
 
REQUEST FOR QUALIFICATIONS (RFQ) 
Payroll Services 
Issued by: Raleigh County Memorial Airport 
Issue Date: March 11, 2026 
Submission Deadline: March 31, 2026 

I. INTRODUCTION 

The Raleigh County Memorial Airport is seeking proposals from qualified vendors to provide 
outsourced payroll services. Raleigh County Memorial currently has 12 full-time employees 
and 3 part-time employees.  The scope of this RFQ includes services related to payroll 
processing, benefits administration, HR compliance, tax filings, and a comprehensive suite of 
payroll-related tools. The goal is to enhance operational efficiency, improve data accuracy, and 
ensure compliance with federal, state, and local regulations. The successful vendor will 
provide a seamless, secure, and integrated payroll solution.  

II. SCOPE OF SERVICES 

• Full-service payroll processing for employees. 
• Direct deposit and check stuffing. 
• Tax filings at the federal, state, and local levels. 
• Garnishment processing. 

III. PROPOSAL REQUIREMENTS 

1. Cover letter and introduction. 
2. Company profile. 
3. Detailed list of proposed services. 
4. Provide a detailed description of your payroll processing and HR solution. 
5. Demonstrate experience in managing payroll and HR functions for organizations of 

similar size and scope. 
6. Offer technical support for system implementation, training, and ongoing operations. 
7. Provide information on the security measures in place to protect employee data. 
8. Outline the fees and costs associated with the services requested. 
9. Include testimonials or case studies from other clients in similar industries. 
10. Evidence of financial stability. 

Proposals should include the following: 
 

• Executive Summary – Overview of the proposed solution and why the vendor is 
qualified. 

• Company Profile – Background of the vendor, including relevant experience. 
• Detailed Description of Services – Explanation of how the vendor will meet the 

scope of services outlined in this RFP. 
• Implementation Plan – Timeline and approach for system setup, employee training, 

and go-live. 
• Cost Proposal – Detailed breakdown of costs, including any setup, per-transaction, or 



 
ongoing fees. 

• References – List of at least three clients who have implemented similar solutions. 
• Security and Compliance – Overview of data protection policies and 

compliance with industry regulations. 
• Insurance Coverages 
• Copy of Contract (if applicable) 

IV. EVALUATION CRITERIA 

• Ability to meet the full scope of services. 
• Experience and expertise in payroll processing and HR services. 
• Vendor reputation, including client references and case studies. 
• Cost-effectiveness and overall value. 
• Ease of integration with existing systems (if applicable). 
• Security features for protecting sensitive data. 
• Training and support offered to ensure smooth implementation and ongoing use 

V. SUBMISSION INSTRUCTIONS 

• Deadline: March 31, 2026, by 3:00pm 
• Format: RFQ submitted via U.S Mail/Fed Ex/UPs 
• Email To: Christy Richards/Office Manager 
• Address: 176 Airport Circle, Rm 115, Beaver, WV 25813 
• Subject Line: RFQ Submission – Payroll Services – [Institution Name] 

VI. TIMELINE 

• RFQ Issued: March 11, 2026 
• Deadline for Questions: March 20, 2025 
• Proposals Due: April 03, 2026 
• Selection Notification: April 04 – April 30, 2026 

VII. TERMS AND CONDITIONS 

Raleigh County Memorial Airport reserves the right to reject any or all proposals, request 
clarification, cancel or reissue the RFQ, and negotiate terms before final selection. No 
reimbursement will be made for proposal preparation costs. 

Regards 

Bob 
Robert A. Runion 
Raleigh County Memorial Airport 
Airport Manager 
176 Airport Circle, Room 115, Beaver, WV 25813           304-255-0476 Office   
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