If it is
not your own design, please quote the source.

o

U7

* |f thereisinsufficient space, please attach sheets.

Name of Company :

Signed by authorized signatory
For and on behalf of the company with chop :

Name and post of authorized signatory:

Contact telephone:

Contact Email :

Chamber of Security Industry Limited Page 34 _
Unit D, 9th Floor, g Tel : 2310 9998
688-690 Castle Peak Road, Our Vision URL  :csi.org.hk

Email :info@csi.org.hk

Lai Chl KOk’ KOW|00n . — To be the platform for the fostering of the development of the security industry




o8 o
O S

(SI CHAMBER OF SECURITY INDUSTRY

Schedule 3 — Detail Information on Technical Aspeatf the Project (Mandatory)

1 |Design concept and Solution for Regulatory Coamge with reference to System
Requirement 2.1.2. Information should include buwt fimited to diagram, theory,
concept, methodology, working principle of the $@n provided. If it is not your ow
design, please quote the source.

—

* |f thereisinsufficient space, please attach sheets.

Name of Company :

Signed by authorized signatory
For and on behalf of the company with chop :

Name and post of authorized signatory:

Contact telephone:

Contact Email :
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Schedule 4 — Detail Information on Technical Aspeatf the Project (Mandatory)

1 |Design concept and Solution for Productivity wiitbstrations with reference to System
Requirement 2.1.3. Information should include buwt fimited to diagram, theory,
concept, methodology, working principle of the $@n provided. If it is not your owi
design, please quote the source.

—

* |f thereisinsufficient space, please attach sheets.

Name of Company :

Signed by authorized signatory
For and on behalf of the company with chop :

Name and post of authorized signatory:

Contact telephone:

Contact Email :
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Schedule 5 — Formation of Project Team

Modules

Proposed Team members*

(Name, qualification and experience**)

1 |Paperless Recruitment Workflow

2 |Regulatory Compliance

3 |Productivity

*Please attach CV of each project team members covering the most recent 3 years relevant

project experience.

**|f there is any change of project team member, the qualification and experience of the
replacement must not be less than the proposed team herein. It is subject to approval from

PSC.

Name of Company :

Signed by authorized signatory

For and on behalf of the company with chop :

Name and post of authorized signatory:

Contact telephone:

Contact Email :
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Schedule 6 - Planned Implementation Schedule

Modules Milestone Expected Completion Date
Paperless System Design
Recruitment ol ot
Workflow mplementation
User Manual
UAT
Regulatory System Design
Compliance .
Implementation
User Manual
UAT
Productivity System Design

Implementation

User Manual

UAT
System Acceptance| Integrated test for all the above
Test .

Pilot run

Training

Name of Company :

Signed by authorized signatory
For and on behalf of the company with chop :

Name and post of authorized signatory:

Contact telephone:

Contact Email :

Chamber of Security Industry Limited
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Schedule 7 — Offer To Be Bound

1. Having read the Quotation Document, l/we agogee bound by the terms and conditions as
stipulated therein.

2. I/We do hereby agree to execute orders foraarall of the Services specified in the System
Specifications, which may during the contract pei@ placed by CSI at the prices quoted
in the Contract Schedule free of all other chargebject to and in accordance with the
terms of this Request For Quotation.

3. I/We also certify that the particulars givenrbg/us below, are correct:

(@) Business Registration Certificate NO. .........ccoiiiiiiiie i,
WHICH EXPIFES ON ..t e e e e e e e e e e e nenenas

WHICH @XPIFES ON ... e e e e
4. | am / We are duly authorized to bind the sa@m@any hereafter mentioned by my/our
signature(s).
| am a partner/We are partners in the firm her¢gmahentioned and duly authorized to bind
the said firm and the partners therein.
5. The name of the Company / FIrM IS ... e e et e e

Dated this .............. dayof ............... 20 .......

Note: (i) All the particulars required above mustgrovided.
(i) Strike out clearly alternatives which are aqiplicable.
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Schedule 8 - One-off Design, Implementation and Tesg Cost for Paperless Recruitment

Workflow
Brief Description Amount *Yearly
Maintenance
Cost
1 |Paperless Recruitment Workflow in accordance t
the functionalities listed in 2.1.1
Sub-Total
Name of Company :
Signed by authorized signatory
For and on behalf of the company with chop :
Name and post of authorized signatory:
Contact telephone:
Contact Email :
*Yearly maintenance cost to be paid monthly or quaterly.
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Unit D, 9th Floor,
688-690 Castle Peak Road,

Our Vision

Lai Chl KOk’ KOW|00n . — To be the platform for the fostering of the development of the security industry

URL  :csi.org.hk
Email :info@csi.org.hk



®
&R
ES

o8 o

(SI CHAMBER OF SECURITY INDUSTRY

Schedule 9 - One-off Design, Implementation and T&sg Cost for Regulatory Compliance

Brief Description Amount *Yearly
Maintenance
Cost

1 |Regulatory Compliance in accordance to th
functionalities listed in 2.1.2

Sub-Total

Name of Company :

Signed by authorized signatory
For and on behalf of the company with chop :

Name and post of authorized signatory:

Contact telephone:

Contact Email :

*Yearly maintenance cost to be paid monthly or quaterly
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Schedule 10 - One-off Design, Implementation and $&ng Cost for Productivity

Brief Description Amount *Yearly
Maintenance
Cost

1 |Productivity in accordance to the functionalities
listed in 2.1.3

2 |Cost to develop 50 predefined report as shown
Appendix lIl.

3 |Cost to develop one additional predefined repo
which format is similar complexity as shown i
Appendix IIl.

Sub-Total

Name of Company :

Signed by authorized signatory
For and on behalf of the company with chop :

Name and post of authorized signatory:

Contact telephone:

Contact Email :

*Yearly maintenance cost to be paid monthly or quaterly
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Schedule 11 — Video Aids and Training

Number of free training class provided 4
Number of hours for each training 4
Subsequent training charge for 20 people per class HK$

1. CSI provides training venue
2. Each class is around 20 people
3. Soft copy of User Manual and training materfalsbe provided before training

Task Cost in HK$

Prepare training video witithe aid of Power Poir
illustration, animation and voice over. Assumingficrew
teaching staff for 8 hour work. Table of contentirafining
will be provided by CSI.

Cost for the whole crew per hour in case of overrun

Name of Company :

Signed by authorized signatory
For and on behalf of the company with chop :

Name and post of authorized signatory:

Contact telephone:

Contact Email :
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Schedule 12 — Help Desk Support

Task Cost in HK$

Help Desk support service for 6 months after piliot.

Helpdesk and support services shall be provided vi
telephone call, e-mail, etc., to the users regarthie
operations of the HRM system.

52

The help desk staff shall have good knowledge ef tl
system in order to effectively and efficiently prae
support services.

-

The response time to a request for all kinds ofises
provided in the warranty period shall not exceed tw
hours.

The required help desk service hour shall be dutirg
normal operating hours (i.e. Mondays to Fridays,
inclusive, 09:00 to 18:00; Saturdays, Sundays and
public holidays excluded).

Cost for additional month of service

Name of Company :

Signed by authorized signatory
For and on behalf of the company with chop :

Name and post of authorized signatory:

Contact telephone:

Contact Email :
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Appendix

Workflow for Paperless Recruitment

Pre-fill at home Fill on site with Fill paper form and
via web tablet / PC « manual enter into the
system by Admin staff

Check & No
scan SPP +
OAS + HKID

Yes

MC Aptitude No
test

Yes

Employment No
Vetting

Yes i

Prepare
Employment
contract

!

Uniform issue

l v

Print staff card
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Appendix |

Wages Payment Advice

BT S Fp

Name of Company ’* Fi] £/
Company No. [%E‘lﬁ'}% Name [f 174 £

Rank Zb
Payment Period ~ &¥F| 7}

Basic Wages §L %4 ~ ¥

Reference % #

Site PR

Period of Employment from the ___ to the Last Date of Employment
Details of Wages: ?¥F§E]ﬁ

Relevant Income “EJF%]% *EL

ftem & F/ L[|

Wages ~ &¥ (sz 1)

Allowance E'ﬁ(ﬁ:it 2)

Leave Amount {3 HHFE{ZFi

Other Post income I ki 7 %Y

No Pay Sick Leave

Certain Payments from Retirement Schemes

Gain Realized under Share Option Scheme
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Payments that have not been declared above but which will be made after the employee has left
employment are:

Total Relevant Income ?Jf%fﬁ T RGEET
Backpay ¥jlpl FF] P %Y

Overpay /[l FF] %[ T &Y

Grand Total 7 * L

Employee Contribution fEE 5{?}%5 [ FH (FE;t 4)
Amount Paid ¥ 7] & #E

Payment Date 3§ Frf | H

Details of Contribution 3¢ fil %EXF:EF[?“J
Mandatory Contribution gFﬁUE EE
Voluntary Contribution [ g fH 5

Net Amount 15 $+-& 48

MPF (Employer) Ji/i & i ] ({2 )
Contribution Date fH [ [ 1]

Remark

L. Wages % : ﬁuﬁf'}ﬂ R (USR] — WAL () = Y
2. Allowance ﬁfﬁﬁ : ﬁ.]"‘j’ﬁ'ﬁﬁ’ TEJJ—,%Bﬁ'Eﬁ
3. Leave Amount A 7F :
i) T B () RV E T [ i/DF:j}EJ PHEAEE EJUF:?EJ_E’IE[Elfjf@ﬁgﬁij’@l"eﬁfgﬁ
FEVEHPE
DI N E A E I e et
[EAEEEe] Elj?ﬁ?j%‘?’f‘@ B HE @B?J%?’ﬁ@ﬁfg o P 12 (T IS R
4. Employee Contribution ]'%E;‘@Fﬁif, =y

OPgR ] i) T bE$7,100.00; i) fR {60 [ i) fRFISY 31 FIZEAR ST LBR . PRERE AR
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Appendix |
List of HR reports for HRM
1. Guard Joined / Resigned Statistics (Group by month)
A statistics showing the number of guards joined and resigned of every month.
|Guard No. |Name |Chi. Name |Join Date Last Emp. Date U. R. Date Status

2. Resign Notice Monthly Report
This monthly report gives you a list of guards who proposed to leave

Guard Name |Chi. Name Notice |Proposed | Last Emp. U.R. Date |Status Payroll |Supervis [Notice

No. Period |Last Date Date Status. |or Name |Type RESYN REES

3. List of guards whose permit expired within 180 days
Report for checking guards permit expired within 180 days.

Guard No. [Name G Permit No. UER S | 1HER 2 S Remaining Days| Date of Birth| Age ST
Name Date Date Name
4. List of guards whose permit revoked by Police Licensing Office
Report for checking guard's permit serial number revoked by Police

Guard No. Name Chi. Name Permit No Permit Serial No Status

5. List of guard cannot fulfill 418 requirements

Guard No. Name Chi. Name Join Date Last Emp. Date U. R. Date Status
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6. Statistic of active guard’s gender and age distribution

Number of Normal
Guards (%)

Number of Temp.
Guards (%)

Number of Male

Guard (%)

Number of Female

Guard (%)

Total (%)

Active Guards

Male Guards

Female Guards

Age Distribution

Age less than 30

Age between 30 and 34

Age between 35 and 39

Age between 40 and 44

Age between 45 and 49

Age between 50 and 54

Age between 55 and 59

Age between 60 and 64

Age greater than 65

No age information

7. List of guards without attendance for given days
A summary list to find our guards who do not have attendance for given days (from start date to end

date)

Guard No. [Name

Chi. Name

Date of Join

District

Mobile

SUPERVISOR
Name

No. of continuous
DO

8. List of guards with

incorrect join date

A summary list to find our guards who have attendance(s) before the join date

First Attendance

Guard No. Name Chi. Name Status Join Date Date
9. Commencing Report for Police
A Letter to inform licensing office of newly Employed Guard
http://www.police.gov.hk/info/doc/licensing/security/tc/spps SPP3.pdf
10. Termination Report for Police
A Letter to inform licensing office of Resigned Guard
http://www.police.gov.hk/info/doc/licensing/security/tc/spps_SPP4.pdf
11. Turnover Report
No. of
employees |No. of employees on part-time |Join Date  |Resign Date |Gender ;gizg\rﬁa:ge
on full time
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12. List of Permit of Active Guard
Listing all active guard permit record
Chi. . Type A Type B Date of SUPERVISOR
Clam kT NEIE Name PN Expiry Date | Expiry Date Birth A Name
13. Income History
List of all income history for guards
Pay Month Income MPF er MPF ee I LT | MPF Total
(Autopay)
14. Income History Summary
Group by financial year for IRD
Total Income Total MPF Total MPF
(Employer) (Employee)
From financial year start to financial year end
Sum
15. Guard Skill Enquiry
Guard No [Guard Name |Mobile| QAS |Safety Card|First Aid Education|Education|Driving|Driving Disciplinary |Security
Expiry|Expiry Date |Cert. Expiry |Level Location |Type |License Service Services
Date Date Expiry Date |Years Year
16. Attendance and Leave Summary
Month NPSH | NPRD | NPSL | NPL | NPML | CDO | SL ML IL |OnDuty Total
Nov-2014 0 0 0 0 0 0 0 0 0 20 30
Dec-2014 0 0 0 0 0 0 4 0 0 22 31
Jan-2015 0 0 0 0 0 0 0 0 0 3 5
Sub-Total 0 0 0 0 0 0 4 0 0 45 66
Leave Type (No. of Day):
RD = Rest Day; AL = Annual Leave; SH = Statutory Holiday (Full Pay)
SL = Sick Leave; ML =Maternity Leave; IL = Injury Leave (4/5 Pay)
NPSH = No Pay Statutory Holiday; NPRD = No Pay Rest Day; NPSL = No Pay Sick Leave;
NPL = No Pay Leave;
NPML = No Pay Maternity Leave; CDO = Contractual Day-off
On-duty = No. of duty day in the month
17. Living Location Analysis
e poaeE e [ [REe
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