Question
Further to the attached RFQ, is there a detailed brief available for the functionality and features that need to be included within the booking system so that we can submit an accurate quotation?
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Answer
Structure & Locations 
· Create districts 
· Create offices 
· Create diaries 
· Create default places of birth & death 

Scheduling 
· User defined timeslot lengths 
· Specify non-appointment times 
· Mark timeslots for specific, or groups of specific, appointment types 
· Easily activate/deactivate diaries and timeslot configurations 
· Create ceremony teams and define working times 

Appointments & Ceremonies 
· Appointment types for all registration service appointments 
· Links between ceremonies and notice appointments 
· Reschedules/edits audit trails 
· Tell-us-once functionality 
· Alerts for notices outside of time periods 
· Available appointment lookup 
· Traffic light colour system for appointment stages 
· Import GRO citizenship lists for citizenship ceremonies 
· Take and manage drop-in appointments 
· Maintain lists of approved premises 
· Send alerts when venue licenses expire 

· Reports for waiting times and seen times 
· Reports for non-attendance 
· Reports for registrar activity 
· Over 42 reports as standard 
· New reports created with SSRS 

Other 
· Manage copy certificate requests 
· Place notes against diaries 
· Daily or weekly diary view 
· Show all dairies within a district 
· Enable online booking for specific diaries 
· Manage registers 
· Manage provisions 
· Manage holiday days 
· Manage budget codes 
· Manage user restrictions and create admins 
· User permissions for certain tasks 
· User permissions for appointment types 
· Restrict users to specific districts 

Correspondence 
· Create and manage templates 
· System automatically sends emails and SMS 
· Generated letters 
· Automatic surveys & survey management 
· Multiple correspondence triggers including: 
· Confirmation 
· Reminder 
· Notice reminder 
· Fee reminders 
· Forms reminder 
· Payment receipt 

Reporting 
· Generate reports by office or district 
· Report within dates ranges 
· Good practice guide reports 
· KPI reports 

Streamlined management 
· Confirmed choices are recorded to create a printable order of ceremony 
· Couples receive notifications via SMS & email about progress and upcoming payments 
· All choices, questions and set answers can be managed from within the diary. 
· Control user accounts from agenda 
· Access couples planner through their ceremony booking. 

Ordering Items 
· Purchase additional certificates. 
· Purchase additional items such as confetti 
· Setup cost schedules for provisions 

Ceremony Dashboard 
· Overview of completed tasks 
· Alerts for urgent activities and payments 
· Percentage progress bar 
· Ceremony balance 
· Pay ceremony fees and balances 

Ceremony Choices 
· Colour coded status on choices 
· Submit: 
· Readings 
· Vows 
· Music 
· Promises 
· Additional choices and preferences recorded 

FAQ & Ask the Registrar 
· FAQ page 
· Ask the registrar function 
· Couple’s questions can be added to the FAQ by registrars 

· Other 
· All information regarding a couple’s ceremony will be recorded in agenda 
· Increase accountability & managerial insight with agenda’s reporting services 
· Reduce human error & automate functions 
· Quickly react to service or council changes 

