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PART ONE -- REQUEST FOR PROPOSALS
A Request for Proposals (RFP) from firms interested in providing Integrated Accounting and Other Software for the Town of Lexington is being issued by the Town.  Proposals will be received until the date and at the location indicated below.  

This request for proposals is intended to be a part of a competitive negotiation process.  The costs for providing a proposal are considered a marketing expense to be borne by the vendor.  

PROJECT NAME:

Town of Lexington Integrated Software
LOCATION:


Lexington, SC

DESCRIPTION OF PROJECT:
The Town of Lexington (Town) is contemplating a conversion to new integrated accounting and other software system.  The implementation will be completed in phases with the first phase anticipated to begin within 45 days of contract award.  The software should include functionality for general ledger, budgeting, financial reporting, accounts payable, accounts receivable to include utility billing, fixed assets, purchasing, payroll, human resources, time and attendance,  bank reconciliation, GASB 34, court case management, mobile citations, work orders, GIS tie in, building projects, business licenses, online citizen services, and a report writer.
As part of the project the vendor must establish and implement a training program for Town users to teach the skills and knowledge necessary to effectively use the technology being proposed.  The vendor will also be required to provide ongoing technical support and documentation to implement system updates as they become available.  Further, the vendor must indicate in the proposal the total cost to perform data conversion services and a detailed description of the conversion services proposed including programming.  It is the vendor’s responsibility to obtain the necessary information from the Town to provide the conversion services.  Mutually agreed specifications for the conversion services and testing procedures will be included in the contract.
PROPOSAL SUBMISSION:  To be considered during the evaluation of proposals, vendors are required to submit all requested information including pricing detail by module.  Pricing should include all costs related to the software, required hardware, conversion of existing data, installation, training, final implementation, recurring fees, and convenience costs.  Any vendor who chooses to submit a proposal by combining various software packages must submit a single proposal detailing the responsible vendor for each module as well as assuming the final responsibility for ensuring smooth integration of all software presented.  Every topic and question listed in this request for proposal must be addressed.

The total project cost is a major factor in the decision process but not the only consideration.  Other decision factors are the track record of the vendor with conversions at other organizations of similar size and complexity; vendor identification and understanding of the Town’s requirements; experience and qualifications of key vendor implementation support personnel; and track record in providing quality customer support.

The proposal shall be deemed an offer to provide services to the Town.  In submitting a proposal, the proposer declares that he/she understands and agrees to abide by all specifications, provisions, terms and conditions of same, and all ordinances and policies of the Town of Lexington including the Business License Ordinance.  The proposer agrees that if the contract is awarded to him/her, he/she will perform the work in accordance with the provisions, terms and conditions of the contract.  The proposal shall be prepared with a straightforward, concise delineation of the vendor’s capabilities to satisfy the requirements of this RFP.  The proposer shall submit the original properly signed in blue ink and clearly marked “Original”, and ten (10) copies of the proposal.  Proposals must be received no later than January 31, 2012 at 2:00 p.m.  Proposals should be addressed to Town of Lexington Finance, ATTN:  Sherry Brooks, 111 Maiden Lane, PO Box 397, Lexington, SC 29071.  The container shall be identified with the RFP Title, the name of the vendor, and the date and time of closing.
By submitting a proposal, the proposer declares that he understands and agrees that this proposal, specifications, provisions, terms and conditions of same, shall become a valid contract between the Town and the undersigned upon notice of award of contract in writing and/or issuance of a purchase order by the Town.  As a general rule, Proposals received after the published deadline will not be accepted and will be returned unopened. However, the Finance Director (or her designee) shall reserve the right to accept proposals received after the posted deadline under the following conditions:
· The tardy submission of the proposal is due to the following circumstances, which shall include but not be limited to: late delivery by commercial carrier such as Fed Ex, UPS, or courier where delivery was scheduled before the deadline, appears inadvertent and;

· The acceptance of said proposals does not afford any competing firm an unfair advantage in the selection process.
No Proposal can be withdrawn after it is filed unless the proposer makes his/her request in writing to the Town prior to the time set for the opening of Proposals, or unless the Town fails to accept it within sixty (60) days after the date fixed for opening.

Submission of a signed proposal is proposer's certification that the proposer will accept any awards made to him as a result of said submission of the terms contained therein.

Proposer’s taking exception to any part or section of these instructions or conditions shall indicate such exceptions on their proposal.  Failures to indicate any exceptions shall be interpreted as the proposer’s intent to fully comply with the specifications as written. Exceptions taken by proposers may result in evaluation point deductions and/or exclusion of proposal for Selection Committee consideration, depending on extent of exception(s). Such determination shall be at the sole discretion of the Selection Committee.

GENERAL SCOPE OF WORK:
  The Town desires to elicit proposals for integrated modular type software applications compatible with Windows Server 2008 to support and manage its operations.
.

The Town is looking for a vendor who has the ability and the product that can accommodate its business needs for the next decade or longer. It is the intent of this RFP to maximize efficiencies by procuring an integrated system that can function as an ‘off the shelf’ product which incorporates best practices but provides the option for The Town to change the configuration of processes if there is a future business or legal requirement without changes to the source code. The system must allow all Town departments to be able to access information through a centralized integrated database.

The system proposed by a vendor must have the capability to integrate or interface with GIS, provide interfaces to the web, wireless access for permit inspections, provide open APIs, feature on-line help, furnish system documentation, support electronic plan reviews, and meet government financial standards. The integration with GIS must be advanced to the point where specific fields in the proposed system will auto-populate from GIS layers in order to take advantage of the existing information in the GIS database.  

The Town requires that the vendor must perform, but not be limited to, the following functions: all required configuration work to enable the software application to function as required by the Town, all database conversion scripting, supply management reports for tracking applications moving through the system, and print any documents that are dictated by business processes.

The vendor will be required to migrate all of the Town’s business processes and data from current systems.  There are 95 active users, of which any or all may be logged into the system simultaneously. During the 2011 fiscal year there were approximately 1,027 permits, 2,786 inspections, 13,500 Utility Accounts, 50 Miscellaneous Receivable Accounts, 2,500 Business Licenses 1,000 Fixed Assets, 4,500 Checks issued, 1,600 Purchase Orders Created, and 4,000 Payroll Checks/Deposits.  
QUALIFICATION OF PROPOSERS:  tc "Qualification of Proposers:" \f C \l 2Before the award of any contract, each proposer may be required to show (to the complete satisfaction of the Finance Director, or her designee), that he/she has the necessary facilities, ability, and financial resources, to furnish the service as specified herein in a satisfactory manner, and he/she may also be required to show past history and references which will enable the Finance Director, or her designee, to satisfy herself as to the qualifications.  Failure to qualify according to the foregoing requirements will justify the Town in rejecting a proposal.

INTERPRETATION OF PROPOSAL DOCUMENTS AND INVESTIGATION OF PROJECT:  tc "Interpretation of Proposal Documents and Investigation of Project:" \f C \l 2Each proposer shall thoroughly examine the Proposal Documents, and judge for himself/herself all matters relating to the location and the character of the services he/she agrees to perform.  If the proposer should be of the opinion that the meaning of any part of the Proposal Document is doubtful, obscure or contains errors or omissions, he/she should report such opinion or opinions to the Finance Director.  Neither the Finance Director nor her staff shall be responsible for oral interpretation given either by herself or members of her staff.  The issuance of a written addendum shall be the only official method whereby such interpretation will be given.

REJECTION OR ACCEPTANCE OF PROPOSALS:  tc "Rejection or Acceptance of Proposals:" \f C \l 2The right is reserved by the Town to waive any irregularities in any proposal, to reject any or all proposals, to re-solicit for proposals, if desired, and upon recommendation and justification by the Town to accept the proposal which in the judgment of the Town is deemed the most advantageous for the public and the Town.

Any proposal which is incomplete, conditional, obscure or which contains irregularities of any kind, may be cause for rejection of the proposal.  In the event of default of the successful proposer, or his refusal to enter into the Town contract, the Town reserves the right to accept the proposal of any other proposer or to re-advertise using the same or revised documentation, at its sole discretion.

At its discretion, the Town may require any vendor to make an oral presentation of their proposal, provide demonstrations and/or submit further written literature.  These presentations provide an opportunity for the vendor to clarify the proposal for the Town.  The Town will schedule any such presentations or requests for information.  The award/negotiation sequence will be based on a formal methodology established by the Town.
Once the proposals are opened, each will be evaluated by a committee selected by the Town, taking into consideration the criteria stipulated in this RFP.  The Town, sole judge in evaluation considerations, may make an award to the vendor(s) who submits the proposal judged by the Town to be most advantageous.  The Town anticipates awarding one contract only.  The Town reserves the right to award on an all-or-none basis.  The award will only be to responsible vendor(s) licensed – including Town of Lexington Business License --  and qualified by experience to perform the services specified herein.  All proposals submitted shall be valid for a period of one hundred eighty (180) calendar days from the date of proposal opening.

PROTECTION OF RIGHTS OF THE TOWN:  tc "Protection of Rights of the County:" \f C \l 2The Town reserves the right to include in any contract document such terms and conditions as it deems necessary for the proper protection of the rights of the Town.

INSURANCE:  The vendor, if awarded a contract, shall maintain insurance coverage reflecting the minimum amounts and conditions specified by the Town.  In the event the vendor is a government entity or a self-insured organization, different insurance requirements may apply.

WORKERS’ COMPENSATION:  The vendor shall procure and maintain for the life of the contract/agreement Worker’s Compensation Insurance covering all employees with limits meeting all applicable state and federal laws.  This coverage shall include Employer’s Liability with limits meeting all applicable state and federal laws.  This coverage shall extend to any subcontractor that does not have their own Worker’s Compensation and Employer’s Liability Insurance.  Thirty (30) days notice of cancellation is required and must be provided to the Town via Certified Mail.

ADDITIONAL INFORMATION:

Other than minor procedural matters, questions regarding this proposal must be in writing and submitted to:

Kathy S. Roberts CPA 
Finance Director

Town of Lexington

111 Maiden Lane

PO Box 397 
Lexington, SC 29071

(803) 951-4657 
(803) 951-0352 - Fax 
kroberts@lexsc.com

Questions must be received no later than seven (7) Town work days prior to Proposal acceptance date.  Should any questions or responses require revisions to the Request for Proposal as originally published, such revisions will be by formal amendment only.

PART TWO – VENDOR INFORMATION
This questionnaire will be available in electronic format.

All questions must be completed in full.  
Please feel free to include additional material as needed, but all such material must be placed at the end of the proposer's submittal in a section separated from the remainder of the proposal.

VENDOR BACKGROUND INFORMATION
· Legal Name of Company as reported for financial purposes:       
· Current Years in Business using the above legal name:       
· What State is your company incorporated in:       
· Physical location of Headquarters Office and regional offices:       
· Physical location of Development Headquarters Office:       
· Private or Public Company:      
· List all shareholders with greater than 10% ownership and their percentage of ownership:      
· List the names of all officers and indicate any officers with outstanding corporate litigation matters:      
· Estimated market share in the United States:        
·  Estimated market share in State of South Carolina:      
· As part of the response to this RFP, the Town requires that the vendor disclose all third parties that the vendor uses to implement, support, or to meet functional and/or technical requirements outlined in this RFP.

· Name of the Third Party Vendor:       
· What function they would perform:       
· Contact name:       
· Contact number:       
· Describe how the warranty, support, and licensing are handled for this third party software:      
· If joint‑venture, list the participating firms and describe specific areas of responsibility (including administrative, technical and financial) for each firm:      
· Number of public sector installations:      
REFERENCES

List a minimum of five (5) site references, State of South Carolina references are preferred, that have fully implemented your software and meet the specifications in this RFP. 

Reference Number 1

Agency Name:      
Street Address:      
City:      
State / Province:      
Zip / Postal Code:      
Contact Name:      
Contact Phone:     
Number of years used:      
Number of upgrades performed:      
Version originally installed:      
Current version:      
Description of modules in use:      
Database backend & version:      
Reference Number 2

Agency Name:      
Street Address:      
City:      
State / Province:      
Zip / Postal Code:      
Contact Name:      
Contact Phone:     
Number of years used:      
Number of upgrades performed:      
Version originally installed:      
Current version:      
Description of modules in use:      
Database backend & version:      
Reference Number 3

Agency Name:      
Street Address:      
City:      
State / Province:      
Zip / Postal Code:      
Contact Name:      
Contact Phone:     
Number of years used:      
Number of upgrades performed:      
Version originally installed:      
Current version:      
Description of modules in use:       

Database backend & version:      
Reference Number 4

Agency Name:      
Street Address:      
City:      
State / Province:      
Zip / Postal Code:      
Contact Name:      
Contact Phone:     
Number of years used:      
Number of upgrades performed:      
Version originally installed:      
Current version:      
Description of modules in use:      
Database backend & version:      
Reference Number 5

Agency Name:      
Street Address:      
City:      
State / Province:      
Zip / Postal Code:      
Contact Name:      
Contact Phone:     
Number of years used:      
Number of upgrades performed:      
Version originally installed:      
Current version:      
Description of modules in use:      
Database backend & version:      
TECHNICAL QUESTIONS
· How many of these referenced installations have comparable network and hardware configurations using the same operating system:       
· Where is the Technical Support staff that will support the Town installation located:       
· How many technical people are on staff to support the version of the application in your bid:      
· What are their qualifications:      
· How many are DBA'S:     
· How many are researchers:      
· List the names and the qualifications of the staff that will implement the specifications outlined in this RFP:     
· In what language(s) is the application software developed:      
· What database management software is recommended for use with the application software:      
· What Report Writers are used with the application software to generate user defined, on demand reports:      
· When are future enhancements to the application software scheduled for release: What will they cost:      
· Is Source Code included in initial software price:  If not, what additional cost is there to purchase Source Code:      
· If the Source Code cannot be purchased, can it be put into an escrow account to insure that the Town is protected:      
· What is the warranty period for the application software:      
· At what point does warranty commence:       
· Describe the services provided at no charge during the warranty period:      
· Describe software modification policy:      
· Describe any policies that pertain to accessing (reading and modifying) the data in your system database through ODBC connections:      
· What system utilities or third party utilities are needed or recommended to operate in conjunction with the operating system:      
· Describe how data files can be imported and exported into Microsoft spreadsheets or word processing formats:      
· List the security capabilities of the software application, program and database:      
· List any third party security packages that will be required:       
· Describe your approach to interfacing the application software with other Town programs and databases accessible by all users on the Town’s network:      
· Describe how citizens of the Town will be able to do business with the Town over the Internet, specifically using credit cards to pay on their accounts, tracking permits and inspections, renewing contractor licenses, submitting zoning requests etc.:       
· The Town would like to implement the Utility Billing module first, the General Ledger/Payroll module second with the other modules to follow.  The Mobile Citations and Court Case Management modules will be the final phase.  With this in mind, describe your proposed Implementation Plan of the application software:       
· Describe the on-site training sessions and number of hours included with the Training Phase of the application software.  Please include a sample training manual or class outline.       
· Describe a detailed plan for implementing the proposed system.  This information must include:
· Project organization chart

· Detailed implementation methodology

· Detailed conversion methodology for providing the necessary levels of data conversion of as much data as possible from the current applications to the new system.  

· Implementation and training plan, including estimated time-frame and deliverables for each stage of the project

· Expected number of Town employees required at different stages/modules of the implementation process and for ongoing support

· Level of expertise (e.g., novice, proficient or advanced) required of Town staff for conversion and implementation, report writer, database and other system component maintenance, and for implementation and maintenance of hardware and software

· List all services included under software maintenance:       
· Are there available user groups?      
· Does your company supply an 800 number for user support: Yes FORMCHECKBOX 
 No FORMCHECKBOX 

· What are the hours of software maintenance service available to users: (Please include time zone):       
· What is the response time to maintenance calls:       
· Do you use a ladder system, if so, please explain:      
· Describe the method for assigning a priority and response dates to maintenance calls:      
· Describe the escalation policy for resolving difficult software problems:      
· Are there extensive help topics available within the application:      
· Does your company supply a Web site with an application knowledge base:      
· Describe the hardware environment required to utilize the proposed software:      
· Identify the operating system required by the proposed applications software in the hardware environment recommended above:      
· How do you handle maintenance contracts after upgrades are made to the system?  (Example:  Issues that are a result of an upgrade, are they handled as a part of the upgrade or are they considered maintenance under the maintenance contract?):      
· Does your firm offer discounts on maintenance contracts purchased for a specified period of time versus a single year maintenance contract:      
· What documentation is furnished with the software application?  Check all applicable items from following list: 

      Description of Documentation




 Number of Copies

 FORMCHECKBOX 

Application flowcharts





     
 FORMCHECKBOX 

Program flowcharts





     
 FORMCHECKBOX 

Narrative description of the application



     
 FORMCHECKBOX 

Narrative description of the program



     
 FORMCHECKBOX 

Detailed program specifications




     
 FORMCHECKBOX 

Screen layouts with detailed description of each field


     
 FORMCHECKBOX 

Report layouts of each report provided



     
 FORMCHECKBOX 

Data file layouts






     
 FORMCHECKBOX 

Data dictionary






     
 FORMCHECKBOX 

Error handling






     
 FORMCHECKBOX 

Operator instructions





     
 FORMCHECKBOX 

Backup procedures





     
 FORMCHECKBOX 

Installation procedures





     
 FORMCHECKBOX 

Password and security instructions 




     
 FORMCHECKBOX 

User Manuals






     
 FORMCHECKBOX 

Other







     
 SUPPLEMENTAL INFORMATION
1. Statement of litigation that firm or staff of firm is currently involved in, or has been involved in over the past five (5) years, stating points of contention and results if available. 

2. Total fees for work done on all Town of Lexington, SC projects in the past five (5) years. (If no work has been performed by your firm, state “none”.) 
3. Insurance Requirements Certification.
4. Proposer shall provide a list of any businesses and/or organizations to which the firm has any affiliation or obligations within the past five (5) years; whether paid or donated, which could be construed by the Town as a conflict of interest. 

5. Declaration of commitment not to pursue any private sector work within the limits of the Town project or directly affected by the Town project until the Town project is completed and accepted by the Town.

By signing below in the space provided, a principal of the firm certifies that the firm will comply fully with item 11 if awarded a contract by the Town.

__________________________________
_________________________________

Print Name of Principal



Print Title

__________________________________
___________________

Signature of Principal



Date of Signature

PART THREE -- SOFTWARE REQUIREMENTS
The Vendor is requested to complete the Software Requirements Assessment as part of the RFP response.  

This assessment conveys the Town’s requirements and interests and provides an indication of the software solution’s current and future capabilities, functions and features. 

The desired assessment shall encompass as many of the following requirements and interests as possible.  The Vendor shall address each requirement and interest using the following answer key: 

GENERAL REQUIREMENTS 
	
	
	

	REQ # 
	Requirement 
	Response

	GE 01 
	The system shall have integrated modules for the various Town functions and should eliminate duplicate data entry from one module to another. 
	

	GE 02 
	The system shall allow all data to be shared across all modules and disciplines. 
	

	GE 03 
	The system shall support role based access and securities. 
	

	GE 04 
	The system shall have the ability to define and assign tasks by user‐type or role. 
	

	GE 05 
	The system shall report when a user task has been assigned. 
	

	GE 06 
	The system shall report when a user task has been completed. 
	

	GE 07 
	The system shall provide an audit trail for all: 

•Transactions           •Edits 

•Uploads                  •Deletes 
	

	GE 08 
	The system shall allow for concurrent views of a record, document or image. 
	

	GE 09 
	The system shall track system activity by user name and unit. 
	

	GE 10 
	The system shall audit all electronic accounts for completeness. 
	

	GE 11 
	The system shall allow business rules and workflows to be defined or customized. 
	

	GE 12
	The system shall allow for pop up notes across the system when warnings or critical information needs to be communicated related to specific accounts or locations
	

	GE 13
	The system should integrate all financial responsibilities for a customer across applications.  
	

	GE 14
	The system should allow reports to be printed to various printers or to the screen.
	

	GE 15
	System should provide the ability to export any report to Microsoft Office products (Excel, Word, etc.)
	

	GE 16
	The system should have the ability to copy security rights from one user to another.
	

	GE 17
	Provide complete user documentation in the form of online help, available through the application and hard copy
	

	GE 18
	The system should support standard Windows editing functions such as Cut, Paste, Copy, etc.
	

	GE 19
	All screens can be navigated or completed without the use of a mouse.
	

	GE 20
	System must allow multiple users to be in the same module at the same time, without running multiple sessions of the application.
	

	GE 21
	Data stored in a Relational Database System that includes transaction logging, live backup capabilities, and a GUI Management Interface.
	

	GE 22
	Allow for unlimited transaction history.
	


SPECIFIC REQUIREMENTS

	General Ledger 

	FIN 01 
	Financial applications meet General Accepted Accounting Principles (GAAP).  Financial internal controls comply with governmental accounting and financial reporting standards.
	

	FIN 02
	The system must provide a flexible account number system providing for Fund, Department, and Object account classifications.
	

	FIN 03
	Account numbers must be able to be segregated by type and user defined criteria.
	

	FIN 04
	The system should provide inquiry capability on all GL accounts.  
	

	FIN 05
	Inquiry capability should allow for inquiry for object accounts across all funds and departments.
	

	FIN 06
	Inquiries should print to screen or printer.
	

	FIN 07
	GL information should be able to be seen from the top level and then drill down to the original entries that make up an account balance.
	

	FIN 08
	Standard reports should be provided – Trial Balance Balance Sheet, Income Statement, Statement of Cash Flows.
	

	FIN 09
	Ad hoc reporting should be available as needed.
	

	FIN 10
	Journal Entries should require a balanced entry by fund before being posted.
	

	FIN 11
	Allow over-budget spending with account overrides.
	

	FIN 12
	Journal entries have a unique item number and description.
	

	FIN 13
	Allow creation of recurring journal entries and journal entry templates.
	

	FIN 14
	Allow creation of journal entries that reverse automatically.
	

	FIN 15
	GASB 34 Compliant
	

	FIN 16
	Maintains two open accounting years to allow processing in both years.
	

	FIN 17
	Support cash management for investment.
	

	FIN 18
	Tracks month to date and year to date amounts.
	

	FIN 19
	Ability to close by fund group or by fund.
	

	FIN 20
	Maintain multiple year detail on-line.
	

	FIN 21
	Automatic interest allocation calculation based on cash balances in various funds.
	

	FIN 22
	Validates keyed account numbers.
	

	Budgeting

	BUD 01
	The system must allow monthly or annual budgeting.
	

	BUD 02
	The system must have a posting mechanism for budget amendments and line item transfers with an audit trail of all changes.
	

	BUD 03
	Standard reports should provide a budget to actual comparison (by month and by year-to-date) by department.
	

	BUD 04
	The system should allow for copying budgets from year to year as well as applying an across the board percentage increase.
	

	BUD 05
	The system should have the ability to show an original requested budget, a recommended budget and an approved budget in the planning portion.
	

	BUD 06
	Data entry areas for departmental budget requests should allow for note entry for line item justification.
	

	BUD 07
	Departmental budget requests should have sub areas where information entered by budget staff cannot be changed by departments.  (For entering known contract costs) where the totals roll into the final line item amount.
	

	BUD 08
	Salary budgets should flow from the payroll system with adjustments for COLA’s and merit increases.
	

	BUD 09
	The system should allow selective multi-year comparisons of budgets.
	

	BUD 10
	The system should allow you to enter an annual dollar amount and allocate it evenly over the months or to enter variable monthly amounts or to enter monthly percentages and allocate the annual amount based on the percentages.
	

	BUD 11
	The system should have a report to allow you to import/export from other files for the final budget numbers.
	

	BUD 12
	The system should interface with Word to allow for ease of preparation of the budget document.
	

	BUD 13
	Provide for a multi-year capital planning process
	

	BUD 14
	Allows for on-line tracking of goals/objectives per department.
	

	BUD 15 
	Final approved budget should post to the general ledger.
	

	BUD 16
	Ability to distribute budget worksheets via e-mail.
	

	Financial Reporting 

	FR 01 
	The system should provide standard reports for balance sheet, income statements, statement of cash flows, and trial balance.
	

	FR 02
	The system should provide budget to expenditure comparison reports for departments with a month comparison and a year-to-date comparison.
	

	FR 03
	The system should provide reporting in accordance with GASB 34 compliance including notes.
	

	FR 04
	The system should provide dashboard reporting for management with flexible key performance indicators.
	

	FR 05
	The system should allow reports to be exported into Excel for searching and manipulation.
	

	FR 06
	Monthly or Yearly detail trial balance with the ability to download to Excel.
	

	Accounts Payable

	AP 01
	The system must have an area to record (or pull in) the current business license number and an area for the certificate of insurance expiration date.
	

	AP 02
	The system must have the ability to set up 1099’s vendors and create 1099’s at year end in accordance with IRS regulations.
	

	AP 03
	The system should interface with Utility Billing  where refunds generated by Utility Billing are automatically set up for payment in Accounts Payable.
	

	AP 04
	The system should allow for multiple invoices on one check, but should also allow for separate checks to one vendor as needed.
	

	AP 05
	The system must allow for set up of recurring payments to be automatically generated each month.
	

	AP 06
	The system should allow for distribution codes to be set up for automatic multiple account application.
	

	AP 07
	The system should not allow entry of a duplicate invoice number for a single vendor.
	

	AP 08
	The system should be able to print checks for a selected vendor or for a selected invoice.
	

	AP 09
	Ability to schedule invoices for payment based on Vendor terms, future dated invoices, etc.
	

	AP 10
	Allow the use of a miscellaneous vendor number.
	

	AP 11
	Maintain a vendor file.
	

	AP 12
	Validates keyed account numbers.
	

	AP 13
	Clears encumbrance when payment is posted to the general ledger.
	

	AP 14
	Ability to accrue for use tax due.
	

	AP 15 
	Allow wire transfers to be processed through accounts payable.
	

	AP 16
	Provide automatic expense posting.
	

	AP 17
	Allow for returned items or void invoices.
	

	AP 18 
	Allow processing with or without purchase orders.
	

	AP 19
	Allow user to determine encumbrance carryover at year-end.
	

	AP 20
	Allow checks to be processed on a user defined basis.  i.e. weekly, monthly, daily 
	

	AP 21
	Provide both single check and batch check processing.
	

	AP 22
	Provide for electronic/digital signature for checks.
	

	AP 23
	Ability to reissue check batches.
	

	AP 24
	Ability to provide invoice tracking for pending department approvals.
	

	AP 25
	Provide vendor payment history.
	

	AP 26
	List of all invoices.
	

	AP 27
	Vendor List
	

	AP 28
	Maintain detailed history on each account.
	

	AP 29
	Check register report with the option to include GL numbers.
	

	Accounts Receivable – Utility Billing

	AR 01
	The system should allow custom letters to be sent to groups of customers based on specific selection criteria.
	

	AR 02
	The system should allow customer account selection by specific criteria for further processing, for example delinquent accounts for cut off.
	

	AR 03
	The system should indicate the most recent or open account for a customer when doing a search for said customer.
	

	AR 04
	The system should allow notes to be added for the customer and the location.
	

	AR 05
	The system should provide for scanning information and attaching to an account.
	

	AR 06
	The system should allow multiple people to access an account at the same time for inquiry.
	

	AR 07
	The system should have the capability to scan payment stubs (reading bar codes on bills) and endorse checks.
	

	AR 08
	The system should have the capability to search for an account using a variety of fields, i.e. phone # SSN, address, etc
	

	AR 09
	The system should have the capability to show use charges and balance information for accounts from start to present.
	

	AR 10
	The system should have the capability to show work orders and notes from those workorders for specific accounts.
	

	AR 11
	The system should easily flow from one action to the next without having to open multiple windows or functions.
	

	AR 12
	The system should interface with all modules to show billings and collections.
	

	AR 13
	The system should have the capability to post payments paid through the Town of Lexington Website.
	

	AR 14
	The system should have the capability to accept payments by automatic draft of credit card or checking/savings account.  This would include interfacing with our banking institution (First Citizens).
	

	AR 15
	The system should have the capability to swipe credit cards.
	

	AR 16
	The system should allow billing for payment installments.
	

	AR 17
	The system should have the capability to accept payment files from the bank (AR-Box)
	

	AR 18
	The system should allow cycle billing.
	

	AR 19
	The system should allow bills to generate as letter size, postcard or as a file to send to a printing company.
	

	AR 20
	The system should allow the option to print multiple utility accounts for the same owner to one bill.
	

	AR 21
	The system should be able to generate files of accounts meeting certain specifications to send to an automated phone system.
	

	AR 22
	The system should interface with radio read software and have the reporting capability to verify all readings and usage. The EZ Reader software interface requirements are included as Appendix A.
	

	AR 23
	The system should allow user defined codes for accounts or locations.
	

	AR 24
	The system should automatically update a customer’s account showing any activity that has been processed, such as cut off, letters mailed, etc.
	

	AR 25
	The system should allow processing of payments in a large batch where receipts are not needed.  i.e. payments received in the mail.
	

	AR 26
	The system should track all bad debts and the write off process.  i.e. even after being written off, if a customer should move back to Town we should be able to know the individual still owes us money.
	

	AR 27
	The system should interface with the SC Set Off Debt Program.
	

	AR 28
	The system should notify if a social security number has previously been used.
	

	AR 29
	The system should search even on part of a name.
	

	AR 30
	The system should warn a user if a duplicate address is being entered.
	

	AR 31
	The system should be able to reprint receipts, with the ability to select and print a receipt from a customer file.
	

	AR 32
	The system should be able to select and print a work order from a customer file.
	

	AR 33
	Bills should be able to be printed as needed
	

	AR 34
	The system should automatically generate delinquent letters and second notices on a routine schedule.
	

	AR 35
	Allow for late fees and reconnection fees.
	

	AR 36
	System should generate a cutoff list for delinquent customers.
	

	AR 37
	System should track return checks and return drafts.
	

	AR 38
	Warns that a customer has an outstanding returned check/draft.
	

	AR 39
	Maintains a daily cash receipts journal.
	

	AR 40
	Allow multiple receipt types to allow the user a method for assigning account numbers and standard descriptions.
	

	AR 41
	Allow distribution codes for recurring receipts.
	

	AR 42
	Validates a user’s initials on receipts to the user’s sign-on user ID.
	

	AR 43
	 Allows all receipt edits to be saved to an edit journal.
	

	AR 44
	Produces a predefined daily receipt report for the user to match to daily deposits.
	

	AR 45
	Allows for multiple cash drawers each day.
	

	AR 46
	Generates a receipts distribution journal by operator.
	

	AR 47 
	Allows receipts to be listed in account number order with amount and count subtotals.
	

	AR 48
	Allows receipts to be viewed and printed by receipt date, cash account number and receipt type.
	

	AR 49
	Allow for customer search by name, address, social security number, or telephone number.
	

	AR 50
	Generates reports with report summary totals for each cash account with optional page break and including subtotals by receipt type.
	

	AR 51
	Generates daily edits report.
	

	AR 52
	Allows inquiries by receipt date, name, dollar amount, GL number, payment type, or combination.
	

	AR 53
	Allows for inquiry of all open customer accounts at one time.
	

	AR 54
	Generates Cash Receipts posting journal with distributions.
	

	AR 55
	Centralized collections report:  by line item of average daily receivables, months receivables, YTD receivables, plus detailed transaction report for the month including:  account, account name, clerk, amount collected, collection format, change given.
	

	AR 56
	Daily cash collections/deposit report.
	

	AR 57
	Transaction report by operator.
	

	AR 58
	Miscellaneous receipts daily report.
	

	AR 59
	Allows for drawer to be closed out and re-opened by different users throughout the day.
	

	AR 60
	System should track accounts and locations.
	

	AR 61
	Allows multiple readings, use of compound readers, and use of billing estimates.
	

	AR 62
	Accounts link to GIS system.
	

	AR 63
	Supports capital CASS certified +4, postal service bar coding and sorting
	

	AR 64
	Allows option of drafting or not drafting final bill.
	

	AR 65
	Allows for a static or customizable message to be printed on each bill.
	

	AR 66
	Calculates unlimited rate structures and unlimited rates.
	

	AR 67
	Allows for volume charges, customer charges, availability charges and base charges.
	

	AR 68
	Bills customers with no monthly volume charge.
	

	AR 69
	Bills master meters.
	

	AR 70
	Allows for surcharge billings.
	

	AR 71
	Bills periods other than monthly.
	

	AR 72
	Creates, renumbers and transfers customer account to another account.
	

	AR 73
	Processes multiple payments and adjustment transaction types.
	

	AR 74
	Records the reading and the date of readings.
	

	AR 75
	Generates a minimum bill.
	

	AR 76
	Flags billing for accounts specially coded (being in bankruptcy, life support)
	

	AR 77
	Identifies inactive accounts and flags negative consumption billing.
	

	AR 78
	Holds multiple addresses.
	

	AR 79
	Generates a history file of relocations.
	

	AR 80
	Tracks customer contacts.
	

	AR 81
	Ability to graph usage for a predefined period (at least one year) on the customer’s statement.
	

	AR 82
	Produces multiple copies of bills to be sent to different addresses.  
	

	AR 83
	Supports e-mailing bills.
	

	AR 84
	Provides meter reading and consumption history for at least five years.
	

	AR 85
	Tracks planned service delivery interruptions and notifies customers via mail, telephone, or internet.
	

	AR 86
	Tracks all utility activity by date including installs, repairs, replacements and maintenance.
	

	AR 87
	Allows export to Excel for trend data analysis.
	

	AR 88
	Cycles based on set billing dates, not number of days or weeks.
	

	AR 89
	Allows for grouping of accounts and locations in a subdivision under a single developer; flags if they are past due on any account.
	

	AR 90
	Produces meter read sheets for meter turn on/off and reading.
	

	AR 91
	Report flagging customers over/under $X, based on class of customer.
	

	AR 92
	Report of total accounts and total households.
	

	AR 93
	Provides Utility usage reports.
	

	AR 94
	Supports accounts receivable aging of 30, 60, 90, and 120 days.
	

	AR 95
	Generates a daily meter reading report including reads, no reads, and adjusted reads.
	

	AR 96
	Provides a monthly summary of meter reading activity by meter reader.
	

	AR 97
	Has a meter inventory and inquiry system to track meters and remote devices.
	

	AR 98
	Maintains a daily log of ‘works in progress’.
	

	AR 99
	Tracks and reports capital projects, repair and maintenance by location.
	

	Miscellaneous Accounts Receivable

	MAR 01
	Maintain a customer master file.
	

	MAR 02
	The system should include the ability to keep track of rental facilities, rents paid and deposits paid with a calendar for bookings.
	

	MAR 03
	The system should allow printing of statements as needed.
	

	MAR 05
	Ability to classify customers by user-defined classifications.
	

	MAR 06
	Recognizes bankruptcy accounts.
	

	MAR 07
	Supports capital CASS certified +4, postal service bar coding and sorting.
	

	MAR 08
	Processes recurring receivables.
	

	MAR 09
	Supports accounts receivable aging of 30, 60, 90, and 120 days.
	

	MAR 10
	Reports balances by fund.
	

	MAR 11
	Distinguishes collections by bill type.
	

	MAR 12 
	Ability to produce fixed or recurring billings based upon contract terms.
	

	MAR 13
	Prepares liens.
	

	MAR 14
	Tracks delinquent customers.
	

	MAR 15
	Ability to accommodate multiple payments for an invoice.
	

	MAR 16
	Provides for miscellaneous bill payments.
	

	MAR 17
	Can accept and post receipts where no bill exists.
	

	Fixed Assets

	FA 01
	The system must allow for assets which may be a component of another fixed asset.
	

	FA 02
	The system must be able to run acquired and disposed asset reports for a specific time period, monthly and yearly, as well as by asset type and department.
	

	FA 03
	The system must be able to run all asset inquiry reports by  department, location, asset type, G/L number, etc.
	

	FA 04
	The system must allow for various user defined acquisition and disposal methods.
	

	FA 05
	Allows the following fields:
  Sub-Classification grouping                Equipment/Vehicle ID number

  General Description                             Detailed Description

  Location                                               Serial Number
  Useful Life                                           Salvage Value

  Method of Depreciation
	

	FA 06
	Allows future fixed asset purchases to be entered into the depreciable fixed asset work file.
	

	FA 07
	Allows data from the purchase order or posted invoice to be transferred to the fixed asset file.
	

	FA 08
	Allows asset number to be system or user assigned.
	

	FA 09
	Adds parcel number for real property.
	

	FA 10
	Allows for and tracks various funding sources.
	

	FA 11
	Provides the contributed share percentage of the cost of the fixed asset from outside sources.
	

	FA 12
	Identifies grant number funding the asset.
	

	FA 13
	Allows user defined classifications of assets.
	

	FA 14
	Allows for multiple depreciation methods including user defined depreciation.
	

	FA 15
	Creates a work file of depreciable fixed assets for budget preparation.
	

	FA 16
	Tracks items by life expectancy and reports out-of-date items.
	

	FA 17
	Continues to depreciate an item to zero or salvage value even if life expectancy has expired.
	

	FA 18
	Provides location and transfer information on an asset.
	

	FA 19
	Tracks the original cost of an asset.
	

	FA 20
	Ability to display or print subsidiary ledgers of fixed asset balances for current or prior periods.
	

	FA 21
	Provide reports that detail depreciation and capital equipment purchases for five years.
	

	FA 22
	Provides reports for GFOA CAFR, GASB 33 and GASB 34.
	

	Purchasing

	PUR 01
	The system should allow for the inputting of electronic purchase orders.
	

	PUR 02
	The system should allow for the inputting of requisitions.
	

	PUR 03
	Ability to create purchase order from requisition.
	

	PUR 04
	Allow purchase orders to be posted to multiple accounts.
	

	PUR 05
	Alerts user if PO/Requisition to be created will create a negative balance in a line item; allows for override.
	

	PUR 06
	Can change vendor number on PO.
	

	PUR 07
	Allows for PO to be completed to relieve an encumbrance.
	

	PUR 08
	Allows for partial payment for an encumbrance for supplies received if other supplies from the same encumbrance are outstanding.
	

	PUR 09
	Provide for a listing of open PO's including their status.
	

	Payroll

	PR 01
	The system should provide an audit trail for all deletions, changes, and/or additions.
	

	PR 02
	The system should allow concurrent views of records.
	

	PR 03
	The system should not allow changes to records in use by another user.
	

	PR 04
	The system should not allow unauthorized users access to Payroll/Admin information.
	

	PR 05
	The system should not allow records from previous pay period to be changed.
	

	PR 06
	The system must have options of doing mass changes to employee records (ex. COLA increase and insurance rates).
	

	PR 07
	The system must be able to set up maximum dollar amounts on deductions to be taken out each pay period.
	

	PR 08
	The system must allow ACH deposits for payroll checks.
	

	PR 09
	The payroll withholding should interface with accounts payable and generate invoices to be paid automatically.
	

	PR 10
	Ability to interface with electronic time-keeping systems.
	

	PR 11
	Ability to allocate payroll for a single employee across multiple departments.  However employee should be listed in the roster for the home department.
	

	PR 12
	Unlimited pay type codes.
	

	PR 13
	Allows user to recalculate a payroll and see the results by employee number at an inquiry screen.
	

	PR 14
	Ability to work with or without a grade/step type compensation plan.
	

	PR 15
	Allows payroll deposits to multiple checking/savings accounts per employee.
	

	PR16
	Tracks all changes to employee payroll master fields in a journal, from which reports can be printed.
	

	PR 17
	Generates a memo/e-mail to employees for payroll master changes.
	

	PR 18
	Track’s employees last merit raise date and future merit dates.
	

	PR 19
	Provides grade/step compensation schedules, but allows for pay rates outside the grade/step schedules.
	

	PR 20
	Provides a reason code that details why an employee’s pay rate was last changed.
	

	PR 21
	Allows unlimited number of payroll deductions, however does not allow a negative net pay.
	

	PR 22
	Provides a reason code that details why an employee was terminated.
	

	PR 23
	Allows for a payroll check run that is daily exception based.  These exceptions are saved to a leave history file, from which Personnel prints leave and absenteeism reports.
	

	PR 24
	Allows extra payroll runs for bonuses.
	

	PR 25
	Provides a payroll register that lists all deductions.
	

	PR 26
	Allows ‘what if’ scenarios for calculating an individual employee’s net pay in a work file.
	

	PR 27
	Calculates retroactive pay.
	

	PR 28
	Allows for payroll exceptions such as workers’ comp., without pay, holiday, military leave, annual leave, sick leave, suspension, bereavement leave, and other user defined.
	

	PR 29
	Allows earnings codes that are non-taxable.
	

	PR 30
	Prints employee W-2 forms (paper and electronic) and creates appropriate files to send to IRS and State government.
	

	PR 31
	Provides for one time deduction.
	

	PR 32
	Prints deductions on separate registers in alphabetical order.
	

	PR 33
	Runs totals (gross, net, federal, state, social security, Medicare, and deductions) and saves to the payroll worksheet file.
	

	PR 34
	Lists totals within date ranges to determine the amount of taxes to be paid and other withholdings to be paid.
	

	PR 35
	Has the capability for a universal pay rate increase.
	

	PR 36
	Allows for the addition of fringe benefits to the W-2’s.
	

	PR 37
	Manages COBRA benefits.
	

	PR 38
	Creates an ACH file of employee direct deposits and a transmission file of 401k and 457 deferred income.
	

	PR 39
	Allows for leave accrual based on years of service.
	

	PR 40
	Warns of a leave shortage if employee tries to take more leave than he has accrued.
	

	PR 41
	Prorates general leave hours if an employee does not work the full amount of regular hours in a pay period.
	

	PR 42
	Allows for an employee leave bank.
	

	PR 43
	Reports employee leave by department and absentee reports using information from the employee leave file.
	

	PR 44
	Allows a year end routine to remove leave totals above a set maximum.
	

	PR 45
	Provides that deductions may have a start date, end date, deduction interval, constant deduction, number of deductions, pay periods, deduction cap, or combination.
	

	PR 46
	Provides for calculation of Section 125 cafeteria plan with multiple deductions.
	

	PR 47
	Tracks and provides reporting for deferred compensation (457 and 401k).
	

	PR 48
	Allows for flexible accumulation of compensatory time.
	

	PR 49
	Ability for all fields to be printed on the pay stub as desired.
	

	PR 50
	Ability to produce/print a deduction register, unemployment quarterly report, 941 reports, retirement system reports (including police retirement), liability reports for compensated absences.
	

	PR 51
	Provides reporting to list employee checks for a date range showing pay and deduction amounts as well as regular, overtime and leave hours.
	

	PR 52
	Print payroll related reports such as terminations by department, worker’s compensation analysis, employee profiles, employee merit evaluations due or past due, pay rate related changes, EEOC, affirmative action workforce analysis and employee rosters.
	

	PR 53
	Prints annual wage and benefit reports for employees
	

	PR 54
	Provides labor analysis, loss time and overtime reports.
	

	PR 55
	Monthly workers’ comp. report allowing users to select criteria to show.
	

	PR 56
	End of year reporting – calendar and fiscal.
	

	Human Resources

	HR 01
	Ability to use Internet or Intranet for self service tools.
	

	HR 02
	Provides applicant tracking.
	

	HR 03
	Provides job vacancy tracking and analysis reports.
	

	HR 04
	Records employee disciplinary actions that can be summarized and reported by category and race/sex and by department and race/sex.
	

	HR 05
	Enters employee terminations into the payroll master then saves to a journal for later reporting.
	

	HR 06
	Employee changes of job and/or department recorded in the payroll master and saved to a promotion/transfer journal for later reporting.
	

	HR 07
	Tracks the types of training each position is required to have and record the actual training each employee has completed.
	

	HR 08
	Tracks employee safety violations.
	

	HR 09
	Tracks emergency preparedness data.
	

	HR 10
	Tracks random drug testing.
	

	HR 11
	Maintains and reports workers’ compensation information (including police).
	

	HR 12
	Produces EEO4 report.
	

	HR 13
	Ability to track recruiting information (e.g. how applicant heard about position).
	

	HR 14
	Maintain premium and deduction amounts for multiple benefit plans.
	

	HR 15
	Ability to maintain record of employee plan history.
	

	HR 16
	Ability to automatically produce payroll deductions based upon benefit plan enrollments.
	

	HR 17
	Ability to automatically produce health insurance premium changes based on Medicare eligibility status.
	

	HR 18
	Ability to produce confirmation letters indicating the employee’s current participation levels in all benefit plans.
	

	HR 19
	Ability to produce COBRA notification letters.
	

	HR 20

	Ability to record historical disciplinary action by employee, date, type of incident, type of follow-up, action taken.
	

	HR 21
	Ability to query or report on any field within the HR and PR modules.
	

	HR 22
	Ability to produce an employee profile containing job history, salary history, etc.
	

	HR 23
	Ability to produce statistical reports which report recruiting information, gender, race, veteran status, listing of applicants that applied for a given position at a point in time.
	

	HR 24
	Ability to generate a pre and post enrollment report which lists the plan, premiums, deductions, etc.
	

	Time and Attendance

	TA 01
	The system should allow for automatic timecard entries.
	

	TA 02
	The system should have the capability of using a finger touch or magnetic card swipe entry feature.
	

	TA 03
	The system should be electronic.  You should be able to create leave in weekly increments.
	

	TA 04
	The system should allow the leave to be updated to a previously created timecard and adjust accordingly.
	

	TA 05
	The system should allow you to make changes to a previously submitted leave request in the current pay period or after without doing a new request.  (ex. change annual leave to sick leave)
	

	Bank Reconciliation

	BR 01
	Provide check reconciliation.
	

	BR 02
	System must be able to print report of all outstanding checks.
	

	BR 03
	System must be able to identify checks that paid for numbers that do not match those issued.  i.e. miscoded and allow them to be cleared manually.
	

	BR 04
	System must be able to identify any items from the general ledger that do not correspond with bank statement and vice versa.
	

	BR 05
	Accepts reconciliation data to be imported from multiple formats (disk, manually, web)
	

	BR 06
	Provide a listing of all cleared checks by check type and by fund.
	

	BR 07 
	Ability to produce a reconciliation activity report showing all the daily on-line update activity in the system.
	

	Court Case Management and Mobile Citation

	CCM 01
	The system should have the ability to interface court payments within the receipting functions.
	

	CCM 02
	Provide and track incident reporting.
	

	CCM 03
	Provide mobile field reporting.
	

	CCM 04
	Provide traffic accident reporting.
	

	CCM 05
	Provide issuance, management, tracking and reporting of citations, warrants, orders, and restraints.
	

	CCM 06
	Track and manage field contacts.
	

	CCM 07
	Allow for equipment and asset management.
	

	CCM 08
	Facilitate personnel management and internal affairs management.
	

	CCM 09
	Allow for crime analysis and mapping.
	

	CCM 10
	Provide general reporting of all fields tracked.
	

	CCM 11
	Management, tracking, and bar coding of evidence.
	

	CCM 12
	Allow for web base reporting.
	

	CCM 13
	Provide an automated vehicle locator.
	

	CCM 14
	Interface with national, local, and internal criminal database.
	

	CCM 15
	Allow for National Crime Information Center (NCIC) inquiries to include the Department of Motor Vehicles (DMV) information – the addition, modification, and removal of entries.
	

	CCM 16
	Training and certification module that complies with the South Carolina Criminal Justice Academy.
	

	CCM 17
	Linked data bases with drill down capabilities.
	

	CCM 18
	Provide daily shift reporting.
	

	CCM 19
	Require unique person identifier.
	

	CCM 20
	System should require data to be entered only one time.
	

	CCM 21
	Provide automatic submission of data to external sources based on Town Police requirements.
	

	CCM 22
	Provide code tables to assist data entry.
	

	CCM 23
	Allow for all fields to be queried.
	

	CCM 24
	Data should be validated at entry.
	

	CCM 25
	Provide easy access to linked cases, property, information and investigative summaries.
	

	CCM 26
	Manage and track prospective Juror lists.
	

	CCM 27
	Interface Juror payment requests with Accounts Payable to eliminate double data entry.
	

	Work Orders

	WO 01
	The system should have the capability to show work order and notes from those work orders for specific accounts.
	

	WO 02
	The system needs to be able to print a listing of work orders by status – all, open, closed, or late.
	

	WO 03
	The system needs to be able to create letters from open work orders.
	

	WO 04
	Allow editing, completing, printing and deletion of work orders.
	

	WO 05
	The system needs to be able to print or reprint individual work orders.
	

	WO 06
	Allows tracking of hours and inventory used per ticket.
	

	WO 07
	Allows for definition of types of calls.
	

	WO 08
	Work orders are linked to the requestor and utility account as applicable.
	

	WO 09
	Provides report of hours by employee and by work crew with total and average hours over a user-defined time range.
	

	WO 10
	Report of total and average hours by work order type over a user-defined time range.
	

	WO 11
	Work order printout provides one-=sheet printing of work orders, grouped by work crew, for assignment.
	

	WO 12
	Provides reports for location work order history, requestor work order history, and utility account work order history.
	

	GIS

	GI 01
	The system needs to be fully integrated with the Town’s GIS system.
	

	Building Projects/Permitting

	BP 01
	Software should be capable of providing, tracking, managing, providing fee information and reporting for permits for a variety of different types of projects including:

      building                           signs

      zoning                             engineering 
      landscaping                     architectural and appearance
      accessory structures        reinspections
      violations                        land use
	

	BP 02
	Should be capable of creating, tracking and managing all types of building inspections.
	

	BP 03
	Should be able to create zoning permits and allow inspection reports for a variety of accessory structures such as fences.
	

	BP 04
	Should be able to create daily inspection logs that include time, lot number, address, permit number, type, pass or fail, and retain any comments associated with the inspection.
	

	BP 05
	Should be able to create, track and manage certificates of occupancy, temporary certificates of occupancy, partial certificates of occupancy, certificates of compliance, and certificates of completion.
	

	BP 06
	Should be able to create reports such as open single family dwelling reports, open commercial reports and combination reports that can be provided to the public.
	

	BP 07
	The system should fully interface with zoning, addressing, contacts, finance, and GIS.
	

	BP 08
	Tracks lots according to:  owner, contractor, address, parcel number, building permit, property tax number.
	

	BP 09
	Tracks variations and conditional uses.
	

	BP 10
	Tracks zoning complaints and status of complaint process.
	

	BP 11
	Tracks all actions, permits, etc. tied to property location.
	

	BP 12
	All activity links back to a common system plat.
	

	BP 13
	Interfaces with cash collections to allow centralized collection of fees.
	

	BP 14
	Allows basic information entered on an initial screen to populate individual permit screens.
	

	BP 15
	Automatically calculates expiration dates.
	

	BP 16
	Flags permit or license for inspections requirements.
	

	BP 17
	Track cut lots and fees collected.
	

	BP 18
	Creates census report.
	

	BP 19
	Allows reporting or inquiry of parcel – all fees collected over date range, by type, with total.
	

	BP 20
	Provides permit/fee report by permit type that shows the number of permits and revenue generated.
	

	BP 21
	Provides expired construction report.
	

	Business Licenses 

	BL 01
	Ability to print applications. Single and mass printing at renewal time and additional notices as needed. Be able to print a select group or renewal (by SIC or Class Rating).  The mass printing will have the ability to include enclosures or advertisements to accompany the application.  Applications will not be preprinted but instead will print graphics and text and have the option to select black or color output.
	

	BL 02
	Have a system with extensive reporting features.  Make available standard reports and have the ability to customize reports by users that can be in different formats if needed (excel, word, adobe) and provide a print preview prior to printing or exporting.  Reports generated will need the ability to sort on columns within the report when viewed in the system.
	

	BL 03
	Ability to scan and upload documents to be stored within the individual business license file/account.
	

	BL 04
	Allow user to enter the approved clearance form/coversheet information in the business license account and upload the form to the account.
	

	BL 05
	Tracks account activity by user and type of activity and be able to have an automatic backup of logs and transactions.
	

	BL 06
	Supports email addresses within accounts and ability to automatically email from the account/application or within a reporting feature and the ability to define and send mass emails to desired accounts about deadlines and delinquencies.  Be able to import/export email addresses to/from water billing accounts if needed.
	

	BL 07
	Have the ability to capture screens and have them automatically placed in a word document.
	

	BL 08
	System will automatically generate Microsoft Word or Adobe PDF document form letters (or a report so these form letters can be manually generated) when a refund or balance due is processed at time of payment entry.  The template form letters should be able to have a branded letterhead and necessary automation to outline the reason for the difference unique to that account and will be printed on the letter.
	

	BL 09
	Have on-line capabilities: customers will be able to apply for  (under certain conditions/restrictions), renew, inquire and make payments on their business licenses on-line.  Should also allow any online registered customer to receive renewal reminders by email, look at their historical data and account, list fees or charges and change certain fields like email address, mailing address, phone number.  
	

	BL 10
	Provide a wildcard or partial name search.  Ability to search on other information within the account (i.e. contact or owner name, address,

Social Security Number, Federal Tax ID Number, business type, SIC).
	

	BL 11
	Be able to link business license accounts to utility accounts.
	

	BL 12
	Be able to cross reference the SIC to NAICS codes
	

	BL 13
	Must be able to classify and identify active, inactive and terminated accounts as well as the ability to run tracking reports on all types of accounts.
	

	BL 14  
	Should allow processing of other taxes on the business license accounts if necessary and have provisions for new undetermined services from within the business license account.  The processing, collection and any additional activity would be associated to the main business license account.
	

	BL 15
	Ability to print licenses.  Licenses will not be pre-printed but instead will print graphics and text (including mailing address so a window envelope can be used) and print them on regular (81/2 x 11) perforated paper (perforation will be at 5 ½ from the top of the paper).  Two licenses from the same business will be printed on each sheet of paper. The top half is for the file and the bottom half will be mailed to the customer.  The administrator should be able to make adjustments to the licenses (security protected).  There should also be the ability to reproduce a license if a duplicate copy is needed without impact to the system’s ability to track.
	

	BL 16
	Allow the town to upload information to accounts from Lexington County for delinquent business personal property taxes.  The information has a unique identifier number called a SID# (assigned by the state and on the businesses PT-100 form).  Business license accounts would need to accommodate the SID.  The county has indicated the file can be in almost any form available (.pdf, .xls, .txt, .doc) and a means to import this file or a comma delimitated file is required.  We would upload the information and the account would then be flagged as owing delinquent taxes.  
	

	BL 17
	Allow for miscellaneous payments (supplemental payments) that do not generate an actual business license (duplicate license reprint, additional decals needed, update on initial contractor business license etc). 
	

	BL 18
	For tracking/reporting purposes have fields available for information to be entered to track enforcement (inspector found, voluntary compliance etc).  This will provide a means to better identify the performance of inspectors.
	

	BL 19
	System will automatically assign business license numbers (possibly barcodes)to new accounts or allow the user to see the last number issued so the next sequential number can be assigned.
	

	BL 20
	The ability for the system to automatically assign decal numbers to appropriate licenses (based on SIC’s) when a license is issued or renewed and allow for additional decal numbers to be issued if more decals are needed at a later date.  Also, have the ability to search by decal number within the system.  Ability to report on decals issued (i.e. decal number, business name, date issued, etc).
	

	BL 21
	Ability to perform daily payment reconciliation.  All payments processed will be closed out on a daily basis and record method of payment (cash, credit card, checks) with the business license account.
	

	BL 22
	Within the payment processing of business licensing, be able to show the license fee, penalty, or decal fee being paid in the licensing system.
	

	BL 23
	System will automatically calculate business license fee due based on gross income inputted (automatically rounding to the next thousand if an even number is not entered) and number of decals entered (if required).  
	

	BL 24
	System will automatically calculate penalties due according to date of payment with the ability to override within an established threshold amount or with a mandatory justification field.  
	

	BL 25
	System will allow the administrator (or delegated person) to adjust current defined tax rates, penalties, SIC’s, and rate tables if needed.
	

	BL 26
	System will provide reports on collections, rate changes and trending graphs.
	

	BL 27
	System should have adequate spaces for long business names and addresses (or doing business as accounts)
	

	BL 28
	Should have the ability (for possible later use) to enter gross deductions and require a documented reason for the allowed deduction
	

	BL 29
	For possible future use, have web based mobile interface to allow inspectors to access database from a mobile device including the necessary file locking to ensure that database corruption does not occur.
	

	
	Report Writer
	

	RW 01
	The system should have a report writer that allows generation of user defined reports not requiring a software engineer to compose.
	

	RW 02
	The report writer should allow the use of user-defined codes as part of the reporting and selection criteria.
	

	RW 03
	Any field in any of the modules (to which a user is authorized to access) should be able to be used as a selection option for reporting purposes.
	

	
	On – Line Citizen Services
	

	OL 01
	The system should allow customers to view their accounts online through the Town of Lexington website.
	

	OL 02
	The system should have the capability to post all payments that have been paid online through the Town of Lexington Website.
	

	OL 03
	Citizens/customers should be able to pay any Town of Lexington invoice, bill, ticket etc on-line.
	

	
	Backflow-Cross Connection Program
	

	BF 01
	Tracks backflow prevention information.
	

	BF 02
	Backflow Test Report – List reports based on a selected master parameter (Backflow Test Method):  Backflow service’s last serviced month or installation month matches the selected month.
	

	BF 03
	Annual Backflow Test Letters and Work Orders – Generate letters and work orders for locations based on selected parameter:  Service date or installation date matching selected month.  The program should reset the Backflow Test Failure Date and Notification Date on the Location Master.  Generates one letter with one or more Backflows, but generates sa separate work order for each Backflow device if there are several for one location.
	

	BF 04
	Create Backflow Test Failure Letter – Print backflow Test Failure letter for a specified location.  The location test Failure and Notification Date should be updated.
	

	BF 05
	Create Backflow Final Notice Failure Letter for specified locations.  Location test failure and notification dates to be updated.
	

	BF  06
	Backflow Survey report to list any location missing the Backflow service which should show any of the metered services selected.  The survey month is determined by lowest installation month of the metered services selected.  Service user types will be chosen based on the default location service value.
	

	BF  07
	Backflow Test Work order print for selected date or reprint a specific work order number.
	

	BF  08
	Create letters (second letter and final letter) for open work orders where the scheduled date is between the selected dates.
	

	BF 09
	Allow adding, changing, deleting services or inquiry of services.
	

	
	Grease Trap 
	

	GT 01
	Grease Trap Test Report – List reports based on a selected master parameter (Grease Trap Test Method):  Grease Trap’s last serviced month or installation month matches the selected month.
	

	GT 02
	Quarterly Grease Trap Test Letters and Work Orders – Generate letters and work orders for locations based on selected parameter:  Service date or installation date matching selected month.  The program should reset the Grease Trap Test Failure Date and Notification Date on the Location Master.  
	

	
	 Letts System
	

	Letts 01
	Letts System Test Report

Report lists locations based on UBS Master parameter (Letts Systems Test Method) selected.

1) Letts service’s last serviced month or 2) installation month matches the selected month.
	

	Letts 02
	Letts System Letters and Work Orders every three years

Program to generate letter(s) and work order(s) for locations based on UBS Master parameter (Letts System) selected: 1) Service Date 2) Installation Date (if service date  option is chosen, but this date is blank, installation date is used) matching the selected month.  The program will reset the Letts System Test Failure Date and Notification Date on the Location Master. 
	

	Letts 03
	Letts System Test Work Order Print

Program prints open Grease Trap work orders for a selected date, or reprints a specific work order number.
	

	Letts 04
	Print Letters for Open Work Orders (Test No response 2nd letter)

Program creates letters for open work orders where the scheduled date is between the selected dates.
	

	Letts 05
	Print Letters for Open Work Orders (Test No Response Final letter)

Program creates letters for open work orders where the scheduled date is between the selected dates. 
	

	Letts 06
	Master Maintenance 

Program to allow adding, changing, deleting services or inquiry of services.
	

	Letts 07
	Print Work Open Work Order Letters
	

	Letts 08
	Work Order Master Maintenance

Program to allow editing, completing, printing and deletion of work orders 
	

	Letts 09
	Work Order Print

Program to print open work orders for a selected date, or reprints a specific work order number.
	

	Letts 10
	 Work Order Report

Program list work orders by work order by choosing status, all, open, closed, or late
	


PART FOUR -- OTHER
CALENDAR OF EVENTS
	ACTION
	TIMEFRAME

	RFP Issuance
	December 9, 2011

	Deadline for Questions
	January 20, 2012

	Vendor Proposals Due
	January 31, 2012

	Award Date
	May 22, 2012

	Anticipated Implementation
	July 1, 2012


EVALUATION OF PROPOSALS:  The Town will evaluate proposals deemed responsive to this request by a committee selected by the Town of Lexington.  The initial evaluation will consider only the qualifications and demonstrated experience of each respondent.  Following the evaluation committee’s analysis of the written proposals and discussions, the responses will be ranked to establish the three (3) highest scored responses, at least two (2) of which will be asked to provide on-site demonstrations.  Discussions and negotiations may take place with the short-list vendors to ensure clarification and to obtain a best and final offer.  The award will be based upon the proposal that is determined to be the most advantageous to the Town.
The intention of the Town of Lexington is to procure a functionally complete and cost effective integrated accounting and other computer system.  Responses to this RFP will be evaluated according to the following criteria:

· Quality, clarity and responsiveness of proposal in conformance with instructions, conditions and format contained herein.

· Cost and quality of software/implementation services.

· Functional/Technical requirements.

· Installation, implementation and training plan.

· Demonstrated performance of proposed system elsewhere in the public sector; system maintenance, updating and ongoing technical support.

· Vendor financial stability.

· Potential on-site demonstrations and visits to vendor sites.



Vendor Response Key �
Description �
�
Y �
The software solution currently meets or exceeds this requirement.�
�
N �
The software solution cannot meet this requirement.�
�
$ �
Additional cost or customization would be required to meet this requirement.�
�
F �
There are future plans to include this requirement (please include a tentative implementation date).�
�





































