[bookmark: _Ref288545502][bookmark: _Toc292098194][bookmark: _GoBack]Appendix B – Agenda Management System Requirements

Refer to Section III PROPOSAL FORMAT and Section IV( 3) Agenda Management Functional Requirements for instructions
on how to respond to the requirements outlined in this table. As instructed, use one of the response codes in the Proposer Response column along with a full description of how your system meets the each of the listed requirements.

	Item
	Title
	Description
	Priority
(M, S, N)
	Proposer Response

	1. Basic features

	1.1. 
	Document types
	The system shall support all the document types used within the County to support various boards and commissions meeting agenda items and minutes. At a minimum these shall include:

· MS Office version 2003, 2007, and 2010
· Word
· Excel
· PowerPoint
· Adobe Portable Document Format (PDF)
· Standard graphics formats including, but not limited to:
· JPEG
· TIFF
· GIF
· PNG

	M
	

	1.2. 
	Ease of use
	The system shall use standard Microsoft Windows and web browser navigation tools, with similar “look and feel”.

The system must provide on-line help to assist users with system functionality.
	S



S
	

	1.3. 
	Consistent user interface
	a) The system will provide a consistent “look and feel” and the same functionality for each unique user, regardless of which workstation they log in from.

b) If the system provides both browser and rich client interfaces, then the system must provide the same functionality across both interfaces.
	M





S
	

	2. User Functional Requirements

	1.4. 
	Calendar function
	The system shall provide a calendar to support the following functions:

a) Enter dates and times of upcoming meetings.
b) Block-off holidays and other “non-work days and automatically calculate lead-times for process workflow based on business rules and adjust accordingly.
	


S

N
	

	1.5. 
	Scheduling function
	The system shall provide a scheduling function to perform the following (permission must be granted and controlled by an administrator):

a) Block times in individual meetings for scheduled agenda items.
b) Allow authorized users to view and request open time slots.
c) Allow authorized users the ability to accept requested reservation times, and; change, move, add, and delete any scheduled agenda items.
d) Display the status of scheduled items (requested, accepted, item submitted, etc.), the requester, the approver, and a timestamp or log for each change.
e) Provide notification to users regarding the status of their requests and any changes.

	S




S

S

S




S



S
	

	1.6. [bookmark: _Ref287861248]
	Numbering function
	The system shall provide an agenda item tagging capability to perform the following functions:

a) Automatically provide a visible alphanumeric tag on each Agenda Item.
b) Automatically provide a corresponding number for each (multiple) attachment accompanying an agenda item and a page number for each page of every agenda item and each page of every attachment.
c) Automatically renumber items and pages when items and pages are added, moved, or deleted.
	



M


M





M
	

	1.7. [bookmark: _Ref287358596]
	Agenda Item Transmittal
	The system will provide the capability to create an agenda item coversheet  with the following functions:

a) There will be a unique transmittal (coversheet) for each agenda item type.
b) Each unique transmittal (coversheet) will function as the “container” under which all related subordinate agenda attachments are indexed and maintained.
c) Transmittals will be created based on a pro-forma template stored within the system. Administrators with appropriate permissions will be able to create, maintain, and modify the template as needed (e.g. no proposer consultancy or extra licensing required).
	



S


S




S

	

	1.8. [bookmark: _Ref287356685]
	Agenda item and attachment document  handling and control
	The system shall provide the following functionality for handling attachments accompanying agenda items.

a) Keep track of every attachment that accompanies each agenda item.
b) Provide an easily visible indication of the existence, name, and attributes of every attachment for each agenda item.
c) Allow users to access attachments for editing, approval, etc. (permission based controlled by an administrator).
d) Prevent multiple instances or versions of attachments to ensure data integrity.
e) Allow control of agenda items and attachment content for multiple authors, reviewers, viewers, approvers, with each user having their own level of authorization and workflow (object level security). Objects may include transmittals, agenda attachments, and workflow roles.
f) Differing administration roles where each department can have an administrator controlling their own documents and workflow, and an “
overall” administrator (e.g. Agenda Clerk) who controls the master workflow and process.
g) The system shall have a document “check out” and “check in” or similar functionality to insure that only one user at a time can edit a document. However, even if a document is checked out for editing, users will still be able view the document (read only).
h) If a second or subsequent user attempts to access an open document, the system shall provide a notice stating which user is currently accessing the document.
i) If a document opened for editing has been inactive for longer than a specified amount of time, the system shall automatically save, close, and “check-in” the document and notify the user accordingly.
	



M

M



M


M

M







S






S






S




S
	

	1.9. 
	Placeholder function for “Clerk’s File” attachments
	Working in conjunction with item 1.8 above, the system shall indicate the existence of a document that isn’t made an actual attachment within the system, but still has to be part of the public record.

(Note to proposers – within the County, these are referred to as “Clerk’s File” items.)
	N
	

	1.10. 
	Workflow routing function
	The system shall provide a workflow function with the following capabilities:

a) The system shall have the capability to automatically start an appropriate workflow script when certain action(s) have been taken and route the agenda item accordingly.
b) Automatically route documents through the creation, scheduling, editing, approval, and publishing process based on business rules.
c) Each type of agenda item (staff report, ordinance, resolution, etc.) can have different routing rules.
d) Notify relevant staff and management that items are available for review, approval, etc.
e) If a reviewer or approver is “unavailable” the workflow system shall reroute to a nominated alternative user.
f) Provide an easily visible status of where a particular agenda item is in the workflow at any given time.
g) Provide a visual status when items are coming past-due for approval or other actions.
h) Provide e-mail notification to specified users for items that are late.
i) Before allowing agenda items to be submitted, the system will ensure that all relevant attachments, approvals, etc., have been provided.
j) Once all attachments and approvals for an agenda item have been completed (e.g. submitted), the system will notify the Agenda Clerk that the item is ready for further processing.
k) Provide the ability to sort/display items by status, e.g., “edits complete”, approvals complete”, etc.
l) Provide the ability, once submitted to the Admin Clerk, to “lock” the agenda item and associated attachments preventing any further changes or editing unless authorized by the Agenda Clerk.
m) The system shall provide a method for users to specify reason for rejection, and to forward that reason to person(s) requesting the approval.
n) The system shall notify users that they have workflows pending review or approval.
o) The system shall allow for an auditable method for identifying documents that have been processed (such as reviewed, received, etc.).
p) The system will provide a detailed history of all users who have accessed, modified, routed, approved, etc. documents or folders in the workflow system.
	


S




S



N


S


S


S


S


S

N



S




N


S





S



S


N



N
	

	1.11. 
	Electronic approval (signatures)
	The system will provide the capability for electronic signatures including:

a) Allowing suitably authorized users the ability to electronically “sign” and/or approve agenda items and attachments including contracts, resolutions, etc.
b) All electronic signature authentication shall be in compliance with California Government Code section 16.5, Title 2 of the California Code of Regulations, 22000 through 22005 inclusive, the Uniform Electronic Transactions Act and any other pertinent statutory requirements for entities using electronic signatures in the State of California
c) The electronic signature technology must be certified by a company on the California Secretary of State’s approved list of digital signature certification authorities.
	


S


S










S
	

	1.12. 
	Document templates
	In additional to the Transmittal template described in item 1.7 above, the system shall:

a) Provide user capability to easily create, copy, modify, and delete master templates for use.

b) The system shall provide a mechanism to keep track of template versions and revisions.
	



S



S
	

	1.13. 
	Create draft agenda and final review
	Once all relevant agenda items and attachments have been completed and submitted, the system shall allow the Agenda Clerk to create a draft agenda in electronic format (e.g., Microsoft Word) to facilitate review and approval of the final agenda.

The system will provide the capability to group items in any order by the following criteria:

a) Numerically by agenda item.
b) Department.
c) Item type (staff report, presentation, consent agenda item, hearing, board business etc.).
	S











S
S
S
	

	1.14. 
	Agenda item upload into Granicus
	Once the final agenda is ready for release, the system shall provide the capability to upload approved and scheduled agenda items into Granicus.

Proposers shall describe how their system integrates including the user functionality controlling this feature.
	M
	

	1.15. 
	Search indexing functionality
	The following search functionality shall be provided:

a) All agenda items and attachments shall be stored in the system and output to Granicus in a fully text-searchable format.
b) Users shall be able to search words occurring in the body of the documents via a full text retrieval method.
c) The system shall display full text search results by displaying the page with the hit highlighted.
d) The system shall provide a feature to index and/or limit searches to defined “keywords”. The keyword “index” shall be capable of being modified and updated at any point in time.
e) Authorized users shall be able to modify indexing information about each document depending upon their security access rights.
f) The system shall have specific fields available based on document type for search being performed; e.g., attachment may have different index fields than transmittal sheets.
g) The system shall provide a capability to convert scanned items to be converted to searchable text (e.g., OCR).

	


M



M


S


S




N



N




M
	

	1.16. 
	Corrigenda
	Following upload of the Agenda into Granicus, the system shall provide the capability to create and upload a “corrigenda” identifying and clearly highlighting additions, changes, and deletions to the originally published agenda package.
	M
	

	1.17. 
	Electronic copies
	The system shall provide the capability to download electronic copies of the fully published Agenda in PDF format onto:

a) Tablet devices
b) Laptop PCs
	S
	

	1.18. 
	Printing
	The system shall provide the capability to output to printer any, or all agenda items and/or attachments at any time.

a) Exact scaling such that documents scanned from media that had been reduced can be printed at full scale.
b) Scale the image to fit on the available paper size, or print the images as multiple pages, which can then be pasted together to create a larger paper document.
c) Print only a selected portion of the image and rotate the image where appropriate to save paper, such as on a wide paper raster plotter.
d) Users shall be able to select and print any combination of multiple documents attached to an Agenda item without having to open each document individually.
	



S


S




S



S
	

	1.19. 
	Agenda annotation and collaboration
	Both of the following requirements are meant to facilitate annotation and collaboration. The notes and e-mail correspondence will be private to the relevant individuals and will not form part of the formal Agenda items or attachments. (Any such changes would be made via the core functionality of the system under Admin Clerk and Agenda Clerk control.)

a) The system shall provide the capability for Board members and other staff to make private notes and annotations to Agenda items.
b) The system shall provide the capability for Board members and other staff to make e-mail inquiries to Staff regarding various Agenda items.

	









S



S
	

	1.20. 
	PDF output
	All documents stored in the system shall be able to be rendered to fully text searchable PDF format.
	M
	

	1.21. 
	Public Comment
	Please describe any functionality your system has that may facilitate the electronic generation and queuing of public comment “request to speak” slips.
	N
	

	1.22. 
	Multiple meeting types
	The system shall provide support for multiple meeting types for various boards and commissions. This will include the ability to have different document templates and workflow rules for each meeting type.
	S
	

	1.23. 
	Record retention
	Please describe the system’s capabilities for record retention and retrieval. Also discuss industry best practices for use of the system for retention and retrieval.    
	S
	

	1.24. 
	Uploading to the County Integrated Document Management System
	The Clerk of the Board maintains the final records of the Board which include all documents presented to the board and any final executed documents. The County has a contract with Open Text for an Integrated Document Management system in which these Board “final records” will eventually be stored. Describe how the system would interface with Open Text to export the documents in their final form.
	S
	

	3. System Access, Administration, and Security

	1.25. 
	System security
	The system shall have robust industry standard security mechanisms to control system feature, user, and document access.

Security must be implemented at both individual and group levels (role based).
	M




M
	

	1.26. 
	Active Directory
	The system shall provide user authentication and authorization by integrating with Microsoft Active Directory.
	S
	

	1.27. 
	Administrator functions
	The system shall have administration capabilities for appropriately authorized users to configure, monitor, and maintain the system.
	M
	

	1.28. 
	System messages
	The system shall provide appropriate status messages to system administrators, e.g. notifications of system degradation or failures when they occur.
	M
	

	1.29. 
	Lotus Notes Domino interface
	Provide an interface to Lotus Notes Domino directory for the following functions:

a) Users and groups for workflow functions.
b) Personal calendars.
	S
	

	4. Technical specifications

	1.30. 
	Server requirements
	The County runs several hundred virtual servers on VMware ESX hosts utilizing IBM BladeCenter hardware.

Proposers shall respond with detailed requirements needed for their system to run in this environment, including:

Operating system requirements.

Virtual server memory requirements.

Disk storage requirements for system software and indicative storage requirements for agenda data.
	



S
	

	1.31. 
	Database requirements
	Microsoft SQL Server 2008 is the primary supported enterprise-level database.

Proposers shall respond in detail indicating how their system will interoperate with this environment.

In addition, the database system shall have:

a) Automatic error detection and recovery.
b) Dynamic back out of in-progress updates after process failure.
c)  “Roll back from” and “roll forward to” last backup capabilities.
d) Be capable of maintaining audit records on a separate physical medium.
e) Support mirrored (duplicate) database images.
f) Shall have a record locking mechanism to guarantee data integrity.
g) Deadlock detection and prevention.
h) Multi-threaded processing to speed access time between users and the database.
i) Multi-user concurrent processing (more than one user accessing the database at the same time).
j) Produce a complete audit trail of revisions, changes and edits to information in the database.
k) Capable of back-ups at a pre-set time without interrupting use. Incremental backups shall be supported.

	


S
	

	1.32. 
	System performance
	Proposers shall provide details describing typical system response times (seconds) under varying conditions based on real world conditions. Including, but not limited to the following:

a) User log on / log off.
b) Update, refresh, and change pages or screens.
c) Return results for Agenda workflow progress status queries.
d) Check-in/open, save, and check-out/close documents.

	M
	

	1.33. 
	System resilience and backup
	Proposers shall describe system resilience features (e.g., dual homed), how backups are achieved, and how long it typically takes to recover and restore the system in the event of failures.
	M
	

	5. Support and Maintenance

	1.1. 
	Proposer Help Desk
	Proposers shall respond by detailing their user support offerings, service levels and costs, for providing support including:

a) System administrator support.

b) Application technical support.

c) General user support.

d) Hours of support.

e) Service levels (time to respond, time to resolution, etc.).

	M
	

	1.2. 
	Application maintenance, updates, and upgrades
	Proposers shall provide details of their support and maintenance methodology including:

a) Detail how periodic, routine application updates and “bug” fixes are provided and typically how often this happens, and the impact to system operations (e.g. live updates, system downtime required, etc.).
b) Detail how application upgrades are provided and typically how often these are released and the impact to system operations (e.g. live updates, system downtime required, etc.).
c) Provide indicative costs for both the above items.

	M
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