Parks and Recreation Management Software Requirements
			Customer Management

	Item
	Description
	Y
	N
	Comments

	1.1

	One customer database is shared throughout all modules (registrations, rentals, memberships, etc.)
	
	
	

	1.2
	Customers are grouped by Families with the designation of a ‘Head of Household’ or ‘Primary Guardian’
	
	
	

	1.3
	Customer fields to be included: 
· First and Last Name 
· Address (street address, city, state, zip code)
· Phone Numbers 
· E-Mail Address
· Birth Date (for the purpose of the system automatically calculating age)
· Gender
· School Grade level
· School Name (with a drop down of available schools)
· Race (with a drop down of available races)
· Notes for medical info / special needs
· Photo (for each family member)
· Resident / Non-Resident indicator
· Account Status (Active / Inactive)
· Emergency Contact Info
· Customer alert messages that appear when accessing customer’s account at front counter
	
	
	

	1.4
	Ability to setup discounts for each family member. Either standard or customized discounts allowed
	
	
	

	1.5
	Ability to recognize family member entries by common phone number, address, or name
	
	
	

	1.6
	System provides for Zip or Postal Code table to be created (by entering the Zip code, the city and state are pre-filled) during customer entry
	
	
	

	1.7
	Easily find history of customer registrations, reservations, memberships, payments etc. from customer account screen
	
	
	

	1.8
	Ability to check for duplicate customer files when entering new customer records and ability to merge duplicate customer records
	
	
	

	1.9
	Ability to search for customers by all critical fields (ie: Last Name, First Name, Phone#, Address, E-Mail, etc.)
	
	
	

	1.10
	System has a Demographic Report capability that allows the user to print reports, print labels or send out mass e-mails based upon multiple selection scenarios, such as zip code, gender, area, and age range.
	
	
	

	1.11
	Ability to view customer’s entire history of payment and refund receipts with the ability to reprint or email receipt at anytime
	
	
	

	1.12
	Ability to view customer’s entire history of registrations, rentals, memberships, etc. on one screen without running a report
	
	
	

	1.13
	Ability to manage open balances of money owed by the customer and when payment is due
	
	
	

	1.14
	Ability to manage open credits on the customer’s  account and allowing credits to be used as a form of payment during the check-out process
	
	
	

	1.15
	Ability to prevent Front Desk staff from accepting Check Payments from a customer with a history of NSF checks.
	
	
	

	1.16
	Ability to setup a Customer Alert notification (in plain text) that will alert front desk staff when working with that customer account.
	
	
	




	Activity Registration

	Item
	Description
	Y
	N
	Comments

	2.1
	Ability to identify programs through activity number, activity name, season and year
	
	
	

	2.2
	Ability to organize activities by category and/or sub-category of interest
	
	
	

	2.3
	Ability to setup minimum and maximum enrollment target numbers for each activity
	
	
	

	2.4
	Display the number of participants currently enrolled in each program along with displaying how many spots are available on the roster
	
	
	

	2.5
	Ability to limit the number of Non-Resident Registrations accepted for each activity
	
	
	

	2.6

	Ability to setup minimum and maximum age requirements for each activity
	
	
	

	2.7
	Ability for user to define within each activity when age is determined (e.g. Activity Begin Date, Registration Date or Custom Date)
	
	
	

	2.8
	Ability to setup minimum and maximum grade requirements for each activity
	
	
	

	2.9
	Ability for user to define within each activity when grade is determined (e.g. Activity Begin Date, Registration Date or Custom Date)
	
	
	

	2.10
	Ability to setup gender requirements for each activity
	
	
	

	2.11
	Ability to setup custom questions for each activity 
	
	
	

	2.12
	Ability to charge an additional fee for custom questions depending on answer given.
	
	
	

	2.13
	Ability to setup custom questions in a way so they can branch off of one another.  (e.g. If the customer answers “YES” ask a secondary question;  If the customer answers “NO” don’t ask a secondary question.
	
	
	

	2.14
	Ability to setup multiple prerequisite activity numbers for each activity
	
	
	

	2.15
	Ability to setup multiple prerequisite memberships for each activity (e.g. Customer must hold a particular membership type in order to be eligible to register for this activity)
	
	
	

	2.16
	Ability to assign more than one activity fee to each program such as resident / non-resident or member / non-member
	
	
	

	2.17
	Ability to setup system to automatically assess a late registration fee on or after a specified date
	
	
	

	2.18
	Ability to assign revenue accounts to each activity fee
	
	
	

	2.19
	Ability to print attendance sheets with multiple dates
	
	
	

	2.20
	Ability to quickly create an email blast to all participants on a roster
	
	
	

	2.21
	Ability to customize activity rosters and allow user to choose information that will print for each participant (ie: address, phone, email, age, parent info, emergency contacts, medical info, etc.)
	
	
	

	2.22
	Ability to use a copy function for Activities so as to expedite data entry when setting up a future season
	
	
	

	2.23
	Ability to input expenses for each Activity while displaying and reporting profit/loss for each Activity
	
	
	

	2.24
	Ability to attach documents to each Activity for the purposes of automatically emailing those documents to customers after registration is processed
	
	
	

	2.25
	Ability to maintain an Instructor Contact Database that allows for entry of Instructor Name, Address, Phone, E-mail, etc. and Ability to assign Instructors to selected Activities and setup pay calculation
	
	
	

	2.26
	Ability to calculate amount owed to each instructor and print Check Requests to submit for payment
	
	
	

	2.27
	Ability to reserve the Activity to the Facility Calendar during Activity setup so as to reserve the Facility for this Activity on all Session Dates
	
	
	

	2.28
	Ability to automatically alert the user during registration when customer does not meet Age, Grade or Gender requirements
	
	
	

	2.29
	Ability to automatically alert the user during registration when customer wants to register for a class that is Full or that has been Canceled
	
	
	

	2.30
	Ability to automatically alert the user during registration when customer wants to register for a class they have already registered for
	
	
	

	2.31
	Ability to register an individual or multiple family members in multiple activities without having to reselect the individual or family for each program selected
	
	
	

	2.32
	Ability for the system to determine residency based on customer profile settings and assign correct fee
	
	
	

	2.33
	Ability to override or adjust class fees based on user’s access privileges
	
	
	

	2.34
	Ability to automatically calculate discounts based on customer or transaction eligibility
	
	
	

	2.35
	Ability to automatically charge late fee based on a date or deadline
	
	
	

	2.36
	Ability to automatically generate waiting lists for filled classes
	
	
	

	2.37
	System will produce a receipt with Activity Info (Number, Title, Dates, Times, Locations) and Payment Info (Receipt#, Payment Method, Staff Member)
	
	
	

	2.38
	Receipt can be Printed, E-mailed or both (simultaneously)
	
	
	

	2.39
	Receipts must include department logo and contact information on the standard receipt. Allows for multiple logos based on site (option for different logo for each Recreation Center/site). 
	
	
	

	2.40
	System will automatically update customer payment & activity history record, activity roster, activity revenue and g/l account distribution when registration is processed
	
	
	

	2.41
	When a waiting list exists for an activity, system will notify user when a roster spot becomes available because of a cancellation/refund from another participant
	
	
	

	2.42
	Ability to transfer an individual (or entire roster) from one activity to another.  If a difference in fee exists, system will automatically handle/process the collection of additional payment or refund
	
	
	

	2.43
	Ability to enter roster specific notes during registration that will print on roster (ie: player requests, special needs, etc.)
	
	
	

	2.44
	System has the ability to process in-house registrations and on-line registrations at the same time without any conflict
	
	
	

	2.45
	System allows for multiple payment methods (cash, check, credit card, credit on account, etc.) and allows the customer to split payment on same transaction (ie: pay a portion cash and a portion check)
	
	
	

	2.46
	Ability to issue refunds without the need to remove participant from roster
	
	
	

	2.47
	Ability to make a partial payment and keep an open balance on account with a payment plan
	
	
	

	

	

	Facility Reservation

	Item
	Description
	Y
	N
	Comments

	3.1
	Ability to identify different Event Types by a color code so the events display in different colors on the Calendar
	
	
	

	3.2
	Calendar must be integrated with Activity Registration and League Scheduling modules.
	
	
	

	3.3
	Ability to view multiple facilities on a single screen
	
	
	

	3.4
	Ability to view multiple facilities by the day, week or month
	
	
	

	3.5
	Ability to book single and re-occurring events
	
	
	

	3.6
	Ability to edit all details of existing permits without having to cancel and re-enter reservation
	
	
	

	3.7
	Ability to customize contracts with City’s terms and conditions
	
	
	

	3.8
	Ability to produce contracts and invoices and identify overdue or unpaid balances
	
	
	

	3.9
	Ability to rent multiple facilities on a single permit
	
	
	

	3.10
	Ability to create Custom Questions for the rental process that can then assess an additional charge depending on the customer’s answer.   Ability to link these questions to applicable facilities/rooms
	
	
	

	3.11
	Ability to link equipment and/or personnel resources available for use or rental as part of a facility or room 
	
	
	

	3.12
	Ability to create ‘Rental Packages’ for the purpose of renting multiple facilities or rooms for a reduced price and book them to the calendar at one time
	
	
	

	3.13
	Ability to collect and track Security Deposits
	
	
	

	3.14
	Ability to have the system alert user when Security Deposit is ready to be returned to customer
	
	
	

	3.15
	Ability to schedule Activities to same calendar that is used for Rentals
	
	
	

	3.16
	Ability to schedule external events to calendar that are not Activities or Rentals to show Facilities and Rooms that are occupied 
	
	
	

	3.17
	Ability to print calendar by day, week or month
	
	
	

	3.18
	Ability to print a Facility Schedule that is just a list of events for each Facility for dates specified
	
	
	

	3.19
	Ability to print Reservation Signs to be posted at the Facility or Room that is being rented
	
	
	

	3.20
	Ability track revenue by facility and room
	
	
	

	3.21
	Ability to track annual usage based on user defined customer categories then by facility or room
	
	
	

	Online Program Registration and Reservations 

	Item
	Description
	Y
	N
	Comments

	4.1
	Ability to accept or decline online facility reservations before completing transaction and accepting payment. 
	
	
	

	4.2
	Ability to limit the number of online registrations accepted for each activity.
	
	
	

	4.3
	Ability to attach waiver(s) to each activity for the purposes of obtaining electronic signatures from online registrations. 
	
	
	

	4.4
	System has the ability to process in house registrations and online registrations at the same time without any conflict. 
	
	
	

	4.5
	Ability to link online registration site to the City website. 
	
	
	

	4.6
	Ability to create and update a customer profile online. 
	
	
	

	4.7
	Ability for customers to pay outstanding balances online. 
	
	
	

	4.8
	Ability to automatically upload available activities to online registration site in real time.
	
	
	

	4.9
	Ability for customers to register multiple family members for multiple activities on the same transaction during online registration and then make one single payment.
	
	
	

	4.10
	Ability to offer on-line liability waiver acceptance during online registration process. 
	
	
	

	4.11
	Ability to offer every family member a username and password to register online. 
	
	
	

	4.12
	Ability to easily retrieve a password if forgotten. 
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