Request for Proposal

Tender Notice: Recruitment of an HR Administration and Dispatching
Service Agency

Issued by: Vital Strategies

Vital Strategies is pleased to invite qualified and experienced service providers
to submit proposals in response to this Request for Proposal (RFP) for the
provision of HR Administration and Dispatching Services. This engagement
aims to support the organization’s growing operational needs across various
locations in China. Through this tender, Vital Strategies seeks to identify an
agency with proven operational capacity, and a strong track record in delivering
compliant and efficient HR administration and labour dispatch services in
accordance with Chinese labour law and global best practices.

l. Introduction

In recent years, Vital Strategies has been engaged in public health work and
has required the recruitment of full-time employees in specialized technical
fields or personnel in program management fields to support our work. To
ensure operational efficiency and establish a compliant and comprehensive
employee HR administration system, we are launching this public request for
proposal to identify a qualified HR administration and Dispatching service
agency. The selected agency will support recruitment, on-boarding, payroll &
contract administration, and other relevant HR functions in alignment with
Chinese labor laws and Vital Strategies global standards.

Il. Purpose of the Tender

Vital Strategies is seeking to engage a qualified HR Administration and
Dispatching Services provider to support it's human resource management
needs in a compliant, efficient and locally informed manner. The anticipated
scope of work includes, but is not limited to, the following:

e Policy Consultation: Offer expert guidance to Vital Strategies on
national labor laws, employment regulations and policy requirement
related to HR Administration and labor Dispatching Service. Ensuring
compliance and mitigate legal and operational risk.



e HR Planning Assistance: Support the planning, design and
optimization of HR Administration and Dispatching processes. Advise on
best practices and address challenges in local HR operations and
workforce planning.

e HR Administration and Dispatching Service Work: Provide end-to-
end administrative support including:

a) Drafting and managing dispatch contracts

b) Processing and distributing payroll in compliance with local
regulations

c) Managing employee records and personnel services

d) Administering statutory benefits such as social insurance and
housing fund contributions

e) Coordinating on-boarding and off-boarding procedures in line with
Vital Strategies global standards

f) Preparing and submitting periodic reports on salary disbursement,
contract status and workforce data.

9)

lll. Qualification Requirements for Bidders

To be considered eligible for this tender, bidders must meet the following minim

qualifications and compliance requirements:

1.

Legal Registration and Business Scope:

Bidders must be registered within China, possess a valid business license.
Their business scope must include labor management, HR Administration
or related service fields.

Bidders must successfully pass a background check confirming its
qualifications, operational history and business integrity.

Professional Expertise and Experience:

Bidders must demonstrate strong professional knowledge and practical
experience in HR Administration and Dispatching Service.

They should also have established internal quality control measures and
the ability to provide strategic HR advice and guidance to Vital Strategies.
Operational Capacity and Resources:

Bidders must have the necessary infrastructure, including robust technical
platforms and high-quality professional teams, to deliver services efficiently
and at scale.

Payroll Management Capabilities:



Bidders must be able to assist Vital Strategies in payroll verification and
distributing,

Bidders must be capable of providing detail documentation and evidence
of payroll transactions for auditing and reporting purposes.

Regulatory Compliance:

Bidders must comply with Chinese laws and regulations related to cyber
security and personal information protection.

Priority will be given to bidders who agree to Vital Strategies' "Cooperator's
Personal Information Protection Policy", "Tobacco Affiliation" and
“‘Harassment; Discrimination; Exploitation” clauses, (see annex for full
details).

Experience with International Organizations:

Priority will be given to bidders with proven experience working with
International non-governmental organizations (NGPOs) or similar global
entities.

Geographic Presence:

Priority will be given to bidders with operational branches or affiliated
institutions in Beijing, Shanghai, Jinan, and Xining to support local service
delivery.

Client References:

Bidders are required to provide three relevant and verifiable references
from past or current clients, particularly in similar projects.

Professional Liability Coverage:

Bidders that hold active Professional Liability Insurance to mitigate risks
and ensure service accountability will receive additional consideration.

VI. Submission of Documents

Interested bidders are required to submit a complete application package
containing the following documents. Incomplete or incorrectly formatted
submissions may result in disqualification.

1.

Business License and Relevant Permits

A copy of the organization’s current business license and any other
required permits, stamped with the official seal.

Vital Strategies contract partner online compliance check form here
Certificate of Professional Liability Insurance

Proof of active professional liability insurance coverage.


https://forms.office.com/Pages/ResponsePage.aspx?id=9Ki43LOBt0mbwpzKavDuv3fVO6z3RvJLkToAX4eWE6xUN0FQQ01KUlBJUjdLTVVaVTdFM1dXWTUzVi4u

3. Team Introduction and Relevant Experience

- A comprehensive introduction to the bidding team, including relevant
qualifications and work experience.

- Highlight previous collaboration with international organizations, especially
NGOs or similar entities.

- Client References contract

4. Detailed fee schedule and charging standards

- A detailed breakdown of fees for each proposed service.
- Include any applicable taxes, or additional costs if have
5. Contract Template (in both Chinese and English)

- Service contract template

- Labor dispatch contract template

6. A letter of intent,

A formal letter introducing your organizations qualifications and interests in
this engagement.

Include any value-added services or unique offerings, that distinguish your
team from others.

7. Document Formatting Requirements: All submitted documents must follow
the formatting specifications below:

-  Font: SimHei (Chinese) / Arial (English)

- Font Size: 12

- Line spacing: 1.15, paragraph spacing: 6pt after

V. Tender Timeline and Submission Details
« Q&A window: Bidders may submit questions for clarification within two
weeks of the tender announcement.
e Deadline for Submission: All required documents must be submitted
no later than December 31, 2025.

e Submission Method: Please submit all materials electronically to:
chinarecruitment@yvitalstrategies.org.

e Ensure the subject line includes “your organization name-HR
Administration & Dispatching Tender Submission.”

VI. Qualification Review and Next Steps


mailto:chinarecruitment@vitalstrategies.org

e Qualification Review Period: All submitted proposals will be reviewed
by January 31, 2026. During this period, bidders may be asked to submit

additional documentation, clarification, or detailed work plans to support
their application.

o« Tender Result Notification: All bidders will be notified or the outcome of
the tender process no later than_March 31, 2026.

VII. About Vital Strategies

Vital Strategies is an international public health organization that conducts
public health programs in more than 80 countries around the world, benefiting
more than 2 billion people. Our organization addresses major public health
challenges, cooperates with governments, and adopts evidence-based and
innovative approaches to provide technical and financial support for
improvement of public health systems and policies and implementation of
health programs. Vital Strategies is registered locally in Shandong province,
and established the Ji'nan Representative Office in August 2018, which is
overseen by the Public Security Department of Shandong Province. Its service
is overseen by the Health Commission of Shandong Province, and covers
China's mainland.
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Annex 1

BrH 1 TN BRBUR

Personal Information Protection Policy for Contract Partner

This Personal Information Protection Policy for Contract
Partner (this “Policy”) forms part of the Agreement between
Vital Strategies (“Vital Strategies”) and any supplier, vendor,
subgrantee, consultant, project partner or any other third
party (collectively “Contract Partner”) and applies to all
activities relating to Processing Personal Information by
Contract Partner in the course of providing the products or
services under the Agreement.

“Personal Information” means any information relating to
an identified or identifiable natural person recorded
electronically or by other means, excluding information that
has been anonymized.

“Processing’, “Process” means any operation which is
performed on Personal Information, whether or not by
automated means, such as collection, recording,
organization, structuring, storage, adaptation or alteration,
retrieval, use, transmission, dissemination or otherwise
making available, erasure or destruction.

“Applicable Data Protection Laws” means applicable data
protection, privacy, or data security laws or regulations that
may exist in any relevant jurisdiction such as, the Personal
Information Protection Law of the People’s Republic of
China, the General Data Protection Regulation 2016/679
(“GDPR”), federal and state US privacy laws.

Processing Personal Information. Contract Partner may
only process Personal Information as permitted under the
Agreement and Applicable Data Protection Laws. Contract
Partner is strictly prohibited from selling, retaining, using or
disclosing any Personal Information to any third party for any
purpose other than as necessary to provide the products or
services set forth in the Agreement or for any benefit of itself
or any third party.

Contract Partner shall ensure its employees involved in
Processing of Personal Information are bound by
confidentiality obligations in writing, are prohibited from
Processing Personal Information without authorization, and
have received appropriate training on their responsibilities.

Sub-processors. Contract Partner warrants that its sub-
processors will comply with the Applicable Privacy Laws and
be bound by data protection obligations no less restrictive
than the terms set out in this Policy. Contract Partner shall
be fully liable for any act and omission of its sub-processors
to the same extent Contract Partner would be liable if
performing the services of each sub-processor directly under
the terms of this Policy.

Security. Contract Partner has implemented and shall
maintain appropriate technical and organizational measures
for the Processing of Personal Information. Contract Partner
shall ensure a level of security measures appropriate to the
risks that are presented by the Processing, taking into
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account the risk of varying likelihood and severity for the
rights and freedoms of natural persons.

International Transfers of Personal Information. Contract
Partner may only transfer Personal Information to locations
outside of its country of origin to the extent necessary for the
performance of the Agreement and shall notify Vital
Strategies in writing prior to the international transfer.
Contract Partner shall comply with all Applicable Data
Protection Laws regarding the international transfers of
Personal Information.

Security Incidents. Contract Partner shall immediately
notify Vital Strategies of any actual or alleged incident of
unauthorized or accidental disclosure of or access to any
Personal Information or other data breach by Contract
Partner or sub-processors (the "Security Breach"). Contract
Partner shall promptly provide Vital Strategies with full
cooperation and assistance in respect of any Security
Breach and shall take all necessary and appropriate
corrective actions to remedy or mitigate any Security Breach
at Contract Partner’s sole cost and expense.

Return and deletion of Personal Information. Personal
Information (including any copy of it) shall not be kept longer
than is required for the Processing purposes. Promptly upon
the expiration or earlier termination of the Agreement, with
respect to any Personal Information it receives from Vital
Strategies, Contract Partner shall return, or at Vital
Strategies request, securely destroy, each and every original
and copy of the Personal Information in its custody, and
provide to Vital Strategies an officer’s certificate certifying
that such return or destruction occurred.

Assistance. On written request of Vital Strategies, Contract
Partner shall provide Vital Strategies without undue delay
with any reasonable information requested to effectively
monitor the compliance with this Policy and the Agreement.

Miscellaneous. Contract Partner hereby indemnifies Vital
Strategies for all claims, actions, costs, expenses and
damages (including without limitation reasonable legal
costs) suffered by Vital Strategies as a result of Contract
Partner's failure to comply with this Policy or Applicable Data
Protection Laws. Any disclaimers or limitations of liability
including, but not limited to, those contained in the
Agreement do not apply in the event Contract Partner is not
compliant with this Policy or Applicable Privacy Laws.
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Annexes I

Tobacco Affiliation and Child Protection policy

TOBACCO AFFILIATION: The
Subgrantee, in the past five years, has
not had any business relationship with or
knowingly received payment or other
support from any tobacco product
manufacturer or wholesaler, or from any
e-cigarette or vaping manufacturer or
wholesaler (“These Industries”), or any
parent, affiliate, subsidiary, organization,
or foundation with majority support from
These Industries, or any person, interest
group, advocacy organization, or other
business or organization (other than a
law firm or accounting firm) that
represents the interests of These
Industries (collectively, “These
Affiliates”). The Subgrantee currently
does not accept and shall not accept
financial or other support from These
Industries or These Affiliates until at least
one year after the end of this agreement.
Failure to comply with this clause may
constitute grounds for termination of this
agreement and Vital Strategies shall
have the right to demand and receive a
return of all funds under this agreement,
plus interest, as liquidated damages,
other provisions of this agreement
notwithstanding.
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ME.

HARASSMENT; DISCRIMINATION;
EXPLOITATION: Vital Strategies does
not tolerate harassment, discrimination,
retaliation, sexual or child trafficking,
exploitation, or abuse, and we expect the
same from everyone with whom we work.
The Subgrantee confirms: (i) it maintains
and follows written policies (including but
not limited to a code of conduct) that
protect against harassment,
discrimination, retaliation, and other
workplace misconduct, adheres to such
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policies, and provides mechanisms to
report any such concerns; and (ii) it
maintains a zero-tolerance policy against
sexual and child trafficking, exploitation,
and abuse and has taken measures to
prevent and respond to such concerns, or
alternatively, it agrees to abide by the
provisions of Vital Strategies’ Protection
from Sexual Exploitation and Abuse
Policy, Preventing Trafficking
Compliance Policy, and Child Protection
Policy, which will be provided by the
Contract Manager upon request. The
Subgrantee also agrees that it shall
respond promptly to and cooperate in
good faith with any potential misconduct
investigation that Vital Strategies, its
donors, and its representatives may
conduct into personnel performing
obligations under or directly related to
this Agreement. The Subgrantee shall
also promptly notify Vital Strategies if the
Subgrantee at any point during the term
of this agreement becomes aware of
and/or receives a report of any
misconduct related to this agreement.
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