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System Characteristics Form

	Solicitation No. 	RFP2026-016	

Please complete this form in its entirety and include it with your Proposal.  Where appropriate, include screenshots in responses to narrative questions.

	Name of Offeror:
	Click here to enter text



	SYSTEM CHARACTERISTICS – BASE SCOPE
	OFFEROR RESPONSE

	ID
	TYPE
	DESCRIPTION
	SUPPORT
	ADDITIONAL INFORMATION (Optional)

	[bookmark: _Hlk204848318]Agenda
	Required
	Allows for creation of meeting item coversheets for meeting bodies
	Select	Click here to enter text
	Agenda
	Required
	Supports template creation for agenda layout
	Select	Click here to enter text
	Agenda
	Required
	Can store multiple agenda templates to meet the needs of various meeting bodies
	Select	Click here to enter text
	Agenda
	Required
	Allows agenda items to be linked to specific timestamps in the corresponding meeting's video or audio recording
	Select	Click here to enter text
	Agenda Packet
	Required
	Creates single-pdf combined agenda packets from coversheets, agendas, item details, and background materials
	Select	Click here to enter text
	Agenda Packet
	Required
	Supports OCR for agenda packet contents including imported supporting materials
	Select	Click here to enter text
	Agenda Packet
	Required
	Automatically generates PDF bookmarks for quick access to agenda items
	Select	Click here to enter text
	Agenda Packet
	Required
	Allows multiple agenda background material files to be imported into System simultaneously
	Select	Click here to enter text
	Agenda Packet
	Required
	Allows the reordering of background materials natively in application
	Select	Click here to enter text
	Agenda Packet
	Required
	Supports inclusion of large files (i.e. building plans in PDF format over 150 MB in size)
	Select	Click here to enter text
	Minutes
	Required
	Provides a method through which meeting minutes can be recorded 
	Select	Click here to enter text
	Minutes
	Required
	Allows staff to add mid-meeting ad-hoc motions to the agenda packet as required
	Select	Click here to enter text
	Public Portal
	Required
	Provides dedicated webpages for legislative bodies
	Select	Click here to enter text
	Public Portal
	Required
	Display details of body members, including biography, voting history, and body membership details
	Select	Click here to enter text
	Public Portal
	Required
	Provides schedule of meetings
	Select	Click here to enter text
	Public Portal
	Required
	Allows the public to view agenda packets for upcoming meetings and meeting minutes 
	Select	Click here to enter text
	Public Portal
	Required
	Supports live video streaming of meetings
	Select	Click here to enter text
	Public Portal
	Required
	Hosts video files for completed meetings
	Select	Click here to enter text
	Public Portal
	Required
	Hosts audio files for audio-only meetings
	Select	Click here to enter text
	Public Portal
	Required
	Supports a robust search engine that can search all agenda packets and meeting minutes
	Select	Click here to enter text
	Public Portal
	Required
	Ability to quickly return full text search results from 26 years of meeting materials
	Select	Click here to enter text
	Public Portal
	Required
	Supports timestamping video and audio recordings for quick user access to agenda items
	Select	Click here to enter text
	Public Portal
	Required
	Compliance with ADA standards for accessible design
	Select	Click here to enter text
	Public Portal
	Required
	Supported on all major browsers (Chrome, Safari, Edge)
	Select	Click here to enter text
	Public Portal
	Required
	Is mobile responsive
	Select	Click here to enter text
	Public Portal
	Required
	Supports the bulk import of existing agenda timestamps from the legacy system during data migration
	Select	Click here to enter text
	Public Portal
	Optional
	Video streaming supports automatic captioning (speech-to-text)
	Select	Click here to enter text
	Public Portal
	Optional
	Includes functionality to track a single legislative item or topic across multiple meetings and various governing bodies
	Select	Click here to enter text
	Public Portal
	Optional
	Provides a solution through which citizens can submit ADA accommodation requests
	Select	Click here to enter text
	Public Portal
	Optional
	Allows announcement banners (i.e. “The council is in recess”) to be added to portal by staff
	
	

	Public Portal
	Optional
	Multilingual support
	Select	Click here to enter text
	Public Portal
	Optional
	Allows staff to customize CSS elements
	Select	Click here to enter text
	Technical
	Optional
	The System supports direct, shareable URLs with permanence (deep links) to individual pages for meeting bodies, body members, and agendas.
	Select	Click here to enter text
	Technical
	Optional
	System supports RESTful APIs or other methods to programmatically retrieve agenda, minutes, video links, etc.
	Select	Click here to enter text
	Technical
	Optional
	Able to transcribe meeting audio for post-meeting review
	Select	Click here to enter text
	Technical
	Optional
	Supports single sign on
	Select	Click here to enter text
	Technical
	Optional
	Has a separate training and/or testing environment
	Select	Click here to enter text
	Technical
	Optional
	System is SOC-2 compliant
	Select	Click here to enter text
	Workflow
	Optional
	Application alerts users when meeting materials are submitted for their review externally (i.e. by email)
	Select	Click here to enter text
	Workflow
	Optional
	Allows for custom email alert templates
	Select	Click here to enter text
	Workflow
	Optional
	Supports spellcheck while entering text into application
	Select	Click here to enter text
	Workflow
	Optional
	Supports the ability to track changes via audit logs or similar
	Select	Click here to enter text
	Workflow
	Optional
	Supports versioning and rolling back changes
	Select	Click here to enter text
	Workflow
	Optional
	Provides a secure portal or workflow for pre-publication review, allowing materials to be distributed to body members before being made public.
	Select	Click here to enter text
	Workflow
	Optional
	Enables multiple users to collaborate on an agendas simultaneously (co-editing)
	Select	Click here to enter text



	SYSTEM CHARACTERISTICS – NARRATIVE QUESTIONS

	1. Agendas
	Describe the agenda and agenda packet creation process.

	Click here to enter text
	2. General
	Describe the System's features for controlling and managing the formatting, layout, and use of document templates.

	Click here to enter text
	3. General
	Describe how agenda packet items are added and imported, and support for very large files (i.e.. building plans).

	Click here to enter text
	4. General
	Does the System support integration with other document management systems (Tyler EPL, Laserfiche, 365). If so please give examples of past successful integrations and what they look like in practice.

	Click here to enter text
	5. General
	Describe audit trail/change tracking capabilities of the System.

	Click here to enter text
	6. Public Portal
	Please provide links to a few public facing websites created with your solution.

	Click here to enter text
	7. Public Portal
	Describe how the System interacts with and supports integration of virtual meeting platforms for hybrid meeting support. 

	Click here to enter text
	8. Technical
	Describe how data in the system can be accessed externally for use by other City reporting/business intelligence tools (i.e. direct database access, etc.).

	Click here to enter text
	9. Technical
	Describe how changes to the System can be staged/tested prior to being put into production, including any training and/or testing environments that are available.

	Click here to enter text
	10. Technical
	Describe how software updates are performed.

	Click here to enter text
	11. Technical
	Describe the System's backend architecture.

	Click here to enter text
	12. Technical
	Describe any limitations of importing our historic data into the System.

	Click here to enter text
	13. Technical
	Describe how the System manages user roles and security.

	Click here to enter text


	SYSTEM CHARACTERISTICS – SAMPLE VIDEOS

	1. Agenda Creation
	Provide a brief video (less than 5 minutes) demonstrating how users submit agenda items and how approvers process workflow approvals.

	Click here to enter video URL	

	2. Packet Creation
	Provide a brief video (less than 5 minutes) demonstrating how agenda packets are created.

	Click here to enter video URL	

	3. Minutes
	Provide a brief video (less than 5 minutes) showing how minutes are taken, including motions and vote results, and how meeting minutes are generated.

	Click here to enter video URL	

	4. Public Portal
	Provide a brief video (less than 5 minutes) showing how agendas, agenda packets, and minutes are posted, accesses, and searched on the public facing site.

	Click here to enter video URL	
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