Attachment E - Functional Requirements Form
The City project team conducted meetings to elicit functional requirements for a new Recreation Services POS and Reservation System Platform. Those requirements are included in this section. The requirements are organized by broad areas of functionality. The functional requirements are grouped under each functional area and may be repeated in functional areas by design as, depending on Vendor solution, some functions may be available in some modules but not others.
To be considered a complete response to this section of the RFP, Vendors must indicate that their solutions can meet these functional requirements (where applicable), or describe in detail any recommended or alternative solutions for their proposed solutions.
The City encourages and is open to cloud-based solutions and, in such instances, it is acceptable to respond with a “Not Applicable” to these requirements as appropriate.
Using the tables in the matrix document, the Vendor will respond to each individual requirement by entering an ‘X’ in one of the columns provided. Select the appropriate response using the following guidelines below.
	ID
	Unique identifier for reference purposes.

	Requirement
	The specific function or behavior necessary to satisfy City business needs.

	Standard (S)
	The requirement is satisfied by the solution proposed without configuration. Where the requirement is satisfied by third-party software, indicate the third party product proposed.

	Configured (Cf)
	The requirement is not satisfied by the solution out of the box, but is satisfied by configuration.

	Customized (Cs)
	A modification to the solution is required to satisfy this requirement. Provide an explanation of the volume of labor and work complexity. In addition, indicate whether the requirement will be satisfied by an upcoming release, and if so, give the version number and date of release.

	Unavailable (U)
	The solution will not satisfy the requirement.

	Not Applicable (NA)
	The requirement is not applicable to the proposed solution. E.g. a server operating system requirement would not be applicable for a cloud-based or hosted solution.

	Describe how requirement will be met
	Details regarding the delivery of the requirement. Narrative must adequately describe how the Vendor solution can satisfy the requirement. Screenshots, sample reports, or supporting documentation may be included in the response. Use extra pages as necessary and include the ID#.



Point of Sale

The city currently utilizes point of sale stations at two main community centers, five municipal pools, the Arboretum and Botanical Garden, the Deanna Rose Farmstead, and the Soccer complex. The point of sale systems at:

· The community centers are utilized by staff to assist patrons in purchasing: annual memberships (individual and family) to one or both of the community centers; daily passes, classes, lessons, child watch, room rentals and other services at the community centers.

· The municipal pools are utilized by staff to assist patrons in purchasing: annual memberships (individual and family); daily passes and concession items.

·  The Arboretum and Botanical Garden are utilized by staff to assist patrons in purchasing: annual memberships, daily passes, wedding rentals, other special events, and other services at the Arboretum.

· The Deanna Rose Farmstead are utilized by staff to assist patrons in purchasing: annual memberships, daily passes, merchandise, animal rides, and other services at the Farmstead.

· The Soccer complex are utilized by staff to assist patrons in purchasing: concessions and merchandise.

The point of sale system must be able to support different pricing options for memberships as the city offers senior, military, resident, and other discounts for the community centers.  It will also need to support the different pricing options for memberships at the Deanna Rose Farmstead and the Arboretum and Botanical Garden which are unique to each facility.

Currently the Arboretum and Botanical Garden, the Deanna Rose Farmstead, and the Soccer complex are on a different POS system than the community centers and pools.  As part of this recreation software upgrade, we are looking at upgrading all these systems to the same POS system.  This would be an additional twenty-three POS terminals.

The Point of Sale module must have these abilities:

	Requirement
	S
	Cf
	Cs
	U
	NA
	How will this be satisfied?

	Ability to sell memberships, concessions and merchandise.
	
	
	
	
	
	

	Ability to create a membership.
	
	
	
	
	
	

	Ability to renew a membership.
	
	
	
	
	
	

	Ability to book a facility.
	
	
	
	
	
	

	Ability to process a registration.
	
	
	
	
	
	

	Ability to sell gift cards.
	
	
	
	
	
	

	Ability to sell loyalty cards.
	
	
	
	
	
	

	Ability to issue and redeem coupons using bar codes.
	
	
	
	
	
	

	Ability to expedite the check-in with a membership card or key tag.
	
	
	
	
	
	

	Ability to track demographic data.(Ex. Zip code capture of visiting patrons)
	
	
	
	
	
	

	Ability to process a POS transaction and have a member scan their membership card without complete disruption of the POS transaction.
	
	
	
	
	
	

	Ability to configure specific screens for specific locations.
	
	
	
	
	
	

	Ability to customize registers by locations and items being sold.
	
	
	
	
	
	

	Ability to manage product categories and inventory and set pricing.
	
	
	
	
	
	

	Ability to tie merchandise or promotional items to membership. (An example would be if you have a membership you get two pony rides or three goat bottles items with your membership at the Farmstead.)
	
	
	
	
	
	

	Ability to create value meals or specials on product groupings.
	
	
	
	
	
	

	Ability to run management reports tracking inventory and sales.
	
	
	
	
	
	

	Ability to work with current receipt printers, barcode readers, cash drawers and touch screens.
	
	
	
	
	
	

	Ability to distinguish transactions by terminal.
	
	
	
	
	
	

	Ability to designate different transactions to funds.
	
	
	
	
	
	

	Ability to have a seamless and fully integrated with the POS software and credit card processing function.
	
	
	
	
	
	

	Ability to use the City's credit card processor.
	
	
	
	
	
	

	Ability to use EMV technology when processing a credit card.
	
	
	
	
	
	

	Ability for the system to handle accrual accounting.
	
	
	
	
	
	

	Ability to have internal room reservation value be tracked but not recorded as revenue.
	
	
	
	
	
	

	Ability to prevent posting to prior period once a period is closed no changes to balance should occur.
	
	
	
	
	
	

	Ability for journal entries to balance (debits must = credits). 
	
	
	
	
	
	


Memberships

The city operates two community centers and six municipal pools on a membership and daily pass basis.  Patrons currently have the ability to maintain various memberships to different areas that they need access to, these memberships have different durations and expiration dates.

Membership prices vary based on different promotions, discounts and residency.  The ability to distinguish between types of memberships, durations (currently weekly, monthly, three month and annual), and facilities the patrons have purchased access to is key for our operation.  Another key function is the ability to have scheduled payments for all types of memberships.

A key component of the point of sale system as related to memberships is the ability to have a membership card or key tag that can be scanned as patrons enter one of the pools or facilities for membership confirmation.  Also have the ability to have the member use their mobile phone to store their membership card information for scanning into the facility.

The Membership module must have these abilities:

	Requirement
	S
	Cf
	Cs
	U
	NA
	How will this be satisfied?

	Ability for staff to manage all member information.
	
	
	
	
	
	

	Ability to manage family memberships.
	
	
	
	
	
	

	Ability to sell memberships in person or online.
	
	
	
	
	
	

	Ability to sell memberships for various time increments such as day pass, 1, 3, 6, and 12-month monthly increments.
	
	
	
	
	
	

	Ability to support different pricing options for memberships as the city offers senior, military, resident, and other discounts including special individual and family membership pricing for city employees participating in the city's wellness program.
	
	
	
	
	
	

	Ability to verify address in Overland Park for discounted resident memberships.
	
	
	
	
	
	

	Ability to assign membership cards or key tags for convenient membership check-in.
	
	
	
	
	
	

	Ability to scan phones for membership check-in.
	
	
	
	
	
	

	Ability to quickly scan members in and out of the facility with membership card, displaying each member's photo and status in large wording to department staff, and have an audible sound confirm the member's status.
	
	
	
	
	
	

	Ability to reissue/reuse a membership card
	
	
	
	
	
	

	Ability to easily upgrade/downgrade memberships.
	
	
	
	
	
	

	Ability to notify members by email of upcoming membership expiration.
	
	
	
	
	
	

	Ability to offer members credit card or direct bank debit billing.
	
	
	
	
	
	

	Ability to freeze, suspend or cancel memberships.
	
	
	
	
	
	

	Ability to track all communications sent to members including calls, emails and texts.
	
	
	
	
	
	

	Ability to perform, store and report on surveys.
	
	
	
	
	
	

	Ability to run detailed membership, demographic, financial and accounts receivable reports.
	
	
	
	
	
	


Inventory

The city has multiple facilities with various types of inventory to track.  The current system does not have a robust inventory tracking capability. Inventory functionality needs to be user-friendly, trackable by facility and shall require role-based security on who can edit. The ability to scan barcodes with a mobile device to track SKUs and integrate inventory with the POS system would be preferable.

The Inventory module must have these abilities:

	Requirement
	S
	Cf
	Cs
	U
	NA
	How will this be satisfied?

	Ability to track inventory by facility.
	
	
	
	
	
	

	Ability to restrict inventory editing by facility and by users.
	
	
	
	
	
	

	Ability to track linked/grouped inventory items.
	
	
	
	
	
	

	Ability to track inventory with a mobile device.
	
	
	
	
	
	

	Ability to have the mobile device have seamless integration with software.
	
	
	
	
	
	


Facility Rentals

The city utilizes facility rentals for room rentals and pool party packages, park shelters, athletic fields and courts, Deanna Rose Farmstead tours, birthday parties, Arboretum and Botanical Garden building rentals, garden rentals for weddings, and shelter reservations.  Most of the rentals are done online by the patron; we will need to have the ability to distinguish which facilities allow online rentals versus those that we must book internally.

The Facility Rentals module must have these abilities:

	Requirement
	S
	Cf
	Cs
	U
	NA
	How will this be satisfied?

	Ability to rent and track the availability of rooms, athletic fields, park shelters, birthday parties, garden rentals for weddings and more.
	
	
	
	
	
	

	Ability for patrons to book online rentals.
	
	
	
	
	
	

	Ability to schedule one-time or recurring rentals and special events.
	
	
	
	
	
	

	Ability to view facilities by availability.
	
	
	
	
	
	

	Ability to automatically calculate rental rates based on event duration.
	
	
	
	
	
	

	Ability to eliminate double-bookings with built-in conflict resolution capability.
	
	
	
	
	
	

	Ability to schedule setup, breakdown, and maintenance times for events.
	
	
	
	
	
	

	Ability to assign staff tasks, add notes, equipment needed, and include setup instructions in rental details.
	
	
	
	
	
	

	Ability to alter time and location for events with simple drag and drop option.
	
	
	
	
	
	

	Ability to see long range rentals on a monthly or yearly view.
	
	
	
	
	
	

	Ability to group facilities for booking purposes.
	
	
	
	
	
	

	Ability to share calendars to Google Calendar.
	
	
	
	
	
	

	Ability to display facilities that allow online rentals versus those that do not.
	
	
	
	
	
	

	Ability to have monthly calendar, resource usage and availability reports.
	
	
	
	
	
	


Program Registration

Our current program line-up includes indoor & outdoor swimming lessons, personal training, equipment orientation, swim & dive team, child watch, Farmers’ Market vendor stalls, massages, leagues and special event registration.  The ease of use in this function is highly important, not only from the city staff, but also from the point of view of the members and registrants as a large portion of these items are done online.

The Program Registration module must have these abilities:

	Requirement
	S
	Cf
	Cs
	U
	NA
	How will this be satisfied?

	Ability for members and players to register for facility leagues, tournaments and programs in-person or online.
	
	
	
	
	
	

	Ability to make group reservations.
	
	
	
	
	
	

	Ability to assign instructors to classes.
	
	
	
	
	
	

	Ability to publish customized forms, waivers, payment information and program summaries to website.
	
	
	
	
	
	

	Ability to set and adjust registration dates, program capacity and deposit requirements.
	
	
	
	
	
	

	Ability to email individuals, coaches, or all program registrants.
	
	
	
	
	
	

	Ability to run reports and rosters for entire programs or individual sessions.
	
	
	
	
	
	

	Ability for instructors to indicate they cannot teach a class, notify other qualified instructors of the class in need of an instructor, and for another instructor to sign up to teach the class.
	
	
	
	
	
	

	Ability to group instructors by class type.
	
	
	
	
	
	


Leagues Management

Currently the city does not utilize the league scheduler in the current system due to our configuration of teams, leagues, brackets and areas.  We are very interested in looking at league schedulers as they might apply to our application.

We currently operate adult leagues for basketball, summer softball and volleyball.  As a cooperative event, the city also participates in the Hershey Track and Field, so any application that we may be able to apply to the event would be an interest.

The League Management module must have these abilities:

	Requirement
	S
	Cf
	Cs
	U
	NA
	How will this be satisfied?

	Ability to create complex league and tournament schedules easily.
	
	
	
	
	
	

	Ability to accept online registrations.
	
	
	
	
	
	

	Ability to set up registration by team or individual.
	
	
	
	
	
	

	Ability to auto-schedule regular season games.
	
	
	
	
	
	

	Ability to easily adjust and keep track of game results.
	
	
	
	
	
	

	Ability to update game stats and standings in real time.
	
	
	
	
	
	

	Ability to take into account bye weeks, team preferences, tournament seeds and blackout dates to expedite the scheduling process.
	
	
	
	
	
	

	Ability to publish league and tournament schedules online.
	
	
	
	
	
	

	Ability to publish game outcomes online.
	
	
	
	
	
	

	Ability to publish league standings online.
	
	
	
	
	
	


Reports

The city utilizes the report function to accurately display information that pertains to all areas of our operation on a daily, weekly, monthly and annual basis.  These reports include daily facility set-ups, reservation time, memberships, class capacity percentages and financial information (daily cash reports, general ledger reports, and accounts receivable reports and more).  In addition, it will be important for the City to have the ability to create its own custom reports and have the ability to request custom reports.

The Reports module must have these abilities:

	Requirement
	S
	Cf
	Cs
	U
	NA
	How will this be satisfied?

	Ability to report on memberships and all associated details.
	
	
	
	
	
	

	Ability to report class rosters.
	
	
	
	
	
	

	Ability to report reservation times.
	
	
	
	
	
	

	Ability to print a detailed shift/daily cash report by day, terminal, or person.
	
	
	
	
	
	

	Ability to have a report for daily facility set-ups.
	
	
	
	
	
	

	Ability to report inventory levels and amounts.
	
	
	
	
	
	

	Ability to request and easily generate custom reports.
	
	
	
	
	
	

	Ability to report demographic data.
	
	
	
	
	
	

	Ability to report class capacity percentages.
	
	
	
	
	
	

	Ability to export reports in csv, pdf, html, Google Sheets, and Google Docs format.
	
	
	
	
	
	

	Ability to email reports.
	
	
	
	
	
	

	Ability to auto-schedule reports for email delivery at any time.
	
	
	
	
	
	

	Ability to group reports by user needs or by department needs.
	
	
	
	
	
	

	Ability to produce transaction and general ledger reports.
	
	
	
	
	
	

	Ability to have financial and accounts receivable reports.
	
	
	
	
	
	

	Ability to pull reports by month and shifts.
	
	
	
	
	
	

	Ability to have cash reports broken down by credit card type, checks, gift cards, etc.
	
	
	
	
	
	

	Ability to have a reporting of gift cards - open balance report, gift cards sold, gift cards redeemed
	
	
	
	
	
	

	Ability to interface with city financial system.
	
	
	
	
	
	

	Ability to generate ad-hoc user defined views and reports of all available system fields.
	
	
	
	
	
	


Training Module

The current system has a test website that is used to train new staff members, test new memberships, rentals, and functions prior to them going live.  The test website is a mirror of the LIVE website so that training looks, act and functions exactly the same as it would at a work terminal.  This is a key aspect as we train several hundred staff members on a yearly basis.

The Training module must have these abilities:

	Requirement
	S
	Cf
	Cs
	U
	NA
	How will this be satisfied?

	Ability to have a training module that is a mirror image of the live site, so that new employees can be trained.
	
	
	
	
	
	

	Ability to use the training module to test new memberships, rentals, and functions prior to them going live.
	
	
	
	
	
	


Mobile/Online

Currently, the city’s platforms do not provide mobile capability. The vision is to be able to use a mobile application for making notes on room rentals, as we do tours, inspections and set-up of rooms.  We would like to utilize this application as a mobile POS for sales of concessions, personal training, massage and other such functions.  Having the ability for patrons to sign the tablet screen to acknowledge and confirm what is on the screen will play a vital role in our ability to go mobile.  We anticipate utilizing mobile functionality as a mobile secondary terminal to allow membership validation at peak times to get members into the facilities quicker.  This mobile application shall function as a typical POS in terms of cash reports.

The Mobile/Online module must have these abilities:

	Requirement
	S
	Cf
	Cs
	U
	NA
	How will this be satisfied?

	Ability to create or renew a membership online.
	
	
	
	
	
	

	Ability for patrons to request a password reset email that includes a link the patron must follow to continue the reset process.
	
	
	
	
	
	

	Ability to upload photos for membership.
	
	
	
	
	
	

	Ability to book lessons or sessions online based on availability of open slots.
	
	
	
	
	
	

	Ability to view schedules online.
	
	
	
	
	
	

	Ability to restrict access to members only.
	
	
	
	
	
	

	Ability to define booking requirements for particular classes by item type.
	
	
	
	
	
	

	Ability to have a mobile version of software used by staff to make notes on room rentals, as we do tours, inspections and setups.
	
	
	
	
	
	

	Ability to have a mobile version of software for POS for sales of concessions, personal training, massage and other such functions.
	
	
	
	
	
	

	Ability to have the patrons sign the tablet screen to acknowledge and confirm what is on the screen.
	
	
	
	
	
	

	Ability to use a mobile terminal at peak times to check a patron into the facility.
	
	
	
	
	
	

	Ability to use a REST-based system API provided by vendor.
	
	
	
	
	
	

	Ability for a patron to use mobile phone or tablet to access website.
	
	
	
	
	
	

	Ability to have built-in marketing and promotion components in the system.
	
	
	
	
	
	

	Ability to send out mass emails to current and past participants.
	
	
	
	
	
	

	Ability to search for facility by any combination of type, location, date, capacity and availability.
	
	
	
	
	
	

	Ability to link from an external web site to a search for facility by any combination of type, location, date, capacity and availability.
	
	
	
	
	
	

	Ability to search for bookings by any combination of type, facility, date, capacity and availability.
	
	
	
	
	
	

	Ability to link from an external web site to a search for bookings by any combination of type, facility, date, capacity and availability.
	
	
	
	
	
	

	Ability to link from an external web site directly to a booking.
	
	
	
	
	
	

	Ability to link from an external web site directly to a facility.
	
	
	
	
	
	

	Ability to pull bookings by any combination of type, location, date, capacity and availability using an API.
	
	
	
	
	
	

	Ability to pull facilities by any combination of type, location, date, capacity and availability using an API.
	
	
	
	
	
	


