[image: H:\Miscellaneous\Images & Pictures\GCC Logos.jpg]City of Gaithersburg
System Characteristics Form

Attachment C	Solicitation No. 	RFP2026-018	

Please complete this form in its entirety and include it with your Proposal.  Where appropriate, include screenshots in responses to narrative questions.

	Name of Offeror:
	Click here to enter text



	SYSTEM CHARACTERISTICS – BASE SCOPE
	OFFEROR RESPONSE

	ID
	TYPE
	DESCRIPTION
	SUPPORT
	ADDITIONAL INFORMATION (Optional)

	General
	Required
	Single, seamless system encompassing Human Resources, Payroll, and Time and Attendance
	Select	Click here to enter text
	General
	Required
	Singular database for Human Resources, Payroll, and Time and Attendance, or otherwise seamless data flow between databases
	Select	Click here to enter text
	General
	Required
	System tracks all employee information, including but not limited to personal details, tax information, benefit elections, deductions, wage garnishments, and direct deposit information
	Select	Click here to enter text
	General
	Required
	System supports employees that hold multiple positions
	Select	Click here to enter text
	HR - General
	Required
	Changes to employee records have an effective date
	Select	Click here to enter text
	HR - General
	Required
	System tracks employee policy acknowledgements
	Select	Click here to enter text
	HR - General
	Optional
	System can print employee ID Cards 
	Select	Click here to enter text
	HR - General
	Optional
	System can natively generate organizational charts
	Select	Click here to enter text
	HR - General
	Required
	System tracks all classes of employees and retirees
	Select	Click here to enter text
	HR - General
	Optional
	System tracks volunteers
	Select	Click here to enter text
	HR - General
	Required
	System tracks supervisor hierarchy
	Select	Click here to enter text
	HR - General
	Optional
	System tracks position control (i.e., authorized positions, and whether they are filled or vacant)
	Select	Click here to enter text
	HR - General
	Required
	System tracks all employee leave including mandated leave types (i.e., disability, FMLA, etc.)
	Select	Click here to enter text
	HR - General
	Optional
	System can import newly hired employee information from NeoGov
	Select	Click here to enter text
	HR - Benefits
	Required
	System tracks all employee benefit enrollments
	Select	Click here to enter text
	HR - Benefits
	Optional
	System withholds miscellaneous items (i.e. uniforms) from employees’ paychecks.
	Select	Click here to enter text
	HR - Benefits
	Required
	Systems tracks all benefit enrollments for employees
	Select	Click here to enter text
	HR - Benefits
	Required
	System tracks miscellaneous reimbursements (i.e., fitness, uniform allowance, one-time awards, etc.)
	Select	Click here to enter text
	HR - Benefits
	Required
	System exports employee census data (including new hire information and address updates) to MissionSquare
	Select	Click here to enter text
	HR - Benefits
	Required
	System imports retirement updates from employees from the MissionSquare employee portal
	Select	Click here to enter text
	Payroll - Pay
	Required
	System/vendor pays employees via direct deposit
	Select	Click here to enter text
	Payroll - Pay
	Required
	System can issue manual paper checks
	Select	Click here to enter text
	Payroll - Pay
	Required
	Rates are automatically calculated if adjustment is mid-pay period
	Select	Click here to enter text
	Payroll - Pay
	Required
	Ability to cancel direct deposits
	Select	Click here to enter text
	Payroll - Pay
	Required
	System/vendor makes automatic withdraws from payroll bank account to issue paychecks, pay benefits, pay taxes, etc.
	Select	Click here to enter text
	Payroll - Pay
	Required
	System allows for retroactive pay adjustments (i.e. changes related to pay, benefits, stipends, etc.)
	Select	Click here to enter text
	Payroll - Pay
	Required
	System can manage distinct payroll batches or groups (i.e., Mayor & Council, full-time employees, part-time employees, etc.)
	Select	Click here to enter text
	Payroll - Pay
	Required
	System can process employee reimbursements (i.e., tuition reimbursement, fitness benefits, uniform allowances, etc.)
	Select	Click here to enter text
	Payroll - Deductions
	Required
	System ensures employe pay does not fall below federal minimums after garnishments
	Select	Click here to enter text
	Payroll - Deductions
	Optional
	System allows administrators to add and manage remittance information for third parties (e.g., union dues, police fraternity dues).
	Select	Click here to enter text
	Payroll - Deductions
	Required
	System can remit payment to third parties (i.e., wage garnishments)
	Select	Click here to enter text
	Payroll - Deductions
	Required
	System can deduct third party deductions (i.e., wage garnishment) 
	Select	Click here to enter text
	Payroll - Deductions
	Required
	System deducts benefits from pay
	Select	Click here to enter text
	Payroll - Deductions
	Required
	System deducts taxes from pay
	Select	Click here to enter text
	Payroll - Taxes
	Required
	System automatically updates tax tables
	Select	Click here to enter text
	Payroll - Taxes
	Required
	System generates W2s
	Select	Click here to enter text
	Payroll - Taxes
	Required
	System/vendor sends W2s via US mail
	Select	Click here to enter text
	Payroll - Taxes
	Required
	System/vendor files all federal, state (all U.S. States), and municipalities tax returns and reporting
	Select	Click here to enter text
	Payroll - Taxes
	Required
	Ability to remit taxes to relevant government agencies
	Select	Click here to enter text
	Payroll – Finance 
	Required
	System generates a general ledger import file compatible with Tyler Technologies EERP
	
	

	Employee Portal - Payroll
	Required
	System allows employees to view their paystubs
	Select	Click here to enter text
	Employee Portal - Payroll
	Required
	System allows employees to update their direct deposit account(s) and distributions
	Select	Click here to enter text
	Employee Portal - Payroll
	Required
	System allows employees to download their W2
	Select	Click here to enter text
	Employee Portal - Payroll
	Required
	System allows employees to update their federal and state tax withholding
	Select	Click here to enter text
	Employee Portal
	Optional
	System allows employees to request sale of annual leave
	Select	Click here to enter text
	Employee Portal 
	Optional
	System allows employees to make donations to sick leave bank(s)
	Select	Click here to enter text
	Employee Portal - HR
	Optional
	System allows employees to acknowledge policies
	Select	Click here to enter text
	Employee Portal - HR
	Optional
	System allows supervisors to submit proposed employee changes (i.e., end of probation, salary adjustment, promotion, etc.)
	Select	Click here to enter text
	Employee Portal - HR
	Required
	System allows employees to process annual and qualifying-event benefits enrollment
	Select	Click here to enter text
	Employee Portal - HR
	Required
	System allows employees to update personal information like address, phone numbers, and emergency points of contacts
	Select	Click here to enter text
	Reporting
	Required
	System allows reports to be run on all data in the system (both imported and native data)
	Select	Click here to enter text
	Reporting
	Required
	System allows for the creation of custom reports
	Select	Click here to enter text
	Payroll - Reporting
	Required
	System allows preview of paystubs before payroll is processed
	Select	Click here to enter text
	Payroll - Reporting
	Required
	System allows administrators to add and manage custom fields
	Select	Click here to enter text
	Payroll - Reporting
	Required
	System generates standard payroll reports (e.g., earnings, deductions, taxes withheld, etc.)
	Select	Click here to enter text
	Integration
	Required
	System integrates with MissionSquare for employee retirement contributions
	Select	Click here to enter text
	Integration
	Required
	System integrates with EERP/Munis for payroll journal entries
	Select	Click here to enter text
	Technical
	Optional
	System is SOC-2 compliant
	Select	Click here to enter text
	Technical
	Optional
	System has a separate training and/or testing environment
	Select	Click here to enter text
	Technical
	Required
	System maintains an audit trail for all changes made in the system
	Select	Click here to enter text
	Technical
	Required
	Supports single sign on
	Select	Click here to enter text
	Technical
	Required
	System complies with all applicable ADA standards including relevant sections of Title II
	Select	Click here to enter text
	Technical
	Required
	Web-based components of the system are supported on all major browsers (Chrome, Safari, Edge)
	Select	Click here to enter text
	Technical
	Required
	Web-based components are mobile responsive
	Select	Click here to enter text
	Technical
	Required
	System allows for automated employee data export
	Select	Click here to enter text



	SYSTEM CHARACTERISTICS – NARRATIVE QUESTIONS

	1. Security
	Describe how security is maintained.  Minimally include typical security configurations (employees, supervisors, payroll administrators, etc.)

	Click here to enter text
	2. Reporting
	Describe how data is maintained across the time and attendance, payroll, and human resources areas.

	Click here to enter text
	3. Reporting
	Describe the System's reporting capabilities.  Minimally include information on built-in reports, ad-hoc reports, custom reports, and ad-hoc searches.  Include screenshots of commonly utilized reports and search screens (i.e., payroll summaries, job code histories, benefit cost, retiree tracking, etc.).

	Click here to enter text
	4. General – Human Resources 
	Describe how the system supports employees with more than one position.

	Click here to enter text
	5. Integration
	Describe how the system integrates with third-parties including benefits vendors. Include information on data exchange (e.g., retirement contributions, insurance payments), automation, and how garnishments or child support payments are addressed.  Include how payroll journal entries are exported into the Tyler Enterprise ERP/Munis financial system, and retirement contributions into the Mission Square retirement system.

	Click here to enter text
	6. General – Human Resources
	Describe how the system handles benefits elections for new hires and mid-year changes due to qualifying life events.

	Click here to enter text
	7. Reporting
	Describe how historical data is preserved.  Minimally include any limitations to data retention and reporting.

	Click here to enter text
	8. General – Human Resources
	Describe how the system manages employee leaves of absence, including disability, FMLA, and return-to-work processing.

	Click here to enter text
	9. General - Payroll
	Describe how payroll is processed.  Minimally include transition from time and attendance to payroll, ability to batch payroll groups, ability to previews paystubs, payroll adjustments, error detection, and payroll approval.

	Click here to enter text
	10. General - Payroll
	Describe payroll services provided.  Minimally include direct deposit of payroll, mailing of paper checks, payout of garnishments to third parties, payout of taxes to all relevant agencies, payroll tax reporting, creation of W-2s, and mailing of W-2s.

	Click here to enter text
	11. General - Payroll
	Describe how employee payroll calculations are made.  Minimally include garnishments, benefits, taxes, and reimbursements, and how tax tables are updated.

	Click here to enter text
	12. General
	Describe your approach, if any, to incorporating artificial intelligence in the system.  Clearly delineate between and current capabilities vs: planned capabilities.

	Click here to enter text


	SYSTEM CHARACTERISTICS – SAMPLE VIDEOS (EACH VIDEO NO LONGER THAN 5 MINUTES)

	1. General
	Provide a video demonstrating the employee portal.  Minimally include updating employee information, direct deposit enrollment, direct deposit adjustment, W-4 tax withholdings, paystub review, W-2 review, open enrollment, and policy acknowledgement.

	Click here to enter video URL	

	2. General
	Provide a video demonstrating searching, reporting, dashboards, and alerts.

	Click here to enter video URL	

	3. Human Resources
	Provide a video demonstrating common administrative employee lifecycle tasks.  Minimally include onboarding, benefits administrative, leave of absence, leave of absence return-to-work processing, separation, retirement, and reactivation of returning employees.

	Click here to enter video URL	

	4. Human Resources
	Provide a video demonstrating management of employee data.  Minimally include general employee information, positions held (including when an employee holds more than one active position at once), and how user security is maintained.

	Click here to enter video URL	

	5. Payroll
	Provide a video demonstrating employee payroll configuration.  Minimally include tax configuration, garnishments, reimbursements, benefits, etc.

	Click here to enter video URL	

	6. Payroll
	Provide a video demonstrating common steps taken by payroll staff at the end of each pay period.  Minimally include transition from time and attendance to payroll, batch management, error detection, paystub previews, and payroll finalization.

	Click here to enter video URL	


	7. Payroll
	Provide a video demonstrating retroactive payroll adjustments.  Minimally include retroactive adjustments to pay, benefits, and stipends.

	Click here to enter video URL	
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Request for Proposals 2026-018 | Payroll and Human Resources System
System Characteristics Form	Page 5 of 5
image1.jpeg
< Sy i

Gaithersburg

A CHARACTER COUNTS! CITY




