Tender Specification: Bookings and Venue Management Systems


	Requirements
	Included?  or X
	Notes

	A system suitable for a growing arts venue, with an easy user interface, suitable for use by multiple users on site or remotely, with real time viewing across staff teams, and CRM tools. 
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	Box office system
	
	

	Ability to set up events quickly to market online – including last minute events. 
	
	

	Access Control and Scanning - real time capacity measurement to report on busiest times and no shows
	
	

	Editable seating plans, even after sale (e.g. sound desks in seating area held off)
	
	

	Ability to allocate numbered seats
	
	

	Able to print or download tickets

	
	

	Connected to website

	
	

	Easy integration with peripheral equipment, e.g. ticket printers, credit card and barcode readers, cash drawers and credit card payment processing

	
	

	Customer interface
	
	

	User friendly online ticket purchases 
	
	

	Compatible with various screen sizes across smartphones, tablets as well as laptops and PCs. 
	
	

	Compliant with Web Content Accessibility Guidelines (WCAG) 2.1
	
	

	Integrated with free on-site Wi-Fi

	
	

	Membership/loyalty schemes
	
	

	General management tools for friends and member schemes, e.g. automatic membership renewal, fixed seat subscriptions and priority bookings. 
	
	

	Loyalty tools for example points schemes, discounts and packages. 
	
	

	Seasons and Packages- to increase revenue online or face to face through combining tickets and products with season tickets, subscriptions and packaging deals

	
	

	Marketing
	
	

	Ecommerce system to maximise online revenue through streamlined web ticketing, merchandise, marketing, donations fully integrated with Box office
	
	

	Ability to capture details of individuals and organisations – including prospects, customers, suppliers, employees and attendees and artists. 
	
	

	Ability to see a 360 degree view of patrons’ interactions 
	
	

	Built in mailing systems or automatic integration with, for example, Mailchimp 
	
	

	Built in integration with Social Media, for example, Facebook, Twitter
	
	

	Pre and Post Show emails to customers

	
	

	Ability to easily import existing customer data (currently held on DataBox)

	
	

	Fundraising
	
	

	Managing all aspects of fundraising campaigns and donations
	
	

	Manage GiftAid declarations and reporting to HMRC

	
	

	Venue management system 

	
	

	Reporting - staying on top of latest information needed to manage the venue with reporting modules. 
	
	

	Easy integration with peripheral equipment, e.g. ticket printers, credit card and barcode readers, cash drawers and credit card payment processing
	
	

	Ability to export data to other programs, e.g. Word and Excel
	
	

	Manage entry and occupancy of the venues – real time capacity monitoring
	
	

	Tracking of inventory (food and bar sales and stock) 

	
	

	A Central calendar with colour coding to establish provisional pre contract and guaranteed post contract events and ability to copy regular event requirements to other events. 
	
	

	Schedules of service agreement/contracts to visiting promoters
	
	

	Room by room allocation of resources and costings of items
	
	

	Generate event logistics requirements (aka function sheets to ops staff) 
	
	

	Generate event reports

	
	

	Generate post event invoices

	
	

	Ability to attach documents- e.g. room plans, event requirement forms or tech riders. 
	
	

	Security and Support
	
	

	24/7 telephone/email/online user support

	
	

	System upgrades managed remotely and automatically.
	
	

	GDPR compliant data security

	
	

	High levels of digital and physical security.
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