Functional Requirements

General

1. Describe whether the solution is web browser based (ie on-line) or a software based (ie desktop) meeting management system

2. Provide information on the type and number of templates provided as well as the process for creating, editing and updating templates.
3. Describe the number of meeting types that the solution can accommodate.

4. Describe interactions and interfaces with MS Products.
5. Explain the familiarity of the solution within the context of local governments.

Meeting and Agenda Preparation
6. Describe how a meeting is created and scheduled in the system.
7. Describe the work-flow and approval process for agenda preparation, including flexibility to have different workflows and approval processes for different agenda types and ability to adjust the workflow and approval processes as needs change.
8. Describe the notification, approval and tracking process for agenda items 
9. Describe how an item would be forwarded to the relevant meeting body from staff, public and other trustees.. Include a description of the functionalities of the report such as the ability to attach, merge or link to different types of files or documents.
10. Describe any additional functionality provided such as summary report creation, page numbering and referencing, and posting to websites with attachments and drill down capabilities.
11. Describe what functionality is provided to manage meeting activities including recording motions, video streaming, video clip referencing in minutes, etc.

12. Describe the automated process for minutes and how the follow-up actions are prepared and/or populated and tracked from the discussion and source documents.
13. Describe version control and revision history capabilities.
14. Describe the format(s) that agendas may be published to the website in (i.e. HTML, PDF, Word, etc).

15. Describe how agendas are automatically distributed to meeting participants.

16. Describe how in-camera (closed to the public) meeting agenda are published confidentially with restricted access rights.

17. Describe how the agenda is downloaded to a laptop for use off-line and how such an agenda can be navigated. Describe the system’s ability to hyperlink agenda items to the agenda, or other means to provide easy one-click access between the agenda topic and the relevant attached agenda documents.
Minutes
18. Describe how the solution supports contracted independent minute takers that are not connected to the meeting management software.  These contracted minute takers do not have login access to our system.

19. Describe how the solution creates minute templates automatically from the agenda.

20. Describe the off-line ability of the solution, including the ability to auto-sync when going back on-line.

21. Describe the work flow and approval process for automatically publishing adopted minutes to the website.

Public Use
22. Explain the functionality for the public to search for minutes and agendas from our website.

23. Explain how the solution integrates with the Islands Trust website, including ease of navigation to the documents and back to the Islands Trust website.

24. Explain the user friendly features of the solution from the perspective of the public accessing the documents on the website.

25. Explain how a calendar feature would work to allow for searching and finding each different kind of meeting, including functionality to allow searches for specific meeting types.  For example, only search for Salt Spring meetings from the Salt Spring Local Trust Committee webpage.

26. Explain how the solution accommodates publishing of audio and video files associated with the meetings including features that make the minutes, videos, and audio user friendly for the public.

Follow-up Action Lists
27. Explain the process for creating a follow-up action list after the completion of a meeting.

28. Explain how the solution will automatically produce a follow-up action list for each staff member for one or more types of meetings, and explain the functionality available to staff to customise the follow-up action list presentation to their needs.

29. Explain how the solution will automatically advance agenda items to a future meeting, such as items deferred to a later meeting or recurring standing items.

30. Provide information on any standard reports provided by your product
Classification, indexing and Pre-numbering
31. Explain classification, indexing and pre-numbering capabilities and methods of performing that function.
Calendar and Scheduling
32. Explain the capabilities of scheduling and tracking of items that return to the relevant committees including the notification process.
33. Describe interaction with MS Exchange Server (outlook 2010 email).
Retrieval and Search
34. Explain the retrieval, search and query functionality of the proposed product, including capability of full text, keyword and multiple file extension searching.
Archiving
35. Explain any system archiving capability e.g.: ability to move on-line data to off-line storage.
Printing and Electronic Publishing 
36. Explain printing, electronic publication and uploading capabilities e.g.: single page, multiple pages, and selected text 
37. Explain if the system can maintain bookmarks and links when exporting to the web.
38. Explain subscriber services associated with notifying subscribers of new content

Technical Requirements

System Requirements

39. Explain how your application utilises browser technology

40. Describe any constraints to the performance of the proposed system that can be expected from our network topology.
41. Provide a complete and detailed physical configuration of your proposed system. All hardware (including servers, scanners, printers storage devices, etc) and software should be identified, including redundancy recommendations.
42. Identify any minimum and recommended configuration requirements.
43. Explain backup and restore features.
Website

We are in the process of moving to a new website that will use the Umbraco content management system.

44. Explain how your proposed solution would be seamlessly integrated with the website interface and what changes, if any, that would be needed.
Third Party Software

45. Identify and describe any third-party software required to make your product functional.
Integration with other programs
Describe the level of integration with the following:
46. Windows 7 Professional
47. Office 2010
48. Blackberry mobile devices
Maintenance, Support, Security and Licensing
Maintenance

49. Explain the approach used to efficiently roll forward user modifications into new releases and versions of your system.
50. Explain software upgrade delivery schedule for the proposed system with respect to the various operating system platforms you support.
51. Identify the application upgrade tools you propose to provide which will help simplify and streamline the installation of application and database upgrades, including any tools which test changes resulting from upgrades and/or business rule changes.
52. Describe proposed tools and techniques for automatic distribution of the client application software where it is not a web-based solution.
53. Describe what is provided with your product’s annual maintenance fees. Include application specifics, database specifics and third-party products.
54. Recommend a typical range of Islands Trust personnel needed to maintain the proposed system in a normal production environment from the following perspectives: database management, network and server support, system administration, web, desktop support and user functional support.
Support
55. Explain how you will provide support during installation of the solution 
56. Explain your on-going user support.  Describe the method and response time for customer support service delivery including whether you provide a service call desk, procedures for handling different types of calls, ability to prioritise critical calls, and ability to respond to calls within a reasonable time period.
57. Describe your on-site support capabilities and options.  Describe how problems and/or bug fixes are reported, fixes developed, and status tracked for the proposed system.
58. Describe how you provide information to keep your clients informed of outstanding problems and fixes for the proposed system.
59. Describe your process for receiving, evaluating and implementing requests for enhancements to the proposed system, after it is installed and in use.
60. Explain how you will provide on-going support for customising templates for agendas and minutes.

Document Image Format Support
61. Explain what document formats are supported by your solution including if images can be converted from one format to another.
62. Explain the scanning capabilities of your software solution.
Licensing Requirements
63. Explain any proposed system licensing requirements.
64. Describe any system limitations relating to licensing, software and hardware requirements as they relate to the number of users, including concurrent users.
Security and Administration
65. Explain the database structure and the method in which the data will be made available to us should the contract be terminated.

66. Explain the security management process including secure access to particular groups in terms of private verses public.
67. Explain how the data is backed up and protected.

68. Explain restore features
69. Explain where the server is located.  If hosted outside the Islands Trust and/or outside of Canada explain how all relevant Acts or Legislations (eg: US Patriot Act) apply to the data.

70. Explain system administration e.g.: disabling user account without deleting, adding new users from Windows directory.
71. Explain security interface for accounts.
72. Explain the levels of security of the proposed solution. Is the data encrypted between client and server?
73. Describe user access, controls and levels. Does the system support sign-on with other directories or user account systems and interface?
74. Explain the scalability of the proposed solution

Vendor Experience Requirements

Training

75. Explain how you will deliver staff training.

76. Explain how you will provide training materials and manuals

77. Explain how you will provide on-going training.  Include details on how you will provide training to introduce users to software updates, addition of new features to manuals and training of new staff.
Project Implementation Requirements

Provide a high level implementation plan, methodology and work plan for the project that includes:

78. Identification of the major phases of the project including milestones and target dates

79. Identifies any subcontractors or third parties to be utilised
80. Provides a plan for communication with the project work team

Cost Requirements
Implementation Costs
Provide a cost for each of the following:

	DESCRIPTION
	COST

	Preparation of a detailed overall project plan for supply, installation, delivery of user training, and on-going maintenance and support of the meeting management software including the identification of associated risks and mitigation solutions.
	

	Software purchase price - fees for any optional features should be clearly stated as a separate item
	

	Software license costs
	

	Hardware purchase price
	

	Installation of related hardware
	

	Customization of the software, if required, to meet the needs of the Islands Trust as defined in this RFP.
	

	Implementation of software
	

	User manual – please provide a cost for updates to the user manuals as a separate item.
	

	Training – please provide a cost for training provided as new staff arrives as a separate item.
	

	Identify webinars and other training opportunities that exist whether or not there is an associated cost. 
	

	Travel Costs relating to any of the above items
	

	TOTAL COST
	


Maintenance and On-going Support Costs

	DESCRIPTION
	COST

	Service delivery costs

Please indicate below this table the detailed response times and costs if service is broken down by and dependent on response time.
	

	Software and hardware maintenance
	

	Technical fees that might be required outside of regular support
	

	Upgrade costs
	

	Annual license or user fees
	

	TOTAL COST
	


