


[image: ]




Tender – Rapid Procurement Process for Small and Medium Scale Requirements 

Conference and Student Accommodation Booking System

The University of Chichester

Latest date for Return – 31st August 2022 12:00

Copyright © 2022 by The University of Chichester. All rights reserved. This document is supplied purely for the purpose of assisting suppliers to respond to this procurement, no part of this document may be reproduced or transmitted in any form, by any means (electronic, photocopying, recording or otherwise) for any other purpose

	University of Chichester  
College Lane
Chichester
West Sussex
PO19 6PE

	Telephone:
Date:
Revision:
Email

	01243 816000

0.1 Draft
Tenders@chi.ac.uk 








University of Chichester 		2022



	

Contents 
1	Introduction and general background	1
1.1	Purpose of this tender document	1
1.2	Background to this tender	1
1.3	High level requirements	1
1.4	The bidding process	1
1.5	Seeking clarification	1
1.6	Procurement timetable	2
1.7	Submission details	2
1.8	The assessment process	2
1.9	Confidentiality and Freedom of Information	2
1.10	The final stage of any procurement	2
2	The template for your bid/quote (General Questions)	3
3	Functional Specification and General Requirements	4
Appendix 1: Social Value Model: Model Award Criteria	5






























               
Tender                                                                   Page i

[bookmark: _Toc386458061][bookmark: _Toc471285720][bookmark: _Toc109685004][bookmark: _Ref414791485][bookmark: _Ref414791537]Introduction and general background 
[bookmark: _Toc471285721][bookmark: _Toc109685005]Purpose of this tender document 
The purpose of this tender is to enable suppliers to demonstrate expertise and compliance with the University’s requirements, and to enable the University to assess the most economically advantageous solutions to its requirements, using the prescribed tendering methodology for requirements of this size and nature.   
For this requirement we are obliged to by the Public Contacts Act (2015) and by our own financial regulations to undertake a competitive process. In order to enable an assessment of the best value for the University, we are undertaking the rapid tender process.  The rapid process enables us to consider the value proposition, and based on this to short-list providers. Only for those who are short-listed, is the further due diligence of the competitive process undertaken. 
[bookmark: _Toc109685006]Background to this tender
The University of Chichester has been using its current Conference and Student Accommodation System (herein known as CASA) since 2011 and is now going out to tender to ensure that the software meets the current requirements of the University and also demonstrates to the Governing Body’s Finance Committee that the University is getting value for money for the software.   
[bookmark: _Toc109685007]High level requirements 
[bookmark: _Hlk109892070]Provide a robust Conference and Student Accommodation System with shared bedroom database (currently 1200 bedrooms) with a clear licensing model that enables cost effective expansion of the room stock, to service the needs of both Conference and Student Accommodation Offices together with their clients as they aim to increase the efficiency and use of the University’s facilities.
The system will also need to be able to provide web portals for both students and external clients to carry out tasks related to their bookings as required.
The successful supplier will need to be able to fulfil the detailed requirements that are in the Requirements Document, achieve best value (efficient and cost effective) and demonstrate any added value of their system, which is over and above the minimum specification requirements.
To install and configure the system and provide training to enable beneficial use no later than 28th February 2023.
[bookmark: _Toc109685008]The bidding process 
We are obliged by the Public Contacts Act (2015) and by our own financial regulations to undertake a competitive process. To help us assess quotations we have added a questionnaire, and ask that you complete this to help us understand the value your company can achieve. 
Submission should be made by email to tenders@chi.ac.uk  The closing date for submission is 31st August 2022 12:00
[bookmark: _Toc109685009]Seeking clarification	
[bookmark: _Toc386458066][bookmark: _Toc471285729]For all queries please contact us by email tenders@chi.ac.uk. Please note that during the tender period you should not contact University staff directly, as this might be considered canvassing. and in which case the University might need to exclude your organisation from the tender process.
Depending on the nature of any enquiry, and in so much as it does not identify your organisation, the answers to any questions you raise may be published on the procurement web pages https://help.chi.ac.uk/tenders. We recommend therefore that you visit the tender website regularly to access any new information that may have been published in relation to the requirement. 


[bookmark: _Toc109685010]Procurement timetable
The procurement project is working to the following timescale:

	Stage
	Key Dates

	Publication of Tender Notice 
	Monday 1st August 2022

	Closing Date for submission of Standard Selection Questionnaire
	Wednesday 31st August 2022 12:00

	Clarifications/Demonstrations
	W/C Monday 19th September 2022

	Award 
	          Appointment Notice + 10 Days

	Implementation expected to commence
	W/C Monday 7th November 2022


[bookmark: _Toc106622816][bookmark: _Toc109685011][bookmark: _Toc386458067][bookmark: _Toc471285730][bookmark: _Toc471285734]Submission details
It is not necessary to notify the University with your ‘Expression of Interest’, as all information relating to this tender is fully visible and public. The key stage is to send a completed submission (including a completed version of this document to our email account; tenders@chi.ac.uk. On or before the closing date and time (Wednesday 31st August 2022 12:00), to 
[bookmark: _Toc109685012]The assessment process 
[bookmark: _Toc386458084][bookmark: _Toc471285731]The objective of the standardised documentation is to ensure we can assess all potential suppliers fairly and equally. All submitted tenders are assessed by a panel, whose evaluation will be quality assured. The University intends to award any contract based on the most economically advantageous offer.

	Criteria
	Weighting

	Coherence and clarity to the University’s requirement 
	10%

	Organisational experience and capability
	10%

	Meeting Requirements set out in Requirements Section
	20%

	Clarity and intensity of the implementation process 
	10%

	Costs 
	30%

	Compliance with the Social Value Model and environmental Sustainability
	10%

	Added value 
	10%

	Exclusion grounds *see (link)
	Pass / Fail 



[bookmark: _Toc109685013]Confidentiality and Freedom of Information 
All tendering documentation and correspondence are treated as strictly confidential. However, the University is subject to UK Data Protection Legislation, and the Freedom of Information Act 2000. This means that the University can be asked to disclose procurement and contracting information. Please indicate any areas of your submission that you consider should be exempted from any disclosure requests and identify why they should not be disclosed. 
[bookmark: _Toc109685014]The final stage of any procurement 
At the conclusion of our procurement process, and before any award can be made, we will ask the preferred supplier to complete the Crown Commercial Services standard selection questionnaire (SSQ)[footnoteRef:2]. [2:  https://www.gov.uk/government/publications/procurement-policy-note-816-standard-selection-questionnaire-sq-template] 


[bookmark: _Toc471285736][bookmark: _Toc109685015]The template for your bid/quote (General Questions)
We have set out a template below, and ask that you use this to help us understand your bid, in a way that allows us to compare its benefits against others. This anticipates question we / you may have. 
You are welcome to submit other information, but please do help us by identifying what you can do, in relation to our requirements, and do please answer the questions below where it is possible to do so. 
There is no limit to word count here, but please bear in mind the need for clarity etc 

	1
	Please describe your typical services with associated costs

	There is no limit to word count here, but please bear in mind the need for clarity etc 



	2
	Please describe the installation itself – with options 


	



	3
	Please describe the operation of the service from a service user’s point of view, 

	



	4
	Please describe the operation of the service from and administrators’ point of view 

	



	5
	Please tell us something about you and your organisation, for example in relation to the social value model[footnoteRef:3] [3:  Principles of the SVM are described in Appendix 1 ] 


	









[bookmark: _Toc109685016]Functional Specification and General Requirements 
These are set out in the attached document 
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[bookmark: _Toc109685017]Appendix 1: Social Value Model: Model Award Criteria

	SVM Theme
	SVM Policy Outcome
	SVM Model Award Criteria 

	COVID-19 Recovery
	Help local communities to manage and recover from the impact of COVID-19
	Effective measures to deliver any/all of the following benefits through the contract:
· Creation of employment, re-training and other return to work opportunities for those left unemployed by COVID-19, particularly new opportunities in high growth sectors.
· Support for people and communities to manage and recover from the impacts of COVID-19, including those worst affected or who are shielding.
· Support for organisations and businesses to manage and recover from the impacts of COVID-19, including where new ways of working are needed to deliver services.
· Support for the physical and mental health of people affected by COVID-19, including reducing the demand on health and care services.
· Improvements to workplace conditions that support the COVID-19 recovery effort including effective social distancing, remote working, and sustainable travel solutions.

	Tackling economic inequality
	Create new businesses, new jobs and new skills[footnoteRef:4] [4:    The University will welcome the opportunity to develop degree apprenticeships, internships and placements, Continuous Professional Development, as well as collaborative programmes and career pathways with suppliers.  ] 

	Effective measures to deliver any/all of the following benefits through the contract:

· Create opportunities for entrepreneurship and help new organisations to grow, supporting economic growth and business creation.
· Create employment and training opportunities particularly for those who face barriers to employment and/or who are located in deprived areas, and for people in industries with known skills shortages or in high growth sectors.
· Support educational attainment relevant to the contract, including training schemes that address  skills gaps and result in recognised qualifications.

	
	Increase supply chain resilience and capacity
	Effective measures to deliver any/all of the following benefits through the contract:
· Create a diverse supply chain to deliver the contract including new businesses and entrepreneurs, start-ups, SMEs, VCSEs and mutuals. 
· Support innovation and disruptive technologies throughout the supply chain to deliver lower cost and/or higher quality goods and services. 
· Support the development of scalable and future-proofed new methods to modernise delivery and increase productivity. 
· Demonstrate collaboration throughout the supply chain, and a fair and responsible approach to working with supply chain partners in delivery of the contract. 
· Demonstrate action to identify and manage cyber security risks in the delivery of the contract including in the supply chain

	Fighting Climate Change
	Effective stewardship of the environment
	Effective measures to deliver any/all of the following benefits through the contract:
· Deliver additional environmental benefits in the performance of the contract including working towards net zero greenhouse gas emissions. 
· Influence staff, suppliers, customers and communities through the delivery of the contract to support environmental protection and improvement.

	Equal opportunity
	Reduce the disability employment gap
	Effective measures to deliver any/all of the following benefits through the contract:
· Demonstrate action to increase the representation of disabled people in the contract workforce. 
· Support disabled people in developing new skills relevant to the contract, including through training schemes that result in recognised qualifications.

	
	Tackle workforce inequality
	Effective measures to deliver any/all of the following benefits through the contract:
· Demonstrate action to identify and tackle inequality in employment, skills and pay in the contract workforce. 
· Support in-work progression to help people, including those from disadvantaged or minority groups, to move into higher paid work by developing new skills relevant to the contract. 
· Demonstrate action to identify and manage the risks of modern slavery in the delivery of the contract, including in the supply chain.

	Wellbeing
	Improve health and wellbeing
	Effective measures to deliver any/all of the following benefits through the contract:
· Demonstrate action to support health and wellbeing, including physical and mental health, in the contract workforce. 
· Influence staff, suppliers, customers and communities through the delivery of the contract to support health and wellbeing, including physical and mental health.

	
	Improve community integration
	Effective measures to deliver any/all of the following benefits through the contract:
· Demonstrate collaboration with users and communities in the co-design and delivery of the contract to support strong integrated communities. 
· Influence staff, suppliers, customers and communities through the delivery of the contract to support strong, integrated communities.





image1.png
NIVERSITY OF

S CHICHESTER





image2.emf
Tender Conference 

and Accomodation Services.xlsx
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Introduction

		REQUIREMENTS: Conference and Student Accommodation System



		  Review the requirements below and complete the table to indicate your intended Conference and Accommodation system compliance.



		  1. Please indicate whether your system can: Fully, Partially or Not Meet each requirement.

		  2. Explanation – Please provide a description of how the requirement will be met.

		  3. Added Value - Please explain what added value your system/company can offer.

		  4. Please note that under Importance, 4=Vital; 3=Essential; 2=Desirable; 1=Non-essential.

		CONTENTS		General System Requirements		General 

						Installation

						Integration

						Security and User Group Requirements

						Maintenance, Support and Training

						Reports

						On Line Requirements

				Technical Requirements		General

				Room Stock		Room Data

						Catering

				Conference 		General

				 		On Line 

				Student Accommodation		General

						On Line

				Finance		General

				Integration		Finance - Unit 4 ERP

						Student Records - SITS

						Timetabling - Scientia

				Reporting





		Document Date: 1st July 2022











General

		Item		Description		Importance		Fully		Partially 		Not Meet		Explanation		Added Value

		General System Requirements

		General

		1		A single system to support two different processes and management ie Conference and Student Accommodation requirements but sharing room and bedroom data from which both systems draw information		4

		2		All system modules and functionality shall be presented in an intuitive, configurable, comprehensive and consistent user interface that provides users with access to function specific screens defined to their requirements.		3

		3		Flexible searching and filtering capabilities within all system modules.		2

		4		Multiple tabs or windows open to avoid repeated opening and closing different elements of the system		2

		5		Use of mandatory fields and drop down lists in all areas of the system and on-line to ensure all required information is captured accurately		3

		6		There should be the capacity for workflow management within the system including the allocation of tasks to others in the team, the ability to set automatic and manual actions against an event type for action reminders and a task list follow up system (eg Automatic Contract chase, “follow up” bookings after departure). 		3

		7		All parts of the system should take account of the fact that this is a multi-site university and allow split information by campus as well as by building etc.		3

		8		The ability to store pictures of students/conference guests or functinality to link to photos held on a physical drive within the University		1

		9		Ability to record Car Registration numbers and dates of visits for all those bringing vehicles onto campus and export details on an Excel spreadsheet		2

		10		Generate correspondence and view a history of correspondence between clients (both student and conference) and staff. Ability to flag up who can see types of correspondence eg student can see some but not all if confidential. Also ability to scan correspondence and save into database against record.		3

		11		Where the system is due to email a client or student and there is no email address the system should automatically highlight this and generate a printable version.		2

		12		Ability to housekeep database ie merge duplicate records, archive for GDPR purposes, etc		3

		13		Ability to use system to survey room residents with questions and to request further information regarding their stay eg dates students will remain on site during Christmas.		2

		Installation

		14		Training and user manuals are to be included in the contract.		4

		15		Clear licencing model with defined ongoing costs if number of rooms the University owns increases.		2

		16		The system shall provide comprehensive work flow management tools to configure the standard system to meet the Employer's process management for all key functional requirements.		3

		17		The system shall be underpinned by a formal implementation method to ensure a successful project. This shall include the use of an industry accepted project management approach, such as Prince2.		3

		18		The System shall be supplied with implementation documentation written to reflect the configuration of the system to the Employer’s specific requirements. 		3

		19		The supplier shall demonstrate previous experience in implementing systems for the HE sector or similar environment and to adapt a ‘Best Practice’ approach to implementation of the system.		3

		20		The Supplier should identify a dedicated Project Manager from their company for the duration of the project.		4

		21		There must be a clear roadmap of future developments for the system		3

		22		System should allow a way of importing of customer, room and other reference data during set up		3

		23		System should allow transfer of historical booking history data during set up		1

		24		The ability to customise the labelling of fields to suit the University’s terminology		3

		25		User defined fields to be available in both Student Accommodation and Conference areas of the system		3

		Integration

		26		Interface with Student Records System (SITS) – more details required within Integration Tab		4

		27		Interface with Finance System (Unit 4 ERP) – more details required within Integration Tab		4

		28		Integration with on line payment facility (WPM) – more details required within Integration Tab		3

		29		Ability to integrate with Postcode search software (such as QAS, AFD) to enable easy address creation based on Post Code and first line of address only		2

		30		Interface with Onity Key Card System		2

		31		The System should provide integration with Hand Held Devices such as smart phones to allow for some functions to be carried out remotley e.g. Check in, room checks		2

		32		The system should be compatible with Office 2019 or higher.  Please supply timescales for upgrades for future Office versions.		3

		33		Ability to SMS/Text individuals or user defined groups of clients/students		1

		34		Interface with Estates Self Service Portal (Planon) for job requests		1

		35		Interface with University Helpdesk self Service Portal (Hornbill Supportworks) for job requests		1

		Security and User Group Requirements

		36		Should support multiple user simultaneous client access. Currently for up to 25 people. (Please confirm if there a limit to the number of users?)		3

		37		Users to have unique passwords to access system or use MFA		3

		38		Auto Time-out which requires password to re-enter system after a specified period of time		1

		39		The system shall allow the creation of multiple user groups which have different privileges/access rights along functional roles.   In this way it will allow different user groups to access different screens based on these roles.  This will include ability to access a combination of screens or processes in read only, execute, update etc.  For example ‘Front Desk’ users would have no access to some screens, read only to several screens and update to the Front Desk element of the system.		4

		40		The System should auto-hide or display fields based on user authorisation and functional roles. Fields should also be prevented from being edited etc. based on user role.		2

		41		The System administrators group shall have at least 2 members.  They will have the permission to:
• Create, modify and delete other groups and users
• Reset passwords
• Set access rights to information
• Modify screen layout to facilitate changing work requirements including change of field names and type, field order within each user screen.
• Be the only group to update certain high level reference tables
		3

		42		The System will provide an audit trail based on user names and dates in as much detail as possible but specifically to trace actual bookings, especially changes including cancellation and costs.		3

		Maintenance, Support and Training

		43		There should be fixed price costs over the first five year period		3

		44		All implementation costs to include the first year’s costs		3

		45		There should be fixed price consultancy costs over the first five year period		3

		46		Fixed price expenses on consultancy.		3

		47		Company to be able to provide Support within University’s Core Hours of 8am to 6pm, Monday to Friday		4

		48		Out of Core Hours (24 hours) support to be available for peak times of the year (June to September inclusive)		2

		49		Regular Upgrades to be implemented as part of Support package		2

		50		All configured system elements shall be available in updated and upgraded versions so that adjustments do not need to be made when enhancements are released		3

		51		Full training offered as part of package and the amount of training to be itemised		3

		52		Additional Training available for new staff and as refresher for existing staff at a fixed rate.		2

		53		Membership of a user group of other clients in the UK		2

		On Line Requirements

		54		The system should allow own design/brand of external pages with the University’s CSS Style		3

		55		Customer facing online access should be mobile responsive, broswer agnostic and comply with current accessibility legislation (WCAG latest version)		2

		Data Protection

		56		The system shall have a process of comprehensive data archiving services that are compliant with current data protection legislation.		4

		57		Able to produce Subject Access Requests (SAR) data as required by data protection legislation		4

		58		The system should be accessible via single sign-on using the University's identity management system. (See Technical Requirements)		2

		59		The systems should ensure compliance with the University's Data and Electronic Information Security Policy
https://www.chi.ac.uk/about-us/policies-and-statements/it-information-and-web		3

		60		The system must comply with Current Data Protection Legislation in the UK (GDPR) and the supplier must provide within the contract a data processing addendum/agreement that willl be reviewed and agreed by the University's DPO/Solicitor		4





Technical

		Item		Description 		Importance		Fully		Partially 		Not Meet		Explanation		Added Value

		Technical Requirements

		Although current operating systems are listed below supplier must  commit to continued support of subsequent version releases

		61		The System will hold records within one central database. Database format shall be one of accepted industry standards, ideally MSSQL Server, version 2019. Oracle and Solaris solutions will not be acceptable for on premise hosted option.		4

		62		For on-premise implementations, Active Directory based on Microsoft Server 2019 will be supported for authentication and server configuration. For hosted solutions Azure Active Directory would be supported.		4

		63		An on-premise implementation must be able to run on a VMWare vSphere v6.5 virtual environment with HA and DRS roles enabled.		4

		64		An on-premise server-side implementation must run on Windows Server 2019 and subsequent versions.		3

		65		If System has a full client it must be operational on Windows 10 Update 1909 (20H2) and provide timescales for upgrading to run on Windows 11, and subsequent versions.		4

		66		If System has a full client it must be operational in a MAC environment, specifically on Big Sur 11.6 and subsequent versions.		1

		67		Where the on-premise System has a web server it should ideally run on IIS v10.0 or Apache.		3

		68		An on-premise or hosted solution must be compatible with claims based authentication using the SAML 2.0 protocol. For clarity, the University uses PingFederate and it is hosted on-premise.		4

		69		The System should have a mobile web app for key operational staff accessible from on, and outside the University network.		2

		70		There must be full access to the back end database of the System via ODBC for reporting and integration purposes developed in house.  In addition there must be a data dictionary made available to aid these developments.  This will irrespective of whether the system is hosted in house or managed externally.		4

		71		The provision of a test and/or training database at no extra cost. The current University testing environment is based on Hyper-V (Server 2016). Please also include your support for a testing environment within a cloud operated environment managed by the University (eg AWS or Azure)		4

		72		The ability to add fields to database tables as well as use the UDFs mentioned elsewhere.		3

		73		Unicode compliance		4

		74		For in house solutions the level of resilience proposed should be identified and costed		4

		75		For hosted solutions only the supplier should give details of the following:
- Updates should be scheduled with some measure of control by ourselves
- There should still be full access to data
- Firewalling, security and vulnerability checking                                      
- Data security guarantees
- Location of data
- Release of information to 3rd parties
- Details of hosting performance and resilience
- Guaranteed up time
- Details of sub-processors (eg Backups, off-site replicas)
- Details of hosting provider (eg Public Cloud (AWS, Azure, etc), Private (own datacentre(s)).
- Details of authentication support
- Details of integration within the University network (eg VPN)
- Exit strategy, and how the University would reclaim their data.
- Details of data egress, ingress and movement charges.		4





Room Stock

		Item		Description		Importance		Fully		Partially 		Not Meet		Explanation		Added Value

		Room Stock

		Room Data

		76		The system should allow the logging of rooms into tiers on a ‘Tree System’		2

		77		System should allow set up of various room types which could include catering, ensuite or shared bathroom, adapted, price and, if applicable, including VAT etc.		4

		78		Ability to manage and change the status of a bedroom (clean, Dirty, Requiring servicing)		3

		79		System should have a facility to block off rooms/change use for maintenance etc. Rooms should then be discounted from occupancy reports 		3

		80		Ability to select which rooms are bookable 		3

		81		Ability to set bookings onto varying housekeeping requirements eg, daily, 3 day or weekly cleans with varying charge rates		3

		82		The system needs to allow a bird’s eye view plan of occupied rooms using colour to categorise different room statuses. 		3

		83		Ability to check in or out an individual guest or a whole group 		3

		84		Ability to view bedroom availability for day, week, month, user defined period with ability to export to Excel		3

		85		Ability to view all vacant clean rooms		3

		86		If an occupant causes damage to a room and needs to be charged this would need to be logged and the occupant invoiced for the damages through the system. 		2

		87		System should have facility for inventories to be viewed by staff.		2

		88		Ability to update system inventories remotely eg via mobiles/tablets		2

		89		Ability to record special facilities against a room eg disabled access etc 		3

		90		Ability to record special needs information against students/clients		3

		91		Ability to keep a history logged against a room of maintenance and cleaning issues  and to be able to produce reports on these		3

		92		Ability to connect communal areas to a group of rooms		3

		93		Ability to allocate cleaning schedules to communal areas and bedrooms according to occupancy type		3

		94		Ability to produce occupancy figures for a variety of criteria e.g. by period, group, block		3

		95		Ability to hold data on assets/inventory items and provide maintenance, charging and life cycle reporting accordingly.		3

		Catering

		96		Record the number of students in catered rooms and those who have paid additionally for a catering package		2

		97		Diary and reports to track and view catering bookings for  internal, student and external catering 		3

		98		Ability to record, edit, cancel, copy and charge for catering on an event defined as chargeable, inclusive, supplementary or a combination		3

		99		Ability to automatically add catering items as standard to particular event types		3

		100		User defined catering timings for an event 		3

		101		Ability to record dietary requirements and bespoke diet requests for students and per event – also ability to attach names of those with special requirements to diets		3

		102		Ability to have varying meal plans for delegates on a single conference booking		3





Conference

		Item No.		Description 		Importance		Fully		Partially 		Not Meet		Explanation		Added Value

		Conference

		103		The System should provide a fully functioning Conference booking and management facility suitable to our needs as defined below		4

		104		The System should offer a CRM (Contact Relationship Management) type functionality for future marketing of previous customers/students as well as any enquiries that are not converted.  This should enable the recording of marketing preferences against individuals, allow for chase procedures, mailing campaigns and notes against contact or company		3

		105		Ability to see client history – including rooms used, financial, notes etc		3

		106		Ability to automatically send request for feedback		2

		107		Automatic and Manual Quote creation with the ability to print or email a user configurable contract and/or quote		3

		108		Ability to copy events for repeat bookings		3

		109		Creation of multiple event types		3

		110		Ability to apply a discount to standard rates by amount or percentage		2

		111		Ability to create Internal and External bookings which will have different rates and VAT applied to them and have invoices with different logos and wording		3

		112		Ability to set up delegate rates ‘packages’ that have multiple components but the client does not see breakdown of rate 		3

		113		Ability to have multiple rate and date selection for delegates within one booking		3

		114		Ability to create new client accounts		3

		115		Ability to create a holding booking while awaiting further details from client		3

		116		Ability to provisionally book an event and invoice for the deposit		3

		117		Ability to allocate bedrooms either en mass or individually.   Allocation either in advance or on day to be able to gain maximum occupancy		3

		118		Ability to create a rooming list for client to complete with delegate details which can then be imported		3

		119		Ability to manually allocate delegate bedrooms or allocate via an excel sheet before importing into system		3

		120		Ability to track the number of rooms used on a booking		3

		121		Quick release of bedrooms if a booking cancels or does not arrive		3

		122		Able to lock a meeting room or bedroom to ensure room moves do not happen accidentally		3

		123		Ability to import delegate lists, in excel, text or similar files, direct into an event as well as being able to add them manually or via searching for previous delegates		3

		124		Ability to record and report on information specific to individual clients		2

		125		Ability for delegates to be individually invoiced from one booking		3

		126		Ability to charge personal delegate accounts, to a main account or to another delegate on the same booking		3

		127		Group mailing functionality within an event – to be used to contact all or selected delegates or groups of delegates on a booking		3

		128		Ability to record against an event any notes on conversations and ability to upload documents or emails to the event		3

		129		Option that booking contract can be automatically updated as the booking is created.		3

		130		Ability to adjust dates and rates of bookings that have been created		4

		131		Ability to record requested equipment against a meeting room within the event		2

		132		Ability to move a room with catering and equipment booked into another room		3

		133		Ability to record day delegates including any special requirements		3

		134		Ability to move delegates from one bedroom to another  		3

		135		Ability to set up and print Badges for delegates		2

		136		Ability to edit guest details at check in		3

		137		Ability  to create individual B&B or group accommodation bookings for one night or multiple nights		3

		138		Ability to charge Bed & Breakfast guests in advance of stay		3

		139		Ability to auto allocate rooms for Conference bookings to maximise the room occupancy while respecting rules for different event types		3

		140		Search screen with the ability to search by at least the following:
 Booking Reference Number
 Booking Title
 Booking Status
 Company Name
 Contact Name and Address
 Delegate
 Invoice Number
 Date Range		3

		141		Ability to view meeting rooms by:
- Day
- Week
- Month
- User defined period		3

		142		Abilty to have User Defined Fields availble to be used on event and contact records

		143		Ability to sent auto-reminders to clients  who have not completed a task (e.g. sign contract, pay deposit, supply delegate names) by a specified date		3

		On line

		144		Option of a portal so that initial enquiries for Conference and B&B can be made on line 		3

		145		Ability for Conference delegates to book, register and pay for an event online as well as being able to edit their details and preferences		3

		146		Ability for Conference organisers to supply information or edit some event details		2

		147		Bed and Breakfast Guests able to reserve and pay for accommodation online		3

		148		Ability for Contracts to be sent to clients to sign online		3

		149		Ability for certain event types to be able to book and pay directly online		3

		150		Option of multiple enquiry/booking portals with unique URLs to allow for use of system in multiple departments		3







Student Accom

		Item		Description 		Importance 		Fully		Partially 		Not Meet		Explanation		Added Value

		Student Accommodation

		151		The System should provide a fully functional online portal for student accommodation booking and management facility suitable to our needs.   Functionality should allow students to apply and sign contract online but room allocation and all Accommodation office functions should be managed via a seperate staff interface.		4

		152		The system will need a facility to manually input student details in case the need arises in addition to receiving student information from SITS as per SITS integration (see Integration tab)		3

		153		Information should be held on individual students to include Student ID, Name, Home address, Disability, Care Leaver,Under 18 flag, International status. A		3

		154		System should allow for all fields to be made read only, editable or hidden depending on users access rights		3

		155		System should allow the automatic allocation of rooms based on student profile criteria (eg gender, home post code), course details (e.g. if course taught at Bognor only allocate accommodation at Bognor) and application order as well as student preferences.  Also there should be an option to allocate on a ‘lottery’ basis.		4

		156		It should be possible to allocate students to rooms manually		4

		157		The system should be able to automatically flag up applications that still require action such as licence agreement not signed, inventory not completed, etc.  		3

		158		The system will need to allow applicants to be able to be moved up or down a waiting list due to special circumstances, but by authorised users only.		2

		159		Ability to withdraw a student.  If the applicant withdraws after the offer of a room had been made, the system will need to release the room and make it available again.		3

		160		The applicant will need to be able to make a request to arrive early ie before the start of the contract e.g. international students. Costs should be recalculated and contract dates altered		3

		161		The system will need to allow any early arrival requests to be authorised by accommodation staff, a new licence agreement to be sent and fees amended.		3

		162		The system should allow students to contact other students in their flat/hall by providing contact details if prior authorisation given.		1

		163		The system will need to generate reminders to students after certain time frames for all required information that has not been completed. This will also need to be flagged up to accommodation staff.		3

		164		Where a student requests online to leave accommodation, this should trigger the system to advise staff. It should then be possible for the room to be listed online as available for other students.		2

		165		The system will need the facility to record damages, lock outs etc against each student and enable charging.		3

		166		There should be the functionality availble to raise invoices for students on an individual, group (e.g. block), mass		3

		167		There should be the functionality availble to add charges on an ad hoc or mass option

		168		A database of host families and private landlords with online web access for students to view and landlords to update information.  		1

		169		UDFs held on a student's profile should be able to be edited singularly, on mass or via an import

		170		Ability to check in students singularly or on mass		2

		171		Ability to check out students singularly or on mass		2

		172		Ability to log damage and automatically add a charge to student's account		3

		Student Accommodation On line

		173		Ability for students to apply online for accommodation, progress and manage their application.		4

		174		Access to an online portal will need to be protected by use of secure user login ID and passwords		3

		175		The option of an SSO link from our applicant and student portals to save applicant having to create a separate username/password. 
This would need to have the ability to pass student credentials from the portal to the web accommodation option via a URL string. 		2

		176		The system should only allow students meeting specified criteria to apply for accommodation. This would include status, year of course, home post code.  This should be amendable including mid-year. 		4

		177		Valid applicants should only be able to apply for specific accommodation or accommodation groups based on criteria in their profile such as  location of course, age, gender etc.		3

		178		Applicants should be able to select up to a specified number of preferences.  
The number may vary depending on course that they are intending to study.		4

		179		System should have a facility for students to self-allocate through an online process. 		1

		180		The system should inform any unsuccessful applicants that they have not been allocated a room but have been placed onto a waiting list.		3

		181		Applications will need the facility to record date and time they are submitted to allow the allocation of roomson a first come, first served basis and also to assist with managing a Waiting List. 		3

		182		The system needs to allow different types of application at different stages e.g. students wanting to stay on over the summer period or apply during the Academic year due to vacancies. 		2

		183		Applicants to be able to access, read and download info about the accommodation (directly or via links)		3

		184		Applicants to be able to attach electronic documents to support their application, e.g. photos, medical evidence etc.		2

		185		Ability to apply electronic signatures to accommodation contracts 		3

		186		The system will need to recognise deadlines for applications and allow selected students to be able to still access and make an application after the closing date preferably by changing a field on their profile		3

		187		The system will need to flag up any under 18 students and provide them with additional induction information. 		3

		188		When an application is rejected the system should send an e-mail to the applicant informing of the reason why.		3

		189		Partially completed and rejected applications must all be retained for the student to recall/amend/complete. 		3

		190		Once the application has been submitted and accepted the form should be locked and the applicant not allowed to amend the form unless specifically requested by accommodation staff.		3

		191		Applicants should be able to withdraw their application online at any point, stating their reasons why. 		3

		192		Applicants who have declined their accommodation offer should be able to reinstate their application at a later date, this however will not guarantee them the same room being offered and they may have to be put onto the waiting list. 		2

		193		Once the offer has been made the applicant should be able to log back into the portal to accept or decline the offer. 		4

		194		When an offer is accepted the system should then take them through the online process of reading and signing the Licence Agreement  		3

		195		The applicant is to have the ability to go back and complete the acceptance steps at a later date, however there will need to be an expiry date on the offer.  		3

		196		The student portal should have the functionality to be able to transfer student to online payment provider to take a payment

		197		If the applicant declines the offer they must be given the option to withdraw the application or keep it active. A record of the actions should be logged and the room released for re-allocating. 		3

		198		The waiting list will need to be able to provide the facility to let applicants add themselves to the bottom of the waiting list or remove themselves from the waiting list.		2

		199		The system should provide the facility to allow the student to complete a pre-arrival induction exercise involving confirmation of arrival date & time and adding dates and ‘signatures’ to confirm that they have read and understood documents/videos, such as the Handbook for Residents, Fire Safety Instructions, etc.  The inclusion of quizzes and Competitions.		3

		200		After the student has arrived the system will need to allow them to log in and complete post-arrival exercises. This will include filling out and signing an inventory.		3

		201		The system will need an area for accessing general information such as roles of accommodation staff and student hall reps, general advice on living in residence, behaviour and safety precautions, who to contact should they need help/advice etc. Perhaps via links from other areas of the University’s portals/website.		1

		202		The system will need to be able to provide the facility for applicants to order  catered packages (self catered students), bedding and crockery packs online.		2

		203		If a student wishes to leave residence early they will need to report this via the system. The system will need to send them the conditions of leaving their halls early according to the Allocation Policy and notify Accommodation staff		2

		204		A facility for students to advertise for an exchange of room with another student. The terms of this will need to be set out when advertising.  They should also be able to remove an advert if they change their mind. Each student would need to sign to agree to the exchange and pay an admin fee through the system once authorisation is give from the Accommodation staff.		2





Integration

		Item No.		Description 		Importance 		Fully		Partially 		Not Meet		Explanation		Added Value

		Integration 

		Listed below are the current systems that integrations would need to be supported. The supplier should indicate that they would be able to support integrations with replacement or additional systems using sector standard interface methods.

		205		Overall it is intended that all invoices and credits are raised in the software and that all payments are recorded in the software so that full Debt management can be achieved.  However all such information must be transferable to the University's Finance System (Unit 4 ERP) and any payments made directly in Unit 4 ERP must beable to be imported to the software to complete the picture.		4

		206		All transaction files Imported from Unit 4 ERP to the System should be of flat file format ie TXT or CSV.  The Supplier must define the layout and type of these files and ensure it is acceptable to the Customer.		3

		207		All transaction files Imported from Unit 4 ERP to the System should be of flat file format ie TXT or CSV.  The Supplier must define the layout and type of these files and ensure it is acceptable to the Customer.		3

		208		It should be possible to run all Exports and Imports on an adhoc or automated basis as frequently as is deemed necessary by the Customer.		3

		209		 The System should have a facility to Export new and amended customer data (both student and conference) which will be used to create Customer records in Unit 4 ERP. 		3

		210		 The System should have a facility for the Export of a transaction file of all student accommodation invoices and credits (including Fees, Booking Fees, Additional charges etc.) suitable for import to Unit 4 ERP.    		3

		211		The System should have a facility for the export of a transaction file of all conference invoices and credits suitable for import to Unit 4 ERP.  The export file data should include the Invoice No created in the System.  The transactions should be at Invoice line level so that Vatable and non Vatable items can be handled individually.   Alternatively there should be one transaction record for Vatable items and one for non-Vatable.  The export file must in particular include Invoice/Credit note number and also the company (of two) to which the transaction applies.		3

		212		Ability to import payments recorded in Unit 4 ERP to enable the System to show status of client accounts and payments that have been made directly to finance office 		3

		213		There should be the ability to identify transactions to be exported by date, batch, status and individual selection.		3

		214		 There should be an audit trail of all transactions exported and this should also be accessible, amongst other places, from the Customer or Student record itself		3

		With Student Record System (SITS)

		215		All transaction files Imported from SITS and Exported back to SITS to be defined following discussion between the Customer and the Supplier.   Format to be agreed before contract.

		216		 A facility to load information on individual or groups of students to the Student Accommodation element of the System from SITS.   This data to include student id, status, course information, disability data, Under 18s, International students, address data etc.  The feed should add new students meeting criteria and to update data held in the System on existing students.		3

		217		There should be an Export file from the System providing information on Student Term Time addresses to update the SITS system.  The System should identify those Students with changes (possibly at check in/check out) which should be included in the feed. 		3

		218		An audit trail should be available showing when students loaded to the System, when updated and when their addresses have been Exported to SITS.		2

		With Timetabling  System (Scientia)

		219		The system should offer the ability to have a two way data feed with the University's timetabling system so that the bookings made/edited for teaching spaces in the conference system are automatically populated in timetabling system to save the double entry of data		2

		220		The system should offer the ability to have a two way data feed with the University's timetabling system so that the bookings made/edited for teaching spaces in the timetabling system are automatically populated in  conference system so that the conference team can view availibility from their system		2

		221		The system should offer the ability to have a two way data feed with the University's timetabling system so that the bookings edited for teaching spaces in the conference system are automatically populated in timetabling system to save the double entry of data		2

		With Payment Provider (WPM)

		222		The customer facing web portals should allow for integration with the Univerity Payment Provider (WPM) so that customers (Conference, Bed and Breakfast or Students) can be transferred and make a payment as part of their booking process		2

		With University Helpdesks (Hornbill SupportWorks, Planon)

		223		System should allow for jobs logged against bedrooms in either of the University's helpdesks to be recorded against the room history should charges need to be raised on a student's account for the cost of repair		2

		With University Reporting Tools

		224		Capability of having a data feed which can be used to populate the University's reporting tools (Qlik, PowerBi)		2







Finance

		Item		Description		Importance		Fully		Partially 		Not Meet		Explanation		Added Value

		Finance

		225		The system should be able to manage the full financial process to include setting up of invoices and credits, receipt of payments and full debt management facilities.		4

		226		Ability to link all chargable items to specific cost centres and account codes		3

		227		Ability to have different cost centres and account codes depending on activity type e.g. Internal or external conference

		228		In financial terms there are two companies within the University. One is for University clients and the other is for external business.  It should be possible for all Invoices and Credits to be flagged as being for one or the other in the files produced for transfer into the Financial systems.		3

		229		Ability to link in to payment providers such as WPM to enable on line payments at any stage/time for example Booking Fees for students, deposits and full payments for Conference or B&B clients.		3

		230		Ability to have varying VAT rates on items		3

		231		Ability to log multiple charges and payments against any booking.		3

		232		Ability to set rates for set booking types eg standard rates, promotional rates, company specific rates, internal /external rates, rates dependent on day of week 		3

		233		Ability to have varying rates and VAT rates during a booking to allow for rate changing during the booking dates		3

		234		The system should allow charges to be defined by period eg by week, by night etc.		3

		235		Ability to set up future rate changes in advance		3

		236		Ability to view all invoiced charges		3

		237		A till facility to take cash sales in more than one location and print or reprint receipts.  Payments being for ad hoc, one off items (shop) or payment on account.		3

		238		Automatic alert if a client has an outstanding balance when they are checked out on the system or against a specific timeframe		2

		239		Automatic Deposit and outstanding payments chase		2

		240		The system should allow refunds to be processed and transactions to be reversed in case of extenuating circumstances. 		3

		241		Ability to add ad hoc charges		3

		242		Ability to highlight bookings with outstanding invoice balance		3

		243		Ability to flag student debtors and block them from being allocated to a new room until debt has been cleared		2





Reporting

		Item		Description		Importance		Fully		Partially 		Not Meet		Explanation		Added Value

		Reporting

		Room Stock Reporting

		244		Current Occupants List ordered by Room or Guest Name		3

		245		Vacant rooms report		3

		246		Ability to view or print check in/out lists for the current day or a selected future date (including outstanding guests during the process)		3

		247		Housekeeping Reports to be available in daily, weekly and monthly formats and allow for different cleaning types and charges		3

		248		Reports on all catering figures for caterers		3

		249		Ability to flag up rooms which have not been used for a set period so that they can be deep cleaned before use		3

		250		Reports on bedroom maintenance		2

		251		Ability to produce Registration forms for delegates,B&B guests and students’ check in which are set up to users requirements		3

		252		Report showing all damages that have been recorded on a room, flat, block or individual person basis.		3

		253		Report showing special needs including type of disability against room/block/campus		3

		254		Occupancy Reports - ability to report of Student and/or conference in a single report for user defined date period		3

		255		Total Income and Account Reporting		3

		256		Damages, Catering and Housekeeping analysis		3

		257		Reports to include % population in halls on specific courses; % in occupancy by campus; % in occupancy by catering package; % voids (but not include temporary rooms); % of population by student 'tag' type i.e. U18s, care leaver etc		3

		258		Reports of cleaning issue warnings		3

		259		Ability to create an 'In House' report for fire and security that can be viewed online by both university and nominated external staff		3

		Conference Reporting

		260		Create a paper Conference Schedule for an event contains bespoke or default information 		2

		261		Ability to produce Analysis Reports which take information from enquiries, events, bookings, contact data. To include:
- Enquiry Conversions Report
- Lost Business Report
- Late Cancellations Report
- Bedroom Occupancy
- Revenue Report
- New Bookers Report
-Turndown Analysis		3

		262		Ability to produce reports on:
-Demand Analysis
-Geographic Booking Patterns
-Event Statistics
-Conference Booking Lead in Times		2

		Student Accommodation Reporting 

		263		Occupancy reporting on a specific date or for a date range		4

		264		Report on all currently available rooms		3

		265		Report on rooms out of service including reasons why		3

		266		Reports to be available  in relation to all stages of application, allocation and acceptance/rejection of room offers		3

		267		Reports related to all arrival/departure information		3

		Reports Finance

		268		Ability to Report and analyse rates used		3

		269		Ability to produce report with Profit/Loss for events		2

		270		Ability to batch invoice print for a specific date		3

		271		Ability to collect quantitative and qualitative KPI data which is based on data analysis of booking type		3

		272		Ability to produce full financial reports for all elements of the system		3

		273		Ability for receptionists to produce reports on:
- Session Cash-up
- Cash Reconciliation
- Transaction Summaries		3

		274		Ability to produce multiple forecast reports including:
- Sales Forecast by Period
- Sales Forecast by Event status		3

		275		Ability to produce revenue reports against budget from invoices that have been raised including:
- Sales Revenue YTD
- Sales Revenue by Event Type 
- Sales Revenue by Delegate Rate		3

		General Reporting Requirements

		276		Bespoke reports to be provided as part of the initial cost.  Our particular, additional, requirements are identified under the various sections in this requirements document.		4

		277		Ability to produce user defined Ad-hoc Reports with an integrated, user friendly report tool identified and approved by ourselves.  Identify whether the costs for this are included in the quote or, alternatively, give anticipated costs.		3

		278		Reporting tools shall be provided which produce output in a number of formats to include:
• Integrated graphics, (e.g. bar charts, pie charts)
• Text with definable fields and content managed by user.
• Export directly to XLSX, PDF, HTML, DOCX, RTF, XML and CSV.
• Ability to alter and design ‘look and feel’ of reports to match University house style. (e.g. Logos, colour scheme and report descriptions)
		3

		279		Ability for Templates to be saved at a centrally rather than on individual operators computers and user details to be inserted as necessary		3

		280		User-defined and configurable automatic reporting schedules. (e.g. Automatic monthly emailing of of a report to a specific person whether or not they are a user of the system)		3

		281		Ability to group and print or batch print a number of reports at once, eg for fire safety requirements		3






