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Organization:              International Research and Exchanges Board (IREX)
Issue Date: 		August 5, 2021		
Service Dates            	September 15, 2021 – June 30, 2022; renewal option through July 30, 2025     
Response Due Date:	August 23, 2021


Service Request
IREX (International Research & Exchanges Board) is seeking quotes for services of a qualified professional employer organization (PEO), employee staffing agency, or any legitimate payroll company with the capacity to pay and withdraw all applicable payroll taxes for 1-2 Malawian nationals for their efforts to our program.

Background
IREX requires staffing support for the USAID-funded Youth Excel: Our Knowledge, Leading Change program’s four-year activity in Malawi. IREX will hire 1-2 full-time staff members with a monthly estimated consolidated pay of circa US$6,000, subject to negotiations with the selected candidate(s). The service provider will support hiring staff on behalf of IREX and providing employment agreements, payroll taxes, and health insurance through an initial 10-month contract.


In your response, please indicate that you can meet the Services needed and requirements as outlined below:
· Indicate the earliest date that your firm can process the staff employment agreement. The first staff member will begin work by approximately October 1, 2021. 
· Indicate the earliest date that your firm can set up payroll. The first payment for efforts must be disbursed on or before the end of October 2021.
· Provide a breakdown of the benefits offered and amounts. Indicate whether your firm offers health insurance coverage.
· Confirm that your firm will withdraw the appropriate payroll taxes and benefits of above-noted salary and immediately remit to the correct regulatory authorities.
· Advise IREX on local labor law.
· Serve as IREX’s legal address.


1. Response Submission
If you are interested in rendering these services, please send your proposal to Candy Smith at csmith@irex.org and cc: jilori@irex.org. Questions may be submitted by August 13, 2021.

Please submit your response by August 23, 2021. All responses must be valid for a period of no less than sixty (60) calendar days from the closing date. 

Please include the following information about your company:
· Registration documents of your company with the names of shareholders at registration
· List of current shareholders
· List of current company directors
· A recent bank statement of your company or a letter from the bank with their contact address, confirming date account was opened and the authorized signers
· The last three tax clearance certificates of your company 
· Types of services provided and cost of those services
· Reference and contact details of at least two companies to whom you have provided these services in the last 12 months
· Process of processing payroll and mechanism for paying our staff
· Bank transfer fee
· Current bank exchange rate


1. Responses Evaluation
The criteria for evaluating proposals are:
· Overall price competitiveness and best value
· Flexibility and customer service
· Professional quality of services provided
· Ability to perform services within the mentioned dates
· References


1. Renewal

IREX reserves the right, based on availability of funding and vendor performance, to enter into subsequent contractual agreements with the selected vendor for a period of up to five years without issuing a new request for quotes.

Contact Information
csmith@irex.org and cc: jilori@irex.org
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