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OVERVIEW OF EGPAF 

EGPAF is the global leader in the fight against pediatric HIV/ AIDS and has reached 
more than 27 million women with services to prevent transmission of HIV to their 
babies. EGPAF is currently supporting activities in 19 countries and over 5000 sites 
to implement prevention, care, and treatment services; to further advance 
innovative research; and to execute global advocacy activities that bring dramatic 
change to the lives of millions of women, children, and families worldwide.  For 
more information on EGPAF’s programs please visit: http://www.pedaids.org. 

To carry out our projects and other activities, the vast majority of employees work 
from 13 country offices in Africa or from in-country sub-offices. EGPAF’s 
headquarters is in Washington, DC, and it also has two small offices in Los Angeles, 
California and in Geneva, Switzerland. Most financial transactions in Africa are 
executed in local currencies, which are subsequently converted to U.S. dollars for 
final accounting. Internet bandwidth varies widely in the various offices across 
Africa where the Foundation operates.  

EGPAF’s projects are funded by a variety of donors, with the largest donors being 
CDC and USAID (both under the U.S. Government’s PEPFAR program). Other donors 
include UN agencies, private foundations, and corporations. All financial and 
operational systems must meet the requirements of OMB’s Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for Federal Awards (known 
as the “Uniform Guidance” and found at 2 CFR 200). 

EGPAF’s country offices use QuickBooks to handle their accounting needs, while the 
DC-based Finance and Accounting staff uses Microsoft’s Dynamics Great Plains to 
record U.S. expenses and to roll up financial information from QuickBooks for 
Foundation–wide financial planning, accounting, and reporting purposes. We have 
an IT architecture that uses a cloud-based data warehouse and software, including 
the BI360 and PowerBI reporting tools, to allow for integrated analysis and reports 
from many different financial and non-financial systems. 
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PURPOSE/SCOPE OF WORK 

As stated, EGPAF is primarily funded by the US Government and operates in a highly 
regulated environment.  This means that off-the-shelf products designed for for-
profit companies generally do not contain the functionality required to meet our 
compliance needs.  

With this context in mind, the Foundation is looking to build one custom online 
system to plan, compete, issue, manage, and close out all Foundation-issued 
outgoing awards.  There are two primary categories of awards which we manage: 
sub-agreements and procurements. Furthermore, within the category of 
procurements, there are two major components: purchase orders (typically for 
commercial goods) and more-complex contracts (typically for services).  

Sub-agreements 
The sub-agreement management section of the system will serve as the 
Foundation’s system of record for all outgoing sub-agreements and grants 
(collectively referred to as sub-agreements in this document) issued by the 
Foundation to sub-recipient entities (typically non-governmental organizations in 
Africa).  These types of awards are considered Assistance funding mechanisms 
under US Government terminology and therefore, specific U.S. Government rules 
and regulations are applicable to this type of funding and these rules are different 
from the rules applicable to the Foundation’s procurement transactions. 

Procurements 
The procurement management section of the system will serve as the Foundation’s 
system of record for all outgoing procurements issued by the Foundation.  A 
procurement action is done when the Foundation is buying goods or services to be 
used by the Foundation. There are two primary categories of procurements 
completed by the Foundation: longer-term more complex contract mechanisms and 
simpler one-off purchases completed through a simplified contract known as a 
purchase order. Most of these transactions are also governed by complex US 
Government regulations (e.g., that often require competition by multiple firms) that 
differ from the regulations governing sub-agreement management. 

The full system specifications can be found in Annex 1. 

BACKGROUND 

EGPAF currently uses two online systems plus external tools built in Excel, Access, 
InfoPath, and Word to manage its outgoing awards.  Our objective is to develop one 
online system that integrates the functionality of the existing tools to enhance 
efficiency and functionality.  

The following provides a summary of the current state of operations for managing 
these awards. 
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Sub-agreements 

Currently sub-agreement management is done through a custom built online 
database as well as many forms managed outside of the system.  The online 
database performs the current functionality: 

- Sub-agreement profile for each sub-agreement including start and end dates, 
financial information (including expenditure data pulled nightly through an 
ETL export from Microsoft Dynamics Great Plains), amendment history, high 
level compliance data, sub-recipient contact information, a document library 
for each sub-agreement, and reporting functionality. 

Additional tools that exist outside of the sub-agreement database include the 
following: 

Form/Tool Functionality Interaction with new 
system 

ID Generator This is an MS Access database used to generate 
5-digit award numbers for each sub-agreement. 

New system will 
replace this tool. 

Sub-
agreement 
Templates 

These forms are generated in InfoPath and 
based on a selection of key data fields and 
inputs, a tailored sub-agreement is generated. 

New system will 
replace these tools.   

Transmittal 
Sheet 

This is an MS Excel Based form that generates 
the required approvals based on data inputted. 

New system to 
replace this tool. 

Compliance 
Tool 

This is an MS Excel based tool that captures 
results of compliance monitoring visits and 
assessments. 

Data from this tool 
will be imported into 
the 
system(approximately 
300 sub-agreements 
with new data 
quarterly) 

Financial 
Reporting 
Tool & Cash 
Request 

This is an MS Excel based tool that sub-
recipients use to report financial expenditures 
and request additional financing. 

New system to 
replace this tool. 

Pre-award 
Assessment 

This is an MS Excel based tool that assesses a 
sub-recipient’s risk level prior to award. 

Data from this tool 
will be imported into 
the system. 

Various 
Forms and 
Certifications

There are various MS Word documents for the 
sub-recipient to complete and/or certify.  

New system to 
replace these 
documents.  
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Procurements 

Currently procurements are managed through an online software as a service 
(SAAS) system based on user license fees. This system allows for the current 
functionality online: 

- System generated Order Requisition numbers and Purchase Order numbers 
- Automated semi-dynamic approval workflows 
- System generated Requests for Quotes 
- Catalog purchasing 
- Quotation analyzer 
- Document library by requisition 
- System generated purchase order template 
- Reporting tool 
- System data export to Foundation’s data warehouse 
- Multi-language end user interface 
- Multi-currency 
- Tracking of receipt of goods and invoices 

Additional tools external to the SAAS program include: 

Form/Tool Functionality 
Interaction with new 

system 
Contract 
Templates 

Templates are currently based in MS Word for 
contracts for services (including consultants) 
and more complex goods .These forms change 
depending on a variety of factors including 
contract type, donor, etc. 

New system will 
replace these tools. 

Request for 
Proposal 
Templates 

These RFP templates are more complex than 
those included in the SAAS system and are used 
for more complex purchases. 

New system will 
replace these tools.   

Procurement 
Justification 
Form 

This MS Excel based compliance form is used to 
justify non-lowest price procurement selections.

New system to 
replace this tool. 

EGPAF’S EXISTING IT ENVIRONMENT 

The diagram in Annex 2 depicts the Foundation’s current relevant data systems and 
the data integration between the systems.  

CONTRACTOR DELIVERABLES 

If/when we execute a contract with a provider, we anticipate the following 
deliverables: 

1. System that meets that agreed-upon features in the final scope of work per 
the agreed upon timeline in the final contract. 
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2. Code must be saved on EGPAF’s Team Foundation Server.  
3. A Data Dictionary and Data Schema. 
4. Training as approved in the final scope of work for EGPAF’s IT developers on 

the entire system coding and back-end structure. 

MINIMUM REQUIREMENTS: 

Previous proven experience in building and delivering complex workflow projects 
that do not require significant ongoing contractor maintenance. 

FOUNDATION RESPONSIBILITIES: 

In your proposal, indicate the key areas that you need the Foundation to be 
responsible for and any equipment or other items that you are counting on the 
Foundation to provide in order to make your solution work (e.g., personal 
computers with specific amount of processing power, monitors of a minimum size, 
internet bandwidth of specified throughput). 

Additionally, EGPAF will provide the following: 

- EGPAF will dedicate an in-house developer to this project to ensure seamless 
design and transition. EGPAF’s developer will review code periodically 
throughout the development process. 

- EGPAF’s project management team will be readily available for regular calls 
and communications to provide feedback on system features, design, and 
ultimate decision making in these areas as well as incremental system review 
and testing. 

LOGISTICS: 

Face-to-face meetings will occur at the Foundation’s headquarters in Washington, 
DC. Your proposal should describe how you plan to interact with us, including the 
frequency and nature of face-to-face meetings in Washington versus virtual 
meetings using communications tools. Non-DC based contractors, including off-
shore developers, are encouraged to apply. 

KEY CONTRACT TERMS: 

We anticipate awarding a firm fixed price contract with progress payments based on 
the achievement of milestones. If you have an alternative contract type and payment 
methodology, you may propose it and explain how we would benefit from this 
alternative approach. Note that as a non-profit organization, we value cost control 
and will not entertain contracting models that expose us to significant unbudgeted 
costs. 

Unless stated otherwise in the proposal, the Contractor is responsible for providing 
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equipment and/or supplies required to perform the services.  

All deliverables provided to the Foundation must be furnished for the use of the 
Foundation without royalty or any additional fees. 

All Materials will be owned exclusively by the Foundation.  Contractor will not use 
or allow the use of the Materials for any purpose other than Contractor’s 
performance of the Contract without the prior written consent of the Foundation.  
The selected contractor will turn over all copies of the code at the end of the 
awarded contract. 

The selected contractor will also be required to sign a non-disclosure agreement for 
protection of EGPAF’s data. 

Respondents will not receive payment for their proposal. 

EVALUATION CRITERIA AND SUBMISSION REQUIREMENTS: 

All proposals will be evaluated against the following Evaluation Criteria, which are 
listed in order starting with the most important at the top of the table.  Each 
proposal must contain the items listed in the Submission Requirements column in 
the following chart. Please submit your Submission Requirements in the order that 
they appear below. 

Evaluation Criteria Submission Requirements

1. Proposed Solution  Provide a concise overview of a technical approach to a product 
development solution that would meet the functional 
requirements of this RFP.  The proposal should include:   
o Clear understanding of our requirements and how to meet 

them  
o Approach to building the system to account for low 

bandwidth connectivity to work in field offices 
throughout Africa   

o Approach to security architecture to ensure data protection 
and privacy, including approach to data encryption   

2. Qualifications of 
Proposed Staff  

Provide the CVs of the key developers and Project Manager that will 
work on the project  

3. Price Propose a fixed price for the total product development. Provide a 
detailed price breakout for the following components: 

 Procurement system (baseline system)  
 Sub-agreement system as an optional add-on to the 

Procurement baseline system 
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 Costs of any third-party licenses or software that EGPAF 
would need in order for your product to work as intended 

4. Project 
management 
approach and plan 

Outline the key activities for project management (from start 
through transition and full handover to Foundation) and estimate 
the number of business days for each major activity (whether 
sequential or concurrent) and total time required to deploy the 
objective system once the project starts. Please include: 
 Timeline (anticipated system delivery no later than October 

2019) 
 Your method for product review by EGPAF and testing (this 

includes on-going collaboration with EGPAF developers and 
viable product testing) 

 Your methods for change management and communicating with 
us, keeping us informed via written reports, meetings, measuring 
whether the project is on track or needs corrections 

 Your approach to transitioning the finished product over to 
EGPAF in-house management.  This should include required 
training for EGPAF staff, transition timelines (a graduated 
approach is appropriate), key milestones for successful 
transition, and handling legacy data from existing systems. 

 Describe the scope and benefits of the warranty on 
code/developed product during design, testing, and transition 
phases. 

5. Past Performance, 
References, and 
Corporate 
Capabilities 

 Describe your past performance on similar projects in 3 pages or 
less (highlighting any systems and features that had to address 
unique requirements of global operations) 

 Provide access or viewing ability to similarly built 
application/project described above.  

 Provide at least five professional references from with phone and 
email contact information. 

 Whether or not you would use sub-contractors, consultants, or 
other third parties; if so, please list them 

 General corporate capabilities 
 Revenue and number of employees for past two fiscal years. 
 Statement that you are financially sound, not delinquent to or 

under investigation by any unit of government, and are otherwise 
a responsible, going concern 

 List of current/past customers for this type of work  
 Any awards/recognition/certifications received 
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All applicants are required to be registered and authorized to perform the scope of 
work in the place of performance.  

PROPOSED TIMELINE: 

DATE:  April 13, 2018 – Release of RFP 

DATE:  April 26, 2018 – Submission of Contractual and Technical Inquiries: Cathy 
Colbert, ccolbert@pedaids.org 

No phone calls please.  

DATE:  May 7, 2018 – Question and Answer Response Document posted on EGPAF 
website at http://www.pedaids.org/pages/contracting-opportunities. 

DATE:  May 14, 2018 - Completed proposals must be delivered electronically by 
the deadline mentioned on page one to:  Cathy Colbert, ccolbert@pedaids.org 
with a “cc” to Christa Moore, cmoore@pedaids.org 

DATE:  June 2018: – EGPAF meetings with finalists to have discussions and view 
examples of firm’s prior work.   The meetings will take place in EGPAF’s DC office 
and via remote communications, if necessary. As a result of discussions, EGPAF may 
ask a firm to revise their proposal and submit a final offer.  

DATE:  June/July 2018: – Final decision announced and Offerors notified 

Please note it is our best intent to comply with the above timeline but 
unavoidable delays may occur. 

ADDITIONAL INFORMATION 

All proposals and communications must be identified by the unique RFP# 
reflected on the first page of this document.   

Any proposal not addressing each of the foregoing items could be considered non-
responsive.  Any exceptions to the requirements or terms of the RFP must be noted 
in the proposal.    The Foundation reserves the right to consider any exceptions to 
the RFP to be non-responsive.  

Late proposals may be rejected without being considered. 

This RFP is not an offer to enter into agreement with any party, but rather a request 
to receive proposals from persons interested in providing the services outlined 
within the RFP.  Such proposals shall be considered and treated by the Foundation 
as offers to enter into an agreement.  The Foundation reserves the right to reject all 
proposals, in whole or in part, enter into negotiations with any party, and/or award 
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multiple contracts.   

The Foundation shall not be obligated for the payment of any sums whatsoever to 
any recipient of this RFP until and unless a written contract between the parties is 
executed. 

Equal Opportunity Notice.  The Elizabeth Glaser Pediatric AIDS Foundation is an 
Equal Employment Opportunity employer and represents that all qualified bidders 
will receive consideration without regard to race, color, religion, sex, or national 
origin.   

ETHICAL BEHAVIOR:  

As a core value to help achieve our mission, the Foundation embraces a culture of 
honesty, integrity, and ethical business practices and expects its business partners 
to do the same.  Specifically, our procurement processes are fair and open and allow 
all vendors/consultants equal opportunity to win our business.  We will not tolerate 
fraud or corruption, including kickbacks, bribes, undisclosed familial or close 
personal relationships between vendors and Foundation employees, or other 
unethical practices.  If you experience of suspect unethical behavior by a Foundation 
employee, please contact fraud@pedaids.org  or the Foundation’s Ethics Hotline at 
www.reportlineweb.com/PedAids/ Any vendor/consultant who attempts to engage, 
or engages, in corrupt practices with the Foundation will have their proposal 
disqualified and will not be solicited for future work. 
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Sub-agreement Management 

Sub-agreement Planning 
 Users will be able to enter anticipated sub-agreements with optional data fields.  

Sub-agreement Creation 
 Users will select sub-recipient entity from a centrally managed list in the system.  Limited users 

will have ability add/edit/remove individual sub-recipients maintained in system. 

 User will enter funding ceiling, prime award, donor, period of performance, obligation amount, 
and sub-agreement type as well as have the ability to attach documents and email documents 
into the system.  Documents to be tagged as internal (only to be viewed by Foundation staff) 
and external (to be shared with and viewed by sub-recipient).  Certain data pertaining to donors 
and prime award should be pulled from a centrally stored place within the system.  Limited 
users will have ability add/edit/remove donor and prime award data maintained in system. 

 Certain data fields must be imported nightly from the Foundation’s data warehouse and/or 
Great Plains accounting system.   The Foundation is currently using BI360 for a cloud based data 
warehouse.  It stores information from different instances of QuickBooks each used in our Africa 
country offices and from Microsoft’s Dynamics Great Plains that contains payments made from 
the U.S.  Currently all sub-agreement payments are process used Great Plains in the 
Foundation’s US office.  

 Sub-agreement template will be system generated based on user entered criteria including sub-
agreement type selected, donor, country, and other data that will influence sub-agreement 
terms. The data that will populate the sub-agreement terms will be imported from existing 
Foundation templates. 

 A unique 5-digit sub-agreement number will be generated and will serve as the system identifier 
for each sub-agreement and to connect data to/from the data warehouse.  

Approval Workflow 
 Dynamic approval workflows will be based on criteria such as location, prime award, value, and 

sub-agreement type (including amendment types). 

 Approvers will be able to view manually entered data, summary of loaded data, and generated 
templates.  

 Approvers will be able to edit certain fields based on permissions.  

 Upon final approval, an e-signature will be added to the sub-agreement by the Foundation’s 
signatory. 

Sub-agreement Management 
 Status of the sub-agreement (e.g. in approval, pending, active, expired, closed out) will 

automatically be determined by the system based on status in approval workflow, document 
types uploaded, end date of the period of performance, or updated manually. 

 Users will have the ability upload/email documents (including bulk upload) to the system and to 
filter documents by type. Document uploads will have the capacity to trigger additional system 
notifications and/or actions. 

 Users are able to submit requests for amendments to sub-agreements. This will trigger an 
approval workflow and new required documentation, including generation of an amendment 
(based on amendment templates). 
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 Original sub-agreement and amendment key data (financial and dates) to be summarized and 
displayed clearly in the system.   

 Each sub-agreement will have a summary of previous sub-agreements for the sub-recipient 
when multiple sub-agreements are issued under the same prime award. 

 Each sub-recipient will have a profile which includes links to any sub-agreements issued to the 
sub-recipient and summary data of sub-agreements.  

Financial Management 
 System will link to existing financial system (Great Plains) to import monthly expense 

information via nightly data pulls.  The expenses should be able to be viewed as cumulative sub-
agreement expenses and per month.  

 Funding ceilings and obligations will be updated based on amounts entered in sub-agreement 
creation or amendments (amounts will be “pending” until counter-signature from sub-recipient 
then change to “obligated” (based on document upload)). 

 Sub-recipients will have the ability to login, enter, and certify expenses via a financial reporting 
interface which would then trigger another workflow approval process in the system. 
Alternatively, Foundation staff would be able to enter data on their behalf or make changes or 
the data can be uploaded into the system using a standard excel template. 

Compliance Monitoring 
 System will allow for tracking of key sub-recipient compliance information to include sub-

recipient risk levels, dates of compliances actions, who completed the compliance actions 
(pulling from Foundation’s outlook contact library), key findings and recommendations, etc. 

 System will capture key compliance data from excel reports (including pre-award assessments 
and compliance visits) that are uploaded into the system and allow for data aggregation and 
reporting on this compliance data. 

Sub-recipient Access 
 Sub-recipient will have limited access to the system and receive approved documents (including 

sub-agreement with e-signature). 

 Sub-recipients able to submit documents which would initiate approval workflows. 

 Sub-recipients able to see summary financial information and status of sub-agreements. 

 Sub-recipients will have the ability to enter monthly expenses. 
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Procurement 

Context 
The system must be able to account for purchases of varying levels of complexity. The system must be 
dynamic and allow for different fields, templates, and workflows depending on selections made. The key 
distinctions that will drive the process are: 

 Goods versus Services 

 Ongoing versus one-off need 

 Procurement value 

 Selection Method: Lowest Price Technically Acceptable, Best Value, or Noncompetitive 

 Purchase Order versus Detailed Contract (varying types) 

Planning 
 Robust online Procurement Planning functionality to allow for planned procurements to be 

entered and moved into the requisition state when applicable. 

Requisition 
 Allow users to request goods or services from a centrally managed list of generic available 

item/service types to be purchased. Users will also have the option to enter free form text as an 
alternative to the provided items. 

 Allow users to choose between buying goods or services. Different entry requirements will 
populate depending on what is being purchased. Depending on the item type or services 
selected, prompt users to enter additional information, such as specifications, scope of work, 
period of performance, or item type specific requirements. 

 Allow users to attach documents, assign expense coding by line item (including the ability to 
split costs across multiple accounts), add due dates, and save their requests for later use. Key 
data fields for expense coding must be pulled nightly from Foundation’s data warehouse. 

 Users have the ability group or split their items across multiple requests. 

 The system will assign unique requisition numbers for tracking purposes. 

Requisition Approval 
 Dynamic approval workflows will be based on criteria such as location, prime award, value, and 

procurement type (including amendment types). Approval workflows will be updated based on 
changes made during the procurement lifecycle, including changes to price or expense coding. 

 Approver will be able to view line level details entered by the original requesting user, 
documents attached, history of the requisition including change log and approval history. 

 Approver has the ability to approve/decline/hold at the line level. 

 Based on permission level, certain approvers will be able to modify the quantity, price, 
attach/delete documents, changes item or service specifications or add additional approvers. 

 Users are able to submit requests for amendments to previously issued contracts or purchase 
orders. This will trigger an approval workflow and new required documentation. 

Sourcing 
 Procurement staff will be able to view, filter, and sort all approved requests. 

 Procurement staff will have the ability combine or split requests into Request for Quotations 
(RFQ) or Request for Proposals (RFP) based on similar vendors being targeted. 
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 Select procurement Selection Method – Lowest Price Technically Acceptable, Best Value, or 
Noncompetitive– which will determine the correct system generated template (RFQ, RFP, or no 
requisition required), and attachments. 

 The system will assign unique RFP/RFQ numbers for tracking purposes. 

 RFQ/RFPs (with attachments) will be system generated based on data inputted and be able to 
be delivered to vendors directly from the system via email or saved as a single PDF package to 
be sent to the vendor by other means. 

 Depending on the Selection Method, procurement staff will be required to enter different 
compliance justifications: 

Lowest Price Technically Acceptable Best Value Noncompetitive

Bid analysis where price can be analyzed by 
lowest overall bidder and lowest bidder by 
item. Bid analysis and quote entry may be 
performed either entirely within the system or 
data may be loaded via import template. The 
system may also offer the ability for bidding 
vendors to directly enter their own quotes and 
documentation. 

Selection Memo 
with ranked 
criteria scored by 
bidder  

Noncompetitive 
Justification with pre-
defined fields 

 Procurement staff will be able to receive and enter quotations/proposals, attach documents, 
and select winning vendor(s) depending on the process for each Selection Method. Standard 
Terms and Conditions will be generated as an automatic attachment in .doc format based on the 
procurement mechanism selected (Purchase Order, Contract Type (Fixed Price, Labor Hour, 
Time and Materials, Cost Reimbursable, Basic Ordering Contract)), expense coding, and other 
factors entered in during the requisition and sourcing phases.  

 A contract cover sheet depending on the contract type will also be generated by the system 
where unique items including payment terms or payment schedule, attachments, notes at the 
line item level, delivery due dates, addresses for billing and shipping, and additional line items 
such as tax, shipping, warranty, or specific contract deliverables that may not have been 
captured on the original request. 

 Items assigned to vendors during the sourcing phase can be transferred or consolidated onto a 
Purchase Order or Contract template. 

Order Approval 
 Dynamic approval workflows will be based on criteria such as location, prime award, value, and 

procurement type (including amendment types). 

 The system generated PO or Contract will be reviewed, along with the attachments, compliance 
justification, an RFQ/RFP summary, and links back to the original related request(s) and 
RFP/RFQ(s). 

 Approvers will have the ability to approve the entire order, or return to procurement staff for 
revision. When returning, the approver will be required to enter in a note with explanation.  

 Upon final approval, an e-signature will be added to the order and assigned a unique 
Order/Contract Number. 
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 The order will then be placed in a queue for procurement staff to deliver to the vendor – either 
directly from the system via email or saved as a single PDF package to be sent to the vendor by 
other means. 

Receiving 
 Users will be able to search by either order request or purchase order/contract number to mark 

items/deliverables as received, while attaching packing slips or other proof of delivery. 

 The system will track the quantities/services ordered, received, and the outstanding balance. 

 The system will allow items to be marked as returned and calculate the resulting received and 
outstanding balances accordingly. 

 When items are received, they can be added to inventory for future tracking. 

 For Blanket Contracts, user will be able to enter in free text for goods/services purchased 
against that contract with value. This may trigger an approval workflow. 

Invoicing 
 Users will be able to attach documents, and enter the amount invoiced either against receipt of 

items or payment schedule as well as have the capacity for a workflow approval of the invoice. 

 The system will track payments made and outstanding balances against the previously created 
payment terms or schedule. 

 The system may integrate with existing Foundation financial systems to perform a 3-way match 
of Order, Invoice, and Payment. 

Management and Tracking 
 Each phase – request, sourcing, purchase order/contract, receiving, and invoicing – will have its 

own set of Management and Tracking tables accessible to users with the appropriate 
permissions. 

 These table will use the respective system assigned tracking numbers and provide high level 
details, status, and links to any related request, RFP/RFQ, or PO/Contract. 

Items Under Contract 
 In addition to the above mentioned centrally managed list of available item types to be 

purchased, the system will also support Items Under Contract (IUC). IUCs will also be centrally 
managed with a catalog of items, but with pre-assigned vendor, price, and a related Contract. 

 Items tagged as an IUC will skip the sourcing portion described above, but still be processed 
through the remaining phases. 

 IUC items will be able to be have distinct approval routings.  

 All purchase orders including IUCs will be linked back to the original contract. 
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System Wide Requirements 

General 
 User Profiles: Each user will have a unique profile linked to their Foundation email address and 

Single Sign On password. User profiles will be managed centrally and based off existing profiles 
form our Outlook database. Permissions will be dynamic so that user settings can be limited to 
only see activity for their assigned countries and/or projects and role within the Foundation. 

 Vendor/Sub-recipient Profiles: Each vendor and sub-recipient will have a unique profile. The 
profiles will include data such as contact information, bank information, and be linked to past 
history of purchase orders, contracts, or sub-agreement including vendor/sub-recipient 
performance, contracts, or sub-awards. Vendor/sub-recipient party profiles may be system 
specific or be integrated with existing Foundation systems. 

 Multiple Language Support: System will be able to support English, French, and Portuguese on 
user interface screens. Backend/system management screens only required in English. 
Foundation will provide translations. 

 Multiple Country Support: System will be utilized in the US, Europe, and multiple countries in 
sub-Saharan Africa. Number formatting (dates and units) should match user selected regional 
settings. System should be accessible in areas with slow/unreliable internet. 

 Data upload: System should support the ability to mass upload data through the use of 
templates. Examples of data being uploaded include, but are not limited to, new or updated 
user profile information, vendor profiles, items under contract, exchange rates, sub-recipient 
monitoring data, and approval workflow rules. 

 Browser Support: System should support all common web browsers including Internet Explorer, 
Edge, Safari, Chrome, and Firefox 

 Currency: System will allow for different international currencies based on user location and 
preference. Exchange rates may be manually entered, mass uploaded, or connected to update 
automatically via integration with existing Foundation system or third party service. USD will be 
used as the default/master currency and system will displayed alongside selected foreign 
currency. 

 Internal Messaging: System will support an internal messaging system for collaborative work 
including saving communications in the system. 

 External Messaging: System will support email messaging of actions required by users 
(approvals, documents to be submitted, POs to be issued, etc.). 

 Filtering: The systems will have dynamic filtering capabilities so users can filter by awards in 
their portfolio, country, project, etc. 

 Multiple Instances: The system should allow for three different instances to run. (1) Production. 
This is the live system used to process actual transactions. (2) Training. Mirror of the 
productions system that is used for training of users. (3) Development. Used by system admins 
to troubleshoot, test changes, etc. All three systems should be able to be copied from one 
instance to another. 

Approval Workflows 
 The system will make extensive use of approval workflows. 

 These workflows must be dynamic (i.e. will update and reroute with each action taken by users). 

 Must be rule-based. Each rule may take into account multiple criteria such as value (either USD 
or foreign currency), location, user entering, module (contracts v. procurement v. grant), 
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mechanism (purchase order v. contact), type of item being requested, the expense coding, and 
other factors related to each action. 

 They must be flexible, allowing for easy changes to the tested criteria and selected user after 
launch of system. 

 Must allow for email based approvals. 

Systems Integration 
 At minimum, the system should be able to both export data to and import data from the 

Foundation’s existing data warehouse on a regular, ongoing basis.  

 Must either be an API (Application programming interface) or able to perform an ETL (Extract, 
Transform and Load) that will facilitate data transfers between systems. 

 The system may also integrate with existing financial systems – QuickBooks and Great Plains on 
an ongoing basis. 

 System should integrate with MS Outlook to meet external messaging requirements outlined 
above as well as single sign on. 

 Must be compatible with in-house APIs. 

 Data from legacy internal grants system may be imported on a once off basis. 

Change Logs, Auditing, and Document Retention 
 All actions within the system will be logged. The complete log will include all information 

necessary to view what changes were made, when those changes occurred, and by whom. 

 Access to the complete logs will be permission based. Complete logs will be exportable in Excel 
format and backed up on a regular basis. 

 Foundation selected actions will be viewable on appropriate pages as a “change log”. 

 Solution will be the system of record for all Foundation Procurements and Sub-awards. All user 
entered and system generated data, approval histories, data from all phases, and attached files 
must be saved and maintained. The ability to permanently delete data will be permission based. 

 Data must be secure. 

 Data must be able to be backed up by the Foundation on a regular basis. 

Permissions 
 Access to different parts of the system can be assigned individually to user profiles. 

 Permissions will control what is viewable or editable to a given user. 

 Permissions must be able to be granted or removed from users by system admins. 



Data warehouse

Existing Grants 
System

Existing 
Procurement 

System

Great Plains Expense Data (1)
Grant Financial Data
Grant Status Data (2)

Pending Commitment & 
Commitment Data (2)

Expense Code Date (2)

MS Outlook

Notifications (3)

Notifications (3)

Email Approvals (3)

Key:
(1) Data sent on a monthly schedule
(2) Data sent on a daily schedule
(3) Data sent in real time


