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Disclaimer: this document is proprietary to the University of London and the Information contained herein is confidential.  Without the University of London’s prior written permission, this document, either in whole or part, must not be reproduced in any form or by any means or disclosed to others or used for the purposes other than its evaluation by the supplier.  It may not be disclosed to any third party outside of the agreed Confidentiality Agreement with regard to ‘Permitted Recipients’
1. Background
The University of London (UoL) provides student halls of residence (the Intercollegiate Halls) for undergraduate and postgraduate studying a full-time course at the colleges in our federation. The Intercollegiate Halls provides catered and self-catering accommodation and can accommodate a range of students and their needs from accessibility, singles, couples and families. Each residence is managed by a Hall Manager who is responsible for ensuring that the building is well maintained through regular and reactive maintenance and kept clean and presentable to both residents and visitors.   To support residents' pastoral requirements and to build communities, there is also a Warden and a team of Resident Assistants.   

UoL strives to be the number 1 student accommodation provider within the London area and has built a solid reputation amongst its member institutions.  The Intercollegiate Halls also subscribe and conform to the Universities UK Code of Practice for University Managed Student Accommodation.   UoL currently has 14 buildings used for housing and will look to expand this to approximately 20 over the next five years. Our member institutions have identified a need for growth and there-fore one of UoL strategic aims is to grow the number of rooms from 3,700 now with an additional 2,500 over the next five years.  

When not being utilised by students, the accommodation is advertised in a Bed and Breakfast (B&B) capacity allowing both students, staff and the wider public safe and secure housing for short to medium term stays within the heart of London. Language schools also use the halls for accommodating and teaching their large groups too. 

Another strategic objective for this project is to provide an improved customer experience for all users, including students, customers making external bookings and internal UoL staff.    UoL through this project is seeking increased self-service capabilities to be provided around bookings management and payments processing.  A result from this is in increased revenue from commercial events, customer retention rates and B&B bookings, with an overall reduction in manual administration overhead.  Students and business customers should be able to quickly identify as to where they are within critical processes, for example, the student room allocation process and making a B&B room booking.  
 
Finally, UoL expects to have the autonomy to be able to make changes to the solution in a proactive way to support the strategic direction. The successful solution should also keep in line with technological changes to help, fine-tune and automate processes so that staff, students and customers can interact and maintain accurate and up-to-date information where needed.
2. Instructions for Completing the Prequalification Questionnaire
2.1	General Instructions 
a. Suppliers shall ensure that they are familiar with the content of and the extent and nature of the obligations as outlined in the tender documents and shall in any event be deemed to have done so before submitting a tender.

b. Suppliers should read these instructions carefully before completing the documents in this tender pack.  Failure to complete all sections of the documents may result in the rejection of the tender.

c. Suppliers are solely responsible for any costs and expenses incurred in connection with the preparation and submission of their Prequalification Questionnaire (PQQ) and tender response.

d. The PQQ and accompanying tender documents must be in the English language.  All financial values within any of the submitted documentation must be provided in or converted into pounds sterling. Where official documents include financial data in a foreign currency, a sterling equivalent must be provided.  All prices submitted must include VAT.

e. Completed PQQs and Supplier accounts must be converted to PDF and returned to IT.Procurement@london.ac.uk.  before 5pm UK time Friday the 12th of June 2020. No late PQQs will be considered for this procurement exercise.

f. Suppliers shall nominate a lead staff member to submit the PQQ and tender documents and serve as the single point of contact.  Where the responding business is a partnership or consortia, responses should include contributions from all partners, consolidated into the PQQ and tender response.  

g. For audit purposes all queries regarding the PQQ and tender must be submitted to IT.Procurement@london.ac.uk.

h. PQQ queries will be taken up to 5pm UK time Friday the 5th of June 2020 and must be submitted to IT.Procurement@london.ac.uk.  Queries received by telephone will not receive a response.

2.2	Instructions for Completing the Prequalification Questionnaire
a. In addition to the above guidance suppliers should read these instructions carefully before completing the PQQ.  Failure to comply with these requirements for completion and submission of the PQQ response may result in the rejection of the PQQ.  

b. These instructions are designed to ensure that all suppliers are given equal and fair consideration.  It is important therefore that you provide all the information asked for in the format and order specified.  The PQQ comprises of 6 sections:

i. Supplier Details
ii. Mandatory & Discretionary Exclusions
iii. Financial Sustainability
iv. Professional References 
v. Functional Requirements
vi. Requirement Questions
vii. Declaration

c. Suppliers need to submit 2 years of financial records at the same time as they submit their PQQ.  Suppliers will also have a credit check carried out for their firm by Creditsafe and they should achieve a 40% and greater score to be considered as a financially sustainable business.   

d. Health and Safety, Equalities and Sustainability Policy documents will not be reviewed at the PQQ stage.  However the successful supplier must submit these for review before contract award.  If any submitted information is unclear suppliers may be asked to clarify their responses or provide additional information.

e. The University of London reserves the right to amend, add to or withdraw all or any part of this tendering exercise at any time during the procurement exercise. Notification of such an event will be provided to all suppliers.

2.2.1	PQQ Debriefing
At the conclusion of PQQ evaluations suppliers who have not been shortlisted will be offered debriefing to learn where their PQQ responses could have been better. Unsuccessful suppliers should notify the University of London in writing if they wish debriefing information; requests must be made within 15 days of the announcement of the winning tender.  The University of London will debrief unsuccessful suppliers within 15 days of receiving the request.

2.3	Evaluation of Prequalification Questionnaires
a. This section of guidance explains how PQQs will be scored.  This tender is a two stage tender, where suppliers are required to complete the PQQ first and return for evaluation; this is stage one.  The University of London will evaluate and score the PQQs and select the highest scoring 3-5 PQQs to invite to tender.  In stage two these shortlisted suppliers are invited to tender.  The pack of tender documents, including the full specification, tender response document, terms and conditions and pricing spreadsheet will be sent to shortlisted suppliers to complete.  The highest scoring tender submitted by the shortlisted suppliers will be awarded the contract.

b. Suppliers are strongly advised to read the following section thoroughly so they will understand the evaluation methodology employed.  At the end of this section is a worked example of how a tender could be scored in this procurement exercise.

2.3.1	Weighting & Scoring Matrices for PQQs 
a. PQQs will be scored on a pass or fail system and a numerically weighted and scored system.  All numerically scored sections will have criteria weighted in importance using a 1-5 matrix; 1 being of low importance and 5 being highest in importance:

	1
	Low Importance

	2
	Not Very Important

	3
	Important

	4
	Very Important

	5
	Extremely Important



b. PQQ scoring will be based on a 0-5 scoring scale; 0 is the lowest possible score and 5 is the highest.  Each criterion will be scored based upon the descriptions in the table below:

	Score
	Description
	Definition

	0
	Failure
	Failed to provide a response to the question.

	1
	Unacceptable
	An unacceptable response.  There is poor evidence of the skill and experience sought; a high risk that relevant skills will not be available.

	2
	Less Than Acceptable
	The response lacks convincing evidence of the skill and experience sought and a lack of real understanding of the requirement or evidence of ability to deliver.  A medium risk that relevant skills or requirement will not be available.

	3
	Acceptable

	3 is an acceptable response and information presented by the supplier provides evidence that they have the required level of skill and experience sought.

	4
	Above Acceptable

	The response demonstrates real understanding of the requirement and evidence of ability to meet it.  Good experience of the specific provision required or relevant experience of comparable service or supply provision is shown.

	5
	Excellent
	The response provides real confidence based on experience of the service or supply provision required.  Response indicates that the supplier will add real value to the organisation with excellent skills and a deep understanding of the service or supply requested.



c. Criteria will be scored as the total number of scores as a percentage of the maximum possible scores multiplied by the weighting for that category.  All scores will be added together to create a final score.



2.3.2	PQQ Evaluation
a. All PQQs submitted before the return deadline will be evaluated and scored.  The table below shows the PQQ elements that are scored as pass or fail and those that are numerically weighted and scored:

	Section Name
	Weighting
	Scoring
	Notes

	Supplier Details
	Pass or Fail
	Pass or Fail
	· This section must be completed in full.

	Mandatory & Discretionary Exclusions
	Pass or Fail
	Pass or Fail
	· All questions must be answered as required.  
· Mandatory Exclusions must be answered as “no”
· Discretionary Exclusions should be answered as “no”

	Financial Sustainability
	Pass or Fail
Credit Check Minimum 40%
	Pass or Fail
	· 2 years of the supplier’s audited accounts must be submitted with the PQQ before the deadline and the insurance section must be completed
· [bookmark: _GoBack]A credit check will be carried out using the Creditsafe system and the supplier should achieve a minimum score of 40 out of 100

	Professional References
	30%
	Scored on a 0-5 basis

	· 3 positive, relevant references must be provided in order to pass this section
· References should be for work of a similar nature, value and complexity

	Functional Requirements
	Pass or Fail
	Pass or Fail
	· Certifying that all functional requirements can be met will be deemed a pass
· Any partial meeting of requirements will be assessed as to the materiality of the deviation at our discretion

	Requirement Questions
	70%
	Scored on a 0-5 basis
	· Answers to the questions will be reviewed based upon the quality, suitability, functionality, security, knowledge and expertise that is demonstrated, as a reflection of the supplier’s knowledge, experience and quality of the solution

	Additional Information Question
	N/A
	Not scored
	· This question will not be evaluated as part of this PQQ and is purely for information only.

	Declaration
	Pass or Fail
	Pass or Fail
	· This section must be completed and signed



b. The top scoring 3-5 suppliers in the PQQ will be invited to tender.  Suppliers who do not pass the PQQ or do not score high enough to be shortlisted will not be considered for further competition.  

2.4	Prequalification Evaluation: Worked Example
This section provides suppliers with worked examples of how a PQQ could be scored in this tendering exercise.  For the purposes of this example the subject will be supplier ABC ServiceCo.  ABC have responded to the advertised tender, completed their PQQ and uploaded it to the website before the return date.   

2.4.1	PQQ Evaluation 
a. The PQQ for ABC’s tender is reviewed and scored.  The score sheet for their PQQ is below:

	Section Name
	Weight
	Score
	Notes

	Supplier Details
	Pass or Fail
	Pass
	This section was completed in full

	Mandatory & Discretionary Exclusions
	Pass or Fail
	Pass
	All questions were answered positively and there were no grounds to exclude the supplier from the competition

	Financial Sustainability
	Pass or Fail
Credit Check Minimum 40%
	Pass
	· 2 years of the supplier’s audited accounts were submitted and they appear to be financially stable
· A credit check was carried out and ABC’s score was 87 out of 100
· ABC does not have all the required insurances in place but have stated that they are prepared to purchase the insurance if they are awarded a contract

	Professional References
	30%
	Reference 1: 4
Reference 2: 3
Reference 3: 5
Total of 12 out of a possible 15
12/15 x 30% = 24%
	3 positive, relevant references were returned; all were for similar work with similar values and complexity. 

	Functional Requirements
	Pass or Fail
	Pass
	All functional requirements could be provided by the solution with one partially met requirement. This was not detrimental to the overall solution but provided the requirement in a slightly different way than anticipated.

	Requirement Questions
	70%
	7 questions, scores totalled up to 26 out of a possible 35.
26/35 x 70% = 52%
	The questions were answered to satisfactory standards with no score falling below a 3 as being acceptable and multiple scores being above acceptable and excellent.

	Additional Information Question
	N/A
	Not scored
	The response did not include an answer to this question as the software does not provide any functionality in this area. As this question is for information only it was not considered as part of the evaluation.

	Declaration
	Pass or Fail
	Pass
	This section was completed and signed



ABC ServiceCo passed all the pass or fail sections of the PQQ and had a final score of 76%. ABC was subsequently shortlisted and they were invited to tender.
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	1. Supplier Details



	a.
	Full name of your business or organisation - or of the business or organisation acting as lead contact where a consortium bid is being submitted
	

	b.
	Contact name:
	

	c.
	Address:
	

	d.
	Post code:
	

	e.
	Country:
	

	f.
	Phone:
	

	g.
	Mobile:
	

	h.
	Email:
	

	i.
	Registered office address (if different from above)
	

	j.
	Company or charity registration number
	

	k.
	VAT registration number
	

	l.
	Name of immediate parent company
	

	m.
	Name of ultimate parent company
	

	n.
	Please indicate your business structure:

	
	|_|  Self Employed Individual
|_|  Private Company
|_|  Public Limited Company
|_|  Partnership    
	|_|  Personal Services Company (PSC)
|_|  Social Enterprise or Voluntary Sector Business
|_|  Charity
|_|  Other

	o.
	If “Other” please provide details in the space below:

	
	


	p.
	Does IR35 legislation apply to you or your company?
	|_|  Yes    |_|  No

	
	If you answered yes and IR35 applies, the supplier will have to agree to be paid through payroll with the payment being subject to withholding for PAYE, National Insurance contributions (including employer) and an apprenticeship levy.  



	2. Mandatory & Discretionary Exclusions



a. Mandatory Exclusions
Please state ‘Yes’ or ‘No’ to each question.  It is mandatory in the PQQ that the questions below are answered positively; if a supplier cannot answer ‘No’ to every question in this section the PQQ will not be approved.  For questions regarding the completion of this form, suppliers should contact the relevant staff member or the project’s first point of contact at the University.

Has your organisation or any directors or partner or any other person who has powers of representation, decision or control been convicted of any of the following offences?

	i
	Conspiracy within the meaning of section 1 of the Criminal Law Act 1977 where that conspiracy relates to participation in a criminal organisation as defined in Article 2(1) of Council Joint Action 98/733/JHA (as amended)
	|_|  Yes  |_|  No

	ii
	Corruption within the meaning of section 1 of the Bribery Act 2010
	|_|  Yes  |_|  No

	iii
	The offence of bribery, where the offence relates to active corruption
	|_|  Yes  |_|  No

	iv
	Bribery within the meaning of section 1 or 6 of the Bribery Act 2010
	|_|  Yes  |_|  No

	v
	The offence of cheating the Revenue
	|_|  Yes  |_|  No

	vi
	The offence of conspiracy to defraud
	|_|  Yes  |_|  No

	vii
	Fraud or theft within the meaning of the Theft Act 1968 and the Theft Act 1978
	|_|  Yes  |_|  No

	viii
	Fraudulent trading within the meaning of section 458 of the Companies Act 1985 or section 993 of the Companies Act 2006
	|_|  Yes  |_|  No

	ix
	Fraudulent evasion within the meaning of section 170 of the Customs and Excise Management Act 1979 or section 72 of the Value Added Tax Act 1994
	|_|  Yes  |_|  No

	x
	Defrauding the Customs within the meaning of the Customs and Excise Management Act 1979 and the Value Added Tax Act 1994
	|_|  Yes  |_|  No

	xi
	Destroying, defacing or concealing of documents or procuring the extension of a valuable security within the meaning of section 20 of the Theft Act 1968
	|_|  Yes  |_|  No

	xii
	Fraud within the meaning of section 2, 3, 4 or 7 of the Fraud Act 2006
	|_|  Yes  |_|  No

	xiii
	Money laundering within the meaning of  section 340(11) of the Proceeds of Crime Act 2002
	|_|  Yes  |_|  No

	xiv
	An offence in connection with the proceeds of criminal conduct within the meaning of section 93A, 93B or 93C of the Criminal Justice Act 1988 or article 45, 46 or 47 of the Proceeds of Crime (Northern Ireland) Order 1996 or the Criminal Finances Act 2017.
	|_|  Yes  |_|  No

	xv
	An offence in connection with the proceeds of drug trafficking within the meaning of section 49, 50 or 51 of the Drug Trafficking Act 1994
	|_|  Yes  |_|  No

	xvi
	Any offence that includes non-compliance with the Immigration, Asylum and Nationality Act 2006, ensuring that your staff are eligible to work in the UK
	|_|  Yes  |_|  No

	xvii
	An offence under section 2 or section 4 of the Modern Slavery Act 2015
	|_|  Yes  |_|  No



b. Discretionary Exclusions: General
Please state ‘Yes’ or ‘No’ to each question below.  Suppliers may be excluded from consideration if they answer ‘Yes’ to any of the following questions.   However the University may decide to allow suppliers to proceed further, upon receipt of further information.  For questions that suppliers answered with a ‘Yes’, suppliers should set out (in a separate document) full details of the relevant incident and any remedial action that was taken.  The information provided will be taken into account by the University in considering whether or not a supplier will be able to proceed any further in this procurement exercise.  

Is any of the following true of your business or organisation?

	i
	Being an individual, is bankrupt or has had a receiving order or administration order or bankruptcy restrictions order made against him or has made any composition or arrangement with or for the benefit of his creditors or has not made any conveyance or assignment for the benefit of his creditors or appears unable to pay or to have no reasonable prospect of being able to pay, a debt within the meaning of section 268 of the Insolvency Act 1986, or article 242 of the Insolvency (Northern Ireland) Order 1989, or in Scotland has granted a trust deed for creditors or become otherwise apparently insolvent, or is the subject of a petition presented for sequestration of his estate, or is the subject of any similar procedure under the law of any other state
	|_|  Yes  |_|  No

	ii
	Being a partnership constituted under Scots law, has granted a trust deed or become otherwise apparently insolvent, or is the subject of a petition presented for sequestration of its estate
	|_|  Yes  |_|  No

	iii
	Being a company or any other entity within the meaning of section 255 of the Enterprise Act 2002 has passed a resolution or is the subject of an order by the court for the company’s winding up otherwise than for the purpose of bona fide reconstruction or amalgamation, or had a receiver, manager or administrator on behalf of a creditor appointed in respect of the company’s business or any part thereof or is the subject of similar procedures under the law of any other state
	|_|  Yes  |_|  No

	iv
	Has your organisation been convicted of a criminal offence relating to the conduct of your business or profession?
	|_|  Yes  |_|  No

	v
	Has your organisation committed an act of grave misconduct in the course of your business or profession?
	|_|  Yes  |_|  No

	vi
	Has your organisation failed to fulfil obligations relating to the payment of social security contributions under the law of any part of the United Kingdom or of the relevant State in which you are established?
	|_|  Yes  |_|  No

	vii
	Has your organisation failed to fulfil obligations relating to the payment of taxes under the law of any part of the United Kingdom or of the relevant State in which you are established?
	|_|  Yes  |_|  No

	viii
	Does your firm have a poor credit rating?  All suppliers will be credit checked using the Credit Safe system.  A supplier’s credit rating should be scored at a minimum of 60% to be considered a financially sustainable business  
	|_|  Yes  |_|  No

	ix
	Credit Safe Report Score:
	



c. Discretionary Exclusion: Conflict of Interest
The University of London is governed by the University of London Act 1994 and by the Statutes made under it. The governing body of the University is the Board of Trustees and the principal officer is the Vice-Chancellor.  Suppliers who work for the University of London must be aware of the corporate governance structures of the University and observe the rules set out in the governance document Ordinance 8 Registration and Declaration of Interests.  Please answer ‘Yes’ or ‘No’ to the question below:

	i
	Do you agree to observe the rules set out in the governance document Ordinance 8 Registration and Declaration of Interests?
	|_|  Yes  |_|  No



Please answer ‘Yes’ or ‘No’ to questions ii-v below.  If you answered ‘Yes’ to any of these questions, please identify the pertinent individual(s) and their relationship to your company and any other relevant information in the space vi, below. If suppliers cannot answer ‘No’ to every question it is possible that the application might not be accepted. In the event that any of the following do apply, please provide full details in space vi, including any remedial action that was taken.  The information provided will be taken into account by the University in considering whether or not a supplier will be able to proceed any further in respect of this procurement exercise.  

	ii
	Does any member of the University of London Board Of Trustees (a “Trustee”) serve as an officer or director of your company? 
	|_|  Yes  |_|  No

	iii
	Does any immediate family member (spouse or dependent child) of a Trustee have an ownership interest in your company? 
	|_|  Yes  |_|  No

	iv
	Does any University of London employee or their immediate family member serve as an officer, director, partner or sole proprietor of your company? 
	|_|  Yes  |_|  No

	v
	Are you aware of any other circumstances that could constitute a conflict of interest with the University?
	|_|  Yes  |_|  No

	vi
	In the space below please provide information on the above questions, if required:

	
	







	3. Financial Sustainability



Supplier responses to this section will be used to undertake an assessment of your firm’s economic and financial standing. Suppliers will be contacted by the University if this assessment identifies that a parent or other type of guarantee is required.

a. Financial Information
	Please submit 1 set of copies of your firm’s audited accounts for the most recent 2 years

	Have you submitted your audited accounts along with your completed PQQ?
	|_|  Yes  |_|  No



b. Insurance
	i
	Public liability insurance is required and the minimum amount the supplier must hold is £2 million. Please confirm that you have this in place:
	|_|  Yes  |_|  No

	ii
	Employer’s liability insurance is required and the minimum amount the supplier must hold is £2 million. Please confirm that you have this in place:
	|_|  Yes  |_|  No

	iii
	Indemnity insurance is required and the minimum amount the supplier must hold is £2 million.  Please confirm that you have this in place:
	|_|  Yes  |_|  No

	iv
	If you do not have the above insurances in place, confirm here that you will obtain them if you are awarded the contract:
	|_|  Yes  |_|  No










	4. Professional References



Please provide details of 3 commercial contracts that are relevant to the requirements in this tender. These will be used to undertake an assessment of the supplier’s technical and professional ability to provide the services required in this tender.  

	
	
	Referee 1
	Referee 2
	Referee 3

	i
	Customer business or organisation (name):
	
	
	

	ii
	Customer contact name, phone number and email:
	
	
	

	iii
	Contract start date:
	
	
	

	iv
	Contract completion date:
	
	
	

	v
	Total contract value:
	
	
	

	vi
	Brief description of the contract (max 150 words) including evidence as to your capability in this market:
	
	
	

	vii
	If you cannot provide three references, please briefly explain why (100 words max)

	




	5. Functional Requirements




The following document details the minimum essential functional requirements that the accommodation management system should provide.





By submitting a response to this PQQ you are self-certifying that your solution can meet all of these requirements. Where there is a requirement that you can partially meet or meet with certain restrictions you may provide a response but detail your solution’s variation from the  requirements in the following table.

	Requirement No.
	Why it is only partially met
	Mitigations / work around 

	
	
	

	
	
	

	
	
	



If you are selected to participate in the following stages of this procurement process you will be asked how your solution can meet these requirements in greater detail.



	6. Requirement Questions



Please provide a response to each of the questions in the section below.

	Question reference number
	Question
	Your Response

	1
	How would your solution manage the capability for multiple room bookings?
	

	2
	Please detail how your solution can assist with the automation of invoicing for room bookings. Do you have the ability to handle multiple currencies?
	

	3
	Please give details as to your solutions capabilities around integration. Please provide specific details on any API the system might include and any relevant examples where this has been used to integrate with other HR / case management or finance systems. Of particular interest to us is whether you have experience of integrating with Unit 4’s Business World product.
	

	4
	How would the utilisation of your solution enhance the student experience?
	

	5
	Please provide information on the standard reporting functionality that is available from your solution.
	



	Solution Support

	6

	Minimum support requirements 
The system should be supported during business hours, with calls assigned priorities with relevant response times i.e. P1 call should be responded to within 1 hour whereas a P4 call should be responded to next business day. Please detail your support response times and priority matrix
	

	7
	Customer support
Please provide details on the customer support you offer including the methods for contacting customer support, where they are located and if data leaves the European Economic Area
	



	7. Additional Information Question



In support of our Residential Life strategy and to better support our student’s welfare it is important to us that we are able to track and assist with any challenges our students may face. These could be various aspects such as physical and mental health issues, financial problems, disciplinary issues, non-attendance of courses or any other issues that could impact on their experience at the University. We are looking at whether software could assist with these activities and provide functionality such as the logging of incidents relating to individuals, ongoing case management, reporting for welfare teams to conduct investigations, outgoing communications to third parties (such as support counselling, parents, registry etc.), integrations with other University systems such as the accommodation software and other features which we are still to discover.
As part of this PQQ we would like to ask you whether your software has the ability to provide any of these kind of services or functionality, in part or whole, for our consideration. This question will not be scored as part of this PQQ and is purely for information only to assist with our understanding of the market place.
	

	Student welfare support

	

	In light of the above description of what we are trying to achieve with our student welfare objectives please explain if and how your solution could help to assist with these aims.
	





	8. Declaration



I declare that to the best of my knowledge the answers submitted in this Prequalification Questionnaire are correct. I understand that the information will be used in the process to assess my firm’s suitability to be invited to tender for the University’s requirement and I am signing on behalf of my business.  I understand that the University will review and score this PQQ and may reject it there is a failure to answer all relevant questions fully and as required or if I provide false or misleading information.

Form completed by:

Name:

Date:

Signature:

UNCLASSIFIED
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System Requirements.xlsx


Accommodation System Requirements.xlsx
Sheet1

				Requirement No.		
B&B		
Student Accommodation		Title		I would like….		So That….

				1		yes		yes		Solution management - User Management		A solution that allows me to be able to be able to create, amend and manage users and roles and to manage appropriately the relevant permissions required to suit the security matrix for UoL
		So that I have the ability to administer user setup easily and reduce reliance on central IT and allow Hall Managers and external suppliers relevant access

				2		yes		yes		Identification of Space		A solution that allows me to add and remove buildings, rooms and spaces that will be suitable for conferencing, buildings, bedrooms and other spaces use and categorise them as required		So that I am not dependant on the vendor for adding and removing conferencing, buildings, bedrooms and other spaces 

				3		yes		yes		Space Attributes		A solution that allows me to be able to add/amend/delete and configure the attributes for any building/room/space		So that I can ensure that any building/room/space contains the correct information for any given booking.

				4		yes		yes		Space Attributes		A solution that allows me to customise field names.		So that I can change field names to suit our needs, e.g. "student ID" would be best renamed "accommodation ID".

				5		yes		yes		Space Availability & Monitoring		A solution that allows me to be able to monitor the status of each conferencing, buildings, bedrooms and other spaces.		So that I am able to be able to see if a conferencing, buildings, bedrooms and other spaces occupied/being serviced/not available etc.

				6		yes		yes		Space status   check against room booking.		A solution that allows me to be able to monitor the occupation and current status of rooms etc.		So that any rooms that are unoccupied can be made available for booking by B&B guests 


				7				yes		Distribution of Parcels and Post		A solution that allows me to be able to track and trace parcels and post that have been delivered to us for students 		So that a student can receive their parcels via a traceable process that is easy to manage and improve the student experience and ensuring that no parcel and post is lost.

				8		yes		yes		Setting up Rates		A solution that allows me to amend the rates for any conferencing, buildings, bedrooms and other spaces to suit the market or accommodation year		So that I can control the rates within my internal team and be able to adjust them to match the market at any given point in time

				9		yes		yes		Discount		A solution that allows me to be able to apply discount to required customers/students and for promotional purposes.		So that I am able to offer amendments to given rates /adjust pricing to suit the customers/students and for promotional purposes.

				10		yes				B&B booking process by UoL/customer		A solution that allows me or a customer to be able to book B&B rooms either individually or by mass.  This should allow for repeat bookings as well.		So that I am able to allow for efficiencies and to be able to see what has been booked very clearly so that overbooking does not occur and that a customer is able to see availability and book directly with UoL.

				11		yes				B&B booking process via OTA		A solution that allows OTAs to be able to complete the booking process.		So that rooms that are available on the OTA can be booked by the customer.

				12		yes				B&B booking amendment cancellation process by UoL		A solution that allows a booking to be amended by a UoL member of staff.		So that amendments can be made to bookings within the business rules.

				13		yes				B&B booking amendment process by a customer		A solution that allows the customer to be able to make amendments to their B&B booking.		So that a customer has control over the amendment process (within the defined business rules) to make the changes that they require to their booking

				14		yes				B&B Catering		A solution that can report on B&B rooms that are booked.
		So that the catering department know who needs to know what breakfasts and evening meals need to be catered for.

				15		yes				B&B Group Catering		A solution that allows for groups to be specifically catering for.		So that group bookings can have more tailored catering to suit their needs.

				16		yes				B&B Arrivals and departures 
who is in the house.		A solution that monitors and reports on customers who are arriving and departing on any given day.		So that a report/list can be created to show the occupancy of the B&B rooms against what has been booked. 
If someone has checked in then they should not be visible on the list.

				17		yes				B&B Arrivals and departures 
who is in the house.		A solution that shows customers who are 'Non-Arrival'.		So that staff are aware of rooms that have not been occupied but booked.

				18		yes				B&B Arrivals and departures 
who is in the house.		A solution that shows rooms that are currently occupied by a customer for any given day or period of time.		So that fire regulations and for UoL staff to know who is/are occupying the room and for how long.

				19		yes				B&B Accommodation Housekeeping report		A solution that reports daily on occupancy for B&B housekeeping needs.		So that housekeeping staff know which rooms need to be cleaned.

				20		yes				B&B Group  booking Housekeeping report		A solution that reports daily on Group Booking  Occupancy and for housekeeping schedule that has been paid for given the Group Booking Type.		So that housekeeping staff know which rooms need to be cleaned and how often for, given the Group booking type.

				21				Yes		Student Housekeeping Management		A solution that would allow UoL to be able to set housekeeping schedules on a Room Type basis.		So that it is easy to identify the cleaning schedule

				22				yes		Student Housekeeping report		A solution that reports daily on occupancy for Student housekeeping needs.		So that housekeeping staff know which rooms need to be cleaned for Students.

				23				yes		Student Allocation by UoL member of staff		A solution that allows a member of UoL staff to be able to allocate either individually or by mass student(s) to a room or apartment. This would include shared rooms and across multiple academic years.		So that a member of UoL staff is able to be manage the allocation process efficiently and in a manner to see who has been allocated to which room etc.

				24				yes		Student data import		A solution that allows me to import student details in bulk. And I also would like to be able to add students individually.		So that I have a flexibility to upload large amounts of data or add student details individually if need be.

				25				yes		Student Registration (Post allocation pre acceptance)		Students completing registration information including partners (if in a multiple accommodation room).		So that a student creates and maintains their account details that will contain their induction information post acceptance phase.

				26				yes		Student Self Room Selection		A solution that allows a student to be able to pick their own accommodation for the academic year/period that they require.		So that a student is able to within certain controls be able to select their preferred room.

				27				yes		Student Categorisation		A solution that allows me to be able to highlight if a student is vulnerable or Do Not Offer etc.		So that a student can be categorised and monitored throughout their allocation and stay with UoL Accommodation.

				28				yes		Student Data Amending by UoL Member of staff		A solution that allows UoL member of staff to be able to change a student's personal details across all screens and views easily and for it to automatically populate accurately  throughout the solution i.e. emergency numbers, gender etc.
		So that a student's personal and contact information can be maintained and accurate as possible by UoL staff.

				29				yes		Student Data Amending by Student		A solution that allows a student to be able to change a their own personal details and for this to update all screens and views easily and for it to automatically & accurately populate throughout the solution i.e. contact details, next of kin etc.
		So that a student's personal and contact information can be maintained and accurate as possible by the student themselves.

				30		yes				B &B group categorisation 		A solution that allows UoL to be able to categorise Groups for B&B use.		So that B&B groups can be managed appropriately for their given requirements.


				31		yes				B&B Booking Communications		A solution that communicates to customers appropriately with booking information 		So that the customer is able to know their booking details

				32		yes				B&B Group Booking Communications		A solution that communicates to groups appropriately with booking information.		So that the group all receive the same information at the same time and are kept informed of booking information.

				33		yes		yes		Student Allocation Communications		A solution that communicates to students appropriately with allocation and booking information 		So that the customer experience is improved and they have the most up to date information to hand on their allocation.

				34				yes		Student post Allocation Communications		To ensure that all communication with students to be retained for legal purposes		So that Legal proceedings can be handled appropriately

				35		Yes		yes		Student/Customer Communications 		To communicate with students who are occupying our rooms and post departure via Email and filtered according to requirements.		So that students can be mass communicated to the students based on Hall, Room, Age, Gender, Nationality, Debtor status, Categorisation type etc.

So that students can be reminded about actions/events/deadlines/debt or to be communicated to with BCP (business continuity planning) messages.

				36				yes		Student Communications 		To communicate with students who are occupying our rooms via sms.		So that students can be mass communicated to the students based on Hall, Room, Age, Gender, Nationality, Debtor status, Categorisation type etc.

So that students can be reminded about actions/events/deadlines/debt or to be communicated to with BCP (business continuity planning) messages.

				37				yes		Student ID Pass		To be able to create a Photo ID card combining name, id and photo and room number.
		So that a student can be quickly allowed access or supported if required.

				38				yes		Student Photo Identification List per building/hall		A solution that produces a report that shows the students who are allocated to rooms per building for each building/hall/entry point/lift.		So that building and hall managers know who should be permitted in the event of a student not having their pass or being able to communicate.

				39				yes		Multiple Enrolment periods		A solution that supports multiple overlapping enrolment periods.		So that UoL staff can start to allocate rooms to students whilst the current cohort is in progress.

				40		yes				B&B Group booking contract		A solution that allows me to create and amend Group contracts appropriately to suit legal or other requirements.		So that UoL Staff are able to control Group contractual changes as required.

				41				yes		Students contracts		A solution that allows me to create and amend student contracts appropriately to suit legal or other requirements.		So that legal and other requirements can be adhered to.

				42				yes		Student contracts 		A solution that allows for contracts to be issued to students and allows for an electronic signature.		So that if any legal issues are raised that UoL are supported that the student has legally accepted their contract.

				43				yes		Student Contracts		A solution that allows the online signatures of contracts by the student.		So that it is easier to support legal cases.

				44				yes		Student Contracts		A solution that allows me to be able to select and amend dates that are used in the contract.		So that contract amendments can be supported.

				45				Yes		Room Condition and Inventory		A solution that allows for a room to be documented on its condition and its inventory.		So that there is a documented record of the condition and inventory of the given room to support damage charges.

				46				yes		Student Room Inventory		A solution for the student to sign off against the room condition and inventory.		So that there is a record maintained at the end of the year in case of charges against the student.

				47				yes		Student room maintenance		A student to be able to report about any issues in their rooms that need to be fixed.		So that maintenance issues can be directly reported.

				48		yes		yes		Customers		A solution that allows me to categorise my customers.		So that I am able to manage and track my customers appropriately.

				49				yes		Student Online Induction		A solution that allows for a student to complete the viewing of videos for the induction covering health & safety and fire safety modules.		So that UoL staff are able to report on the fact that the student(s) have viewed their License agreements - code of practise (beginning, arrival )

				50				yes		Student Online Induction - Material creation and management		A solution that allows for UoL members of staff to be able to change or create new videos that are viewed by Students as part of the Online Induction covering health & safety and fire safety modules.		So that UoL staff are able to make  amendments to the videos as and when required.  

				51				yes		Student Online Induction		A solution that records if a student has completed watching the videos for the induction covering health & safety and fire safety modules.		So that UoL staff are able to report on and manage the non compliance by students of the viewing of the Induction videos covering health & safety and fire safety modules.

				52				yes		Student Online Induction		A solution that allows for Questions and Pass rates to be specified for the videos in the Online Induction covering health & safety and fire safety modules.		So that it can be demonstrated by the student that they have understood the content of the Online Induction Video that they have viewed.

				53				yes		Medical Questionnaire		A solution that allows for the medical questionnaire to be completed by the student prior to them being allocated to a room		So that a student can be allocated to a room that is appropriate to them based on any medical conditions that they may have.

				54				yes		Medical questionnaire - Supporting Evidence		A solution that allows for the medical certificates for to be uploaded to their account.		So that the student can provide justification for their room allocation needs.

				55				yes		Consent Form		A solution that asks the student to provide their consent for UoL to contact their nominated parent/guardians.		So that a warden, hall manager or financial services are able to contact a parent/guardian to support the student.

				56				yes		Guarantor Form		A solution that provides a Guarantor form if the student is under the age of 18 that will be issued to the parent/guardian to sign 		So that the parent/guardian is legally responsible for any payments to cover the student until they are of age.

				57				yes		Residence Life		A solution that is able to monitor student welfare and track incidents and conduct and be able to report on them.		So that the welfare of students is monitored appropriately and can be reported on when required for welfare meetings

				58				yes		Residence Life		A solution that shows and requests for up- to-date GP information from the Student.		So that the correct GP information can be supplied to medical practioners where required.

				59				yes		Residence Life - Student Interactions - Student Conduct		A solution that is able to record, report and view student disciplinary issues.		So that student disciplinary issues can managed appropriately .

				60				yes		Residence Life - Student Interactions - Tracking Attendance at Social Events		A solution that is able to record, report and view students who have attended organised social events.		So that the student event attendance data can be analysed to determine which events are more popular.

				61				yes		Residence Life - Student Interactions - Student of Concern		A solution that is able to record, report and view students who are of concern (welfare)		So that students of concern can be monitored and supported.

				62				yes		Residence Life - Student Interactions -  Overnight/Day Guest Tracking		A solution that is able to record, report and view day/overnight visitors for each student.		So that UoL can monitor building and room occupancy and provide evidence to police if required.

				63				yes		Residence Life - Work Related Process -  Duty & Incidence Reporting		To be able to record a duty report(s) and associated incidence report(s)  This would need to be based on day and building basis		So that effective handover can be achieved from one RA to another and to allow the staff to be able to respond to issues appropriately

				64				yes		Residence Life - Work Related Process -  Duty Rota		To be able to setup and maintain a Rota for each building and allow RA's to be able update the Rota that they have been assigned if they need to change for any reason		So that senior staff clearly see who the RA is on duty at any given time for any building.  

				65		yes		yes		Inspections and damage charges		A solution that allows for rooms to be inspected and damages reported at check out time.		So that rooms with damages are managed appropriately with any charges being passed on to the appropriate student/customer in a timely manner

				66				yes		Student self service catering Meal Plan		A solution that allows students to be able to select their required on meal plans		So that the student is in control of purchasing of a meal plan when students are in self catering accommodation.

				67		yes		yes		Student/Commercial customer self service ad hoc items		A solution that allows for students/Commercial Customers to be able to select ad hoc items such as Bedding Pack, ad hoc meals, lost keys, gym membership etc.		So that students/commercial customers can select and pay for items before receiving them. They need to be able to use immediately the item/service they have purchased. They also need to be able to amend their selection and request a refund.

				68		yes		yes		Catering		A solution that manages catering requirements for all types of Events, Students and B&B bookings.		So that Catering for all types of bookings can be managed accurately to meet booking requirements and to reduce wastage.

				69		yes				Customer communication		A solution that allows me to manage my customer relationships.		So that UoL can retain and increase its  customer base.

				70				Yes		Accommodation Reporting		A solution that allows me to report on a variety of filters for room types i.e. rooms with kitchens or with multiple occupants.		So that UoL can meet local council tax requirements or other reporting needs

				71		yes		yes		Finance Accuracy and Reconciliation		A solution that manages the financial tracking of bookings, customer payments and debt appropriately.  		I am able to meet the financial reporting obligations for UoL with flexible reporting periods 
January to December calendar dates
August to July for financial 

				72		yes		yes		Finance Reporting		A solution that allows for Banking reporting  It should be accurate and reconcile on a daily, monthly and annual period.		So that Cost Centres can be reported on accurately

				73				yes		Credit Control & Aged Debtors 		To accurately report on the debt positon of the student at any given point in time and for historical dates.		So that the debt management at a student level can be managed appropriately.

				74		yes				Debt management		And allows for debt management within Business World.		So that debt can be managed holistically for the whole UOL.

				75		yes		yes		Finance codes		The solution to maintain the sales products codes accurately to match the data contained within Business World.		So that the finance codes in the solution can be stored and updated to match those stored in Business World in order to achieve accurate integration and financial reporting.

				76		yes		yes		Integrations - Finance		A solution that integrates with Business World and uses BW as the master for all finance codes, e.g. Cost codes, Product codes, Account codes, Projects codes, tax codes. 		So that the finance codes in the solution can be stored and updated to match those stored in Business World in order to achieve accurate integration and financial reporting.

				77		Yes		Yes		Integrations - Merchant Services Provider		A solution that integrates with Merchant Services Providers.		So that relevant information can be exchanged with the MSP in a accurate and timely manner to support financial transactions that will be taking place at business, student and customer levels.

				78		yes		yes		Integrations - VAT treatment		A solution that allows for differential VAT treatment based on a combination of product (Product code) and customer type (e.g. student, UK- or EU-based non-student). For a room a length of stay must also be factored in.		So that I can ensure that VAT is correctly charged and the appropriate VAT data flows seamlessly into the primary finance system (Business World) - and meeting our statutory requirement for reporting to HMRC (Making Tax Digital).

				79		yes		yes		Finance Invoicing		A solution that manages and produces Invoices allowing the team to stipulate the information that is on the Invoice. 		So that UoL can control the information and messages that are displayed on the invoices to meet the required needs at any given time.

				80				Yes		Student Deposit Payment		A solution that allows the student to make the deposit payment that is taken and shown on the solution in real-time after acceptance of their contract.		So that UoL can manage the allocation and financial processes appropriately.

				81		Yes		Yes		Refunds		A solution that facilitates refunds of student deposits, B&B payments and any other regular or ad hoc payments.		So that UoL can refund student deposits, B&B payments and any other regular or ad hoc payments in a seamless way.

				82				Yes		Student Accommodation Payment		A solution that allows the student to make a payment against their outstanding balance that is taken and shown on the solution in real-time.		So that students can pay for their accommodation against their outstanding balance.

				83				Yes		Student Payment Plan Management		A solution that allows a student to select a payment Plan.		So that students can manage their accommodation payments.

				84				yes		Payment Plan at Student Level		To be able to visibly see what payment plan any given student is on.		So that the Financial team can manage the credit control process appropriately.

				85		yes		Yes		Registering Payments		A solution that allows the UoL team to be able to allocate any payment that are not automatic and scheduled.
		So that unscheduled payments can be supported and paid.

				86				yes		Debit & Credit Allocation		A solution to allow automatic and manual matching of debits against Credits and vice versa at student record level. I'm agnostic to whether matching takes place in the solution or in Business World.		So that accurate financial reconciliation can be achieved and maintained. And so that Business World correctly reflects debt and income received.

				87		yes		yes		PCI DSS compliance		A solution that is PCI DSS compliant.		So that UoL is compliant and reduces reputational risks.

If solution takes card payments this is essential and if it does not, this is n/a

				88		yes		yes		Integrations - Property		A solution that allows for Integration with Archibus.		So that Room maintenance issues can be supported appropriately.

				89		yes		yes		Data Migration		The solution to contain the required data to ensure that Do Not Offer and Debtors can be managed appropriately		so that the financial risk to the university is reduced

				90		Yes		Yes		Currencies 		A solution that allows internationally-based strands of the business to charge prices at the local currently.		So that customers are invoiced/charged in their local currency and so that the overhead to manually manage it is reduced.

				91		Yes				Sales process - reporting		A solution that allows for sales data analysis.  		So that UoL can monitor sales effectiveness across the business.

				92		Yes		Yes		Scheduled notifications		A solution that allows for scheduling of regular/ad hoc notifications to service providers.		I can reliably inform service providers so that we can deliver/support event as per their requirements.

				93		Yes				Total event management system		A solution that offers a total event management combining catering; sales; marketing; CRM; event delivery and financial as one complete integrated solution.		UoL can deliver exceptional events with more intuitive business data.

				94		Yes		Yes		Use by third parties		A solution that allows third party users to use all or elements of the solution.		So that outsourced parts of the business can be supported by users who are not direct UoL employees.

				95				Yes		Data upload by third parties		A solution that allows third parties to upload data within the pre-selected parameters ( I only want them to upload the data that we require and not be able to see any other data)		

So that stakeholders can upload data without the need of sending sensitive information by e-mail. 

				96		Yes		Yes		Authentication		All UOL staff to be able to log in by means of their UOL credentials.		So that staff can use their existing UOL login details and so that we can harness the power of Azure AD. This will mean that staff can use SSO to log in.

				97		Yes		Yes		Cloud		A cloud-based solution.		So that UOL need not have to host a solution on premise.

				98		yes		Yes		Languages		A solution that allows users to be able to choose the language that the system communicates to them in. 		So that users can display information in other languages.
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