Exhibit A – Key Requirements
INSTRUCTIONS: 
Please submit this exhibit using the separate Key Requirements template in MS Word format provided as part of this RFP download. The document does not contain a comprehensive list of all the City’s ERP software requirements but includes the key requirements that will be used to evaluate the proposals and will be incorporated into the signed contract. Each requirement has a ranking indicating the importance of the requirement to the City:
R = 	Required
I = 	Important
N = 	Nice to Have
E = 	Explore (see if the vendor could support this requirement, but not required)

Software applications that are missing a significant number of required features and technology preferences may be eliminated from consideration.
Vendors must provide a rating and a comment for every line item based on the sample response format below. If the requirement does not pertain to the proposal being submitted, enter “N/A”. The comment should include a brief 1-2 sentence explanation of how the item is supported. Do not provide hyperlinks within the document or reference another line item for your answer. Please be concise. Do not put long paragraphs of information in the response or insert documents/images. Limit each line-item response to 100 words or less.  
Please do not modify the format, font, numbering, etc. of this form in any way. The form MUST be submitted as a separate document in MS Word format in your RFP response.  If a submitted proposal includes blank responses, the document may be eliminated from consideration. Apply the following rating system to each line-item requirement:
	Y
	Fully supported by the current release of the software.

	3P
	Supported with third party software (software not directly owned or controlled by the vendor submitting the proposal).

	C
	Customization is required to meet the requirement (changes to the underlying code must be made, a report must be specifically developed, tables have to be created or modified, etc.).  

	F
	Future functionality on the product roadmap and supported in the next release of the software (or releases) within the next 1 – 2 years. Indicate anticipated release date.

	N
	Not supported.



Sample Response Format: Please use the format below when completing your response.
	
	General
	Rating and Comment

	R
	1.	Audit trail with user, date, and time stamp throughout all modules.
	Y
System logs all transactions and stamps them with user, date, time and before/after values. A report can be generated to review audit history.




	City of Poulsbo, WA	R = Required
I  = Important
N = Nice to have
E = Explore
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	Vendor – Software Vendor
	Response

	1. Company Name and Software
	

	2. Company Contact:
	

	a. Name and Title
	

	b. Phone, Email
	

	3. Company Information:
	

	a. Year Founded, Public vs. Private
	

	b. Company Headquarters
	

	c. Employee Count - Total
	

	d. Employee Count – Proposed Product
	

	4. Customers on Proposed Application:
	

	a. Total Customers 
	

	b. Total Cities
	

	c. Total Cities of Similar Size
	

	d. Total Washington Cities
	

	e. List Washington Cities
	

	5. Describe SaaS Strategy (Single Tenant or Multi-Tenant)
	

	 Pricing
	

	6. Annual Software Costs: For modules in scope – 80 Named Users, 220 W2’s.
	

	7. Other: Indicate any 3rd party software and associated costs for modules and requirements in scope.
	

	8. Implementation: Estimate including process review, design, configuration, training, testing, integration, data conversion, reports, forms, etc.
	

	9. Total Year One Cost: 
	

	10. Year Two:
	

	11. Year Three:
	

	12. Year Four:
	

	13. Year Five:
	

	14. Total Five-Year Cost: 
	


 

	Ranking
	 
	Response – Rating and Comment

	
	Core Financial Modules
	

	R
	15. General Ledger
	

	R
	16. Purchasing & Contract Management
	

	R
	17. Accounts Payable
	

	R
	18. Business & Occupation Tax
	

	R
	19. Accounts Receivable & Cash Receipting
	

	R
	20. Utility Billing - Water, Wastewater, Solid Waste (Solid Waste to be outsourced in the future)
	

	R
	21. Project & Grant Accounting
	

	R
	22. Fixed Assets
	

	R
	23. Budgeting
	

	R
	24. Reporting
	

	
	Human Capital Management
	

	R
	25. Human Resources
	

	R
	26. Time and Attendance
	

	R
	27. Payroll
	

	 
	Technology
	

	R
	28. Cloud-Based solution (Please state hosting provider). Preference for MS Azure, or AWS.
	

	R
	29. Support multiple environments – train, test and production.
	

	R
	30. Web-based; list browsers supported.
	

	R
	31. Role-based security to module, menu, screen, attribute, or data field.
	

	I
	32. SAML-based Single Sign-On (SSO) with MFA or compartmental layered security.
	

	R
	33. Office 365 integration (Word, Excel, Outlook). Bi-directional Excel integration for JE’s, Budget upload, etc.
	

	R
	34. Comply with institutional data security requirements: ADA, HIPAA, PCI, etc.
	

	 R
	35. Indicate if your system would replace, or your integration strategy, experience, and proposed method for the following. Preference is API integration.
	

	R
	a. Point&Pay – Hosted online payment solution for government entities. Used by multiple departments. The City is open to other solutions that inclusively offer Payment gateway and Merchant Services.
	

	I
	b. DebtBook – Lease Accounting and reporting
	

	I
	c. SmartGov – Permitting System
	

	I
	d. FileLocal – B & O Tax filing and payment portal https://www.filelocal-wa.gov/. Interface is subject to B & O module and portal availability.
	

	I
	e. Washington Business License System – BLS. State Business License repository. 
	

	I
	f. NeoGov: Recruiting and applicant import into HR module.
	

	E
	g. NeoGov: Onboard, Perform, Learn. 
	

	I
	h. Timeclocks Plus Schedule Anywhere – Police scheduling software
	

	I
	i. CivicRec – Parks and Rec software (cashiering import)
	

	R
	j. Sensus AutoRead meter reading software. Import read data from handhelds
	

	I
	k. VEPO CrossConnex backflow software 
	

	R
	36. Mobile device agnostic, HTML5, Android and iOS. 
	

	E
	37. Describe AI functionality, current and planned. All AI functionality must stay within the City’s firewall. 
	

	 
	General
	

	I
	38. Configurable role or user-level dashboards with favorites, key reports, drill to transaction details.
	

	R
	39. User-defined fields that are query-able and reportable using standard reports. Describe any limitations.
	

	R
	40. Rules-based workflow with electronic signatures and visible approval queue.
	

	I
	41. Alerts and notifications via email, dashboard, SMS, etc. 
	

	I
	42. Searchable and context sensitive help. 
	

	R
	43. Audit trail with date, time, user stamp, and before and after values across all modules. 
	

	R
	44. Attach documents and images to transactions throughout all modules. 
	

	R
	General Ledger
	

	R
	45. Describe Chart of Account format; Current format: 
Revenues: Fund (3), Dept. (3), Program (3), Function (3), Element (1)
	

	R
	46. Meet Washington State BARS Uniform Chart of Accounts reporting requirements – see BARS GAAP Manual - Office of the Washington State Auditor
	

	R
	47. Fund accounting with self-balancing interfund entries.
	

	R
	48. Pooled cash management; manage cash balances for 29 unique funds within a single bank account.
	

	R
	49. Generate financial reports by Fund that incorporate both revenues and expenditures.
	

	R
	50. Support Modified Accrual-based accounting with full accrual period 13. 
	

	R
	51. Multiple fiscal years or periods open at one time with role-based access control. 
	

	R
	52. Multiple Journal Entry types and actions: 
a. Standard
b. Reversing
c. Recurring - default accounts and amounts 
d. Budget adjustments and transfers
e. Import from Excel or other operational systems
f. Add attachments
g. Route via workflow for approval
	

	R
	53. Journal Entry with short and long descriptions and comment fields. 
	

	I
	54. ACFR report builder/tools.
	

	R
	Purchasing & Contract Management
	

	R
	55. Single vendor master file with user defined fields, multiple addresses (Remit, Bill-to, 1099, etc.), emails, contacts and secure banking information. 
		

	R
	56. Encumbrance accounting.
	

	R
	57. Split Contract line items to multiple General Ledger accounts. 
	

	I
	58. Contract Management functionality including: 
a. Multi-year contracts
b. Spend control by year
c. Retainage management
d. Alerts or report when nearing expiration of Contract, Insurance Certificate, Bond, etc. 
e. Attach documents 
f. Change order with workflow
	

	I
	59. Capture of bids and quotes and related notes.
	

	N
	60. Online Vendor Portal functionality, e.g. register, secure logon, submit W-9, view bids, submit quotes, view payments, etc.
	

	R
	Accounts Payable
	

	R
	61. Scan invoices, enter vendor information centrally or decentrally; electronically route for review, approval, account coding, etc. Finance is final processor of all decentralized transactions.
	

	N
	62. Initiate online request for new vendor record.
	

	I
	63. Online visibility to invoice approval routing queue.
	

	I
	64. Import and process purchasing card transactions from bank file; post transactions to payee vendor. 
	

	R
	65. Create vouchers from import files, e.g. refunds from utility billing module, parks and rec cancellations, etc.
	

	N
	66. Flag invoice or invoice line item as a Fixed Asset and convert to a Fixed Asset record.
	

	I
	67. Set up and process recurring payables.
	

	R
	68. Process electronic forms of payment; wire, EFT, etc. and generate email notification of payment to vendors.
	

	R
	69. Generate Positive Pay file.
	

	R
	70. Vendor-level 1099 tracking and generation of forms.
	

	R
	71. Automated bank reconciliation.
	

	I
	Business & Occupations Tax (City Specific - 1,100 Self Reporting Filers)
	

	R
	72. Set up customer master for licensed businesses within the City of Poulsbo’s city limits. Data is provided by Washington State Business Licensing System (BLS).
	

	E
	73. Set up B&O Tax Classifications and rates for each type: Retail, Wholesale, Manufacturing, and Service & Other including tax rates and exemption thresholds. 
	

	R
	74. Generate and send system-generated tax form letter with business notification, filing instructions, reminders, income apportionment worksheets, link to file, etc. 
	

	R
	75. Set filing frequency based on gross revenue threshold and tax classification (quarterly or annually).
	

	R
	76. Import electronic filings and payment information (CVS or XML format) from www.filelocal-wa.gov. Update taxpayer record. Note that FileLocal is not required if software supports online B&O reporting functionality.
	

	I
	77. Notify and track businesses operating in multiple jurisdictions (apportioned) who are subject to City Services/Other B&O Tax classifications who allocate income to appropriate taxing jurisdictions.
	

	R
	78. Calculate quarterly filing tax (currently at .2% (.002) of taxable gross revenue) unless thresholds for exemptions are met. See current exemptions a, b, and c. below. Note the exemptions will change on 1/1/2026 to be equal across all business categories.
a.  $125,000 of taxable gross revenue earned annually or $31,250 per quarter 
b. Businesses are exempt if annual gross revenue is <$125,000, but must file a $0 tax form each year.
c. Non-profit organizations are exempt from paying tax, but must submit a tax return unless they operate a retail location, sell merchandise, collect retail sales tax, and remit tax to the state. Such income is B&O taxable. See additional information in Appendix A.
	

	R
	79. Assess fees, penalties and interest on late filings.
	

	I
	80. Report that includes list of $0 dollar return filers, what filers paid year to year, or other parameters.
	

	R
	Accounts Receivable & Cash Receipting
	

	R
	81. Customer master file with flexible user-defined fields. 
	

	R
	82. Multiple user-defined charge codes with fees and General Ledger accounts.
	

	R
	83. Online requests for billing with workflow routing. 
	

	R
	84. Define multiple customers, departments, and miscellaneous billing types with unique billing templates for each (Concealed Carry permits (Police), Police cost recovery, association dues, escrow, etc.) 
	

	I
	85. Generate and email invoices for misc. billing charges.
	

	R
	86. Templated recurring invoices, e.g. quarterly business association dues, with editable frequency and amount. 
	

	R
	87. Bill Downtown Poulsbo Assessment Improvement area based on business type (Service or Retail), square footage, or number of employees. Examples:
a. Poulsbo Business Association dues = <1,000 S.F. Retail = $60 flat rate
b. Future – based on number of employees or gross receipts. Possible future change but not in the current plan
	

	E
	88. Misc. billing for cemetery lots/burials. 
	

	R
	89. Generate inter-department billings.
	

	R
	90. Citizen facing self-service Portal – make online payments 
	

	R
	91. Import batch payments in .CSV or XML format.
	

	I
	92. Automated dunning letters and notifications for past due payments.
	

	R
	Utility Billing – Water, Wastewater, Stormwater & Refuse
	

	R
	93. Centralized customer master record with attributes, such as: 
a. Account Number and Service Type –Water, Wastewater, Storm, Solid Waste
b. Bill Cycle (consolidated)
c. Pressure Zone (for backflow reporting) – GIS map layer
d. Sewer Basin (for backflow reporting) – GIS map layer
e. Service Address (may be multiple)
f. Meter Location/GIS Coordinates
g. Location comments/alerts
h. Account Category – Commercial, Non-Profit, Municipal, Residential, Multi-Family, etc.
i. Parcel ID, Lot Number
j. Multiple Addresses - Primary, Bill-To, Unit, Escrow, etc.
k. Customer – One or multiple per account
l. Contacts – Primary, Alternate, Owner, Landlord, Tenant, Contractor, etc. 
m. Document attachments
n. Notes with date/time stamp
o. Comments/customer alerts
	

	I
	94. Service Order for new customer record setup based on a trigger or import from Permitting system, e.g. new occupancy permits. Disallow duplicate customer records.
	

	E
	95. Import parcel and GIS system information; generate batch updates via a map polygon.
	

	R
	96. Create Service Orders once approved via workflow; issue to Public Works. 
	

	R
	97. Capture location-specific meter master file attributes: 
a. Serial number
b. Installation date
c. Meter type
d. Meter size
e. Meter flow
f. Backflow devices
g. Lat/long coordinates or view on Esri map
h. Location description
i. Purchase Date
j. Retirement/Destruction Date
	

	R
	98. Meter management: put into inventory, pull to work order, manage meter exchanges, install and associate to customer account, etc. 
	

	R
	99. Multiple account types, billing rates, frequencies, base plus consumption, flat rates, and rate structures. Commercial rates are based on meter size. Examples include:
a. Vacation water shut off rates: $40 turn on/turn off fee
b. Residential water: Base rate per unit $20.67 Inside city limits; $30.99 outside city limits plus commodity charge of $2.89 per 100 Cubic feet inside, or $23.69 per 100 Cubic feet outside city limits.
c. Seasonality – Water consumption rates vary. Winter is November to May; Summer rate is June to October and is assessed at a higher rate per cubic foot for inside and outside city limits customers
d. Stormwater (inside city limits only): Residential = $22.67 per month; Commercial = charged per impervious surface units. 3,000 square feet = 1 impervious surface unit
e. Solid waste – monthly based on can size, e.g. 64 gallon is $57.06, 32 Gallon is $33.52, etc. each additional can is at the single rate.
f. Extra Garbage = tagged. Each tag is $12.56.
g. Residential Wastewater: Base rate 68.26 inside city limits, $101.83 outside city limits
h. Commercial water rates: based on meter size for monthly charge, plus consumption rate for winter vs. summer per 100 cubic feet, or 748.5 gallons. 
i. Commercial Dumpster service: monthly cost based on container size, and pick up frequency (up to 3 pickups a week).
j. Commercial Wastewater: Monthly charges based on meter size, plus consumption rate of $9.94 per 100 cubic feet of water over 400 cubic feet of consumption (Base rate)
k. See Poulsbo website for rates.
l. Charge delinquency fees of $5 per service 
m. Generate Service Orders for door hanger placement
	

	R
	100. Support billing of multiple meters to a single customer account location with various base, service rate structures.
	

	R
	101. Support interdepartmental charges and revenue for City utility accounts.
	

	I
	102. Update and sync Customer Master data with external systems, e.g. online Portal or payment gateway. 
	

	R
	103. Effective-date rate tables by service type.
	

	R
	104. Manage transfers of ownership on a property and update bill-to.
	

	I
	105. Automatically default the account to landlord’s name and remove renter when utility services are terminated (e.g. Apartment complex).
	

	R
	106. Flag landlord or alternate contact to receive bill copies, delinquency notices, and/or final statements.
	

	R
	107. Integration with AMR technology (Sensus Handhelds) to import reads to generate bill file; AMI technology is future. 
	

	R
	108. Mobile meter reading, customer record lookup, capture notes on work orders, etc. 
	

	R
	109. Flag variances such as zero reads, high reads, high consumption, etc. compared to prior billing period or seasonal average.
	

	I
	110. Track and manage backflow device history and activities to a property, e.g. inspections, certifying contractor, test results, pass/fail, etc. (VEPO CrossConnex backflow software). Have 800 – 900 backflow units in service.
	

	R
	111. Flag accounts as Do Not Shut Off and reason along with ability to withhold interest or other late fees.
	

	R
	112. Query customer account and history including contacts, services, issues and resolutions, payments, credit status, date/time user stamped notes, Service Request or Service Order status, etc. 
	

	R
	113. Online eCommerce and customer self-service Portal that supports: 
a. View current bill
b. Meter reading/consumption data
c. Enter requests for service
d. Online payments
e. Recurring payments for credit cards and e-checks
f. Payment reminders via SMS or email
g. Text to Pay (Nice to have) 
h. Bill and payment history
	

	R
	114. Initiate date effective changes, e.g. close an account, move-in, move-out, etc. 
	

	I
	115. Support payment plan management.
	

	R
	116. Generate consolidated statement for multiple services, e.g. water, wastewater, solid waste, etc. 
	

	R
	117. Barcode scan remittance stub and pull up customer and invoice to apply payments.
	

	R
	118. Interface with outsourced billing provider (Databar) for printing and mailing utility bills.
	

	R
	119. Generate past due letters, door hangers, emails, text, and mobile shut off notices for delinquent accounts.  
	

	N
	120. Setup discounts for select customers (separate service codes with their own rates).  
	

	I
	121. Generate mobile notification to work crew if payment is received before shut-off work order completed.
	

	R
	122. Credit customer account for bill adjustments, issue refund through Accounts Payable, or apply to next billing cycle.
	

	I
	123. Describe tools to help with collections management, e.g. aging reports, late fees, write off, assess liens, etc.
	

	R
	Project and Grant Accounting
	

	R
	124. Project Master File data to include:
a. Funding Sources (multiple)
b. Program (tracked indefinitely for revenues and expenditures)
c. Project Number (Start and end dated)
d. Grant Number(s)
e. Project Type, Name and Description
f. Location 
g. Sub-project, Phases, Activities
h. Start and End Dates 
i. Status; Active, Inactive, etc.
j. Project Manager
k. Document attachments
l. User Defined Fields
	

	R
	125. Multi-level Project hierarchy with reporting on detail or summary data to Project, sub-project, and task level.
	

	R
	126. Revenue and expenditure tracking for Projects and Grants that span multiple fiscal years in accordance with Washington State SAO BARS, that also provides annual fiscal data.
	

	R
	127. Define budgets for CIP projects, including labor, materials, equipment costs, etc.
	

	R
	128. Convert a Project to a capital asset by phase or at closure. 
	

	R
	129. Grant Master File to include:
a. Department
b. Grant Coordinator
a. Grantor
b. Dates: Award, Start, End, Expiration, modification
c. Award Amount
d. Reimbursement Schedule
e. Funded Project/Program
f. Reimbursable goods or services 
g. Modifications
	

	R
	130. Grant Management accounting for State or Federal Grants award including: 
a. Allocate Grant to multiple project/programs
b. Grant roll up
c. Expenses allowed/not allowed by Grant
d. Import hours/reimbursable Payroll expenses
e. City match requirements
f. Grant reimbursement tracking and invoicing
	

	R
	131. Support generation of SEFA schedules and reporting.
	

	I
	Fixed Assets
	 

	R
	132. Asset Master File data to include the following:
a. Number
b. Tag number
c. Asset description
d. Department
e. Custodian 
f. Type: Land, Building, Vehicles, etc.
g. Sub-Type/Vehicle Class: Work Trucks, Police Vehicles, etc.
h. Manufacturer, serial number, VIN
i. Dates: purchased, in service, disposal
j. Default useful life and depreciation method by type
k. Parent/child relationship
l. Status – Active, Pending Deployment, Pending Surplus, Surplus, Disposal, etc. 
m. Purchase Order or Invoice number
n. Project number
o. Grant number(s)
p. Location
q. Funding sources
r. Purchase price (Installed cost)
s. Pictures
t. Barcode
u. User defined fields
	

	I
	133. Create asset groups, e.g. in-ground infrastructure with various sub-assets. View asset in GIS is Nice to Have. 
	

	R
	134. Track non-capitalized assets that fall under the capitalization threshold, e.g. small and attractive.
	

	N
	135. System-generated asset barcode tags. Support physical inventory using barcode readers.
	

	I
	136. Depreciate parent or child assets once placed in service.
	

	R
	137. Retain history of disposed assets.
	

	R
	Budget Management
	 

	R
	138. Position budgeting with all personnel costs including pay, taxes, and benefits.  
	

	R
	139. Biennial-based budgeting with automatic roll forward between budget years; manage annual and multi-year budgets.
	

	R
	140. Import/export budgets to Excel.
	

	R
	141. Attach supporting documentation to budgets.
	

	R
	142. Decentralized budget entry by department with approval workflow of budget requests and adjustments.
	

	I
	143. Document line-item budget notes for current year; retain history. 
	

	N
	144. Budget what-if scenarios/modeling.
	

	R
	145. Multiple Budget iterations with the ability to lock iterations as needed.
	

	R
	146. Automated budget amendment requests with workflow approval routing.
	

	I
	147. Seasonal budget spreading by percentage or flat dollar.
	

	I
	148. Budget Book creation tools.
	

	N
	149. Public-facing Budget transparency tools or dashboard.
	

	R
	150. Budget vs. Actual reporting and dashboards with drill downs by department.
	

	R
	Reporting
	

	R
	151. User-level query and reporting tools that allows formatting of headers, graphs, charts, etc. List tools offered.
	

	I
	152. Advanced reporting tools for reporting across modules. Name tools provided or integrated. Prefer user-intuitive drag and drop report builder.
	

	R
	153. Filterable date-range or point-in-time reporting and queries. 
	

	R
	154. Library of standard reports for all modules with the ability to modify and save.
	

	R
	155. Compliant with State of Washington and Federal requirements and reporting: Department of Retirement (DRS), Quarterly Filings, Annual Reports, GASB, etc.
	

	I
	156. User-level security settings flows to queries, drill downs, attachments, and reports.
	

	R
	157. Schedule generation of reports or report batches and distribute via e-mail, to a dashboard, folder, or portal.
	

	R
	158. User-friendly generation of reports in multiple formats, e.g. HTML, PDF, Excel, Word, .CSV, etc.
	

	R
	Human Resources
	 

	R
	159. Position control management and history with date effectivity, e.g. FTE, partial FTE, temporary, multiple employees to a position, multiple positions to an employee, year, fund, and department, etc.
	

	R
	160. Multiple jobs/pay rates per position from different funding sources.
	

	R
	161. Employee master file with user defined fields.
	

	R
	162. Integration with applicant tracking and onboarding tools (NeoGov). 
	

	R
	163. Track employee issued assets (keys, phones, equipment, etc.).
	

	R
	164. Rules-based eligibility for benefits and benefit amounts based on status, union, years of service, etc.
	

	R
	165. Date-effective changes for all transactions; salary tables, pay rates, benefits, etc.
	

	R
	166. Electronically generate Personnel Action Form for all pay-related modifications; workflow route for approval and update employee record.
	

	R
	167. Salary and compensation management including steps and ranges by bargaining group and contract.
	

	R
	168. Management and tracking of FMLA including maximum allowed hours, eligible pay codes, rules, etc. System alerts when nearing maximum allowed hours or end of FMLA period preferred.
	

	R
	169. Management and tracking of Washington Family Leave and Military Leave. 
	

	I
	170. Performance review management to include online review templates, due dates, review dates, next review date, etc.
	

	R
	171. Track and manage mandatory training, certifications, licenses, expiration and renewal dates with reminders.
	

	N
	172. Succession Planning functionality.
	

	I
	173. Describe available learning management functionality. 
	

	I
	174. Offboarding checklist or workflow to manage separation process. 
	

	R
	175. Regulatory tracking and reporting including FLSA, ADA, EEOC, 941’s, etc.
	

	E
	176. Calculate FLSA overtime based on flat rate standby pay x overtime rate where standby rate can vary by day rate, weekend rate, etc.
	

	R
	177. ACA tracking and reporting including:
a. Look back reports for actual hours worked
b. Generation of 1094 and 1095-C reports
c. Mailing of 1095-C reports to employees, former employees and dependents
d. Electronic transmittal of 1094 and 1095-C to IRS 
	

	R
	178. Rules-based L & I Buy Back, e.g. reimburse employees using sick leave while on L & I; submit L&I check to the City, receive XX hours of leave back into their bank.
	

	R
	179. Track dates for longevity calculations (excluding leave without pay).
	

	I
	180. Manager Self-Service including:
a. View leave balances
b. Approve leave requests
c. Performance reviews
d. View position and salary history
	

	R
	181. Employee Self-Service with workflow approval routing before posting, including:
a. View leave balances
b. Submit leave requests
c. Prior Approved Overtime requests through workflow
d. Access pay advice, W2, 1095
e. View position and salary history
f. Update dependents, contact information, addresses
	

	R
	182. Retain history of changes made to employee record, e.g. employment dates, position, pay, benefit elections, positions, etc.
	

	I
	183. Securely track grievances and disciplinary actions.
	

	R
	184. Track enrollment in Washington Dept. of Retirement system (DRS), eligibility (e.g. FTE, hours worked per year, etc.), retirement contributions, reporting, dates, etc.
	

	R
	185. Track and manage compliance with GASB 101 for compensated absences and record liability on financial statements. 
	

	R
	186. Automated compliance with Federal and State leave laws (FMLA, Washington’s Paid Medical Family Leave Act (PMLA), WA Cares Act, etc. and eligibility rules (e.g. PFML minimum 820 hours worked in qualifying period for up to 12 weeks of paid leave, new FLSA overtime reporting). 
	

	R
	Time and Attendance
	

	I
	187. Define a default schedule by group or individual with earnings, hours, charge codes and General Ledger codes with option to populate timesheet, e.g., 4/10, 9/80, etc.
	

	N
	188. Outlook interface to calendarize employee schedules (Public Works). Describe available functions.
	

	I
	189. Interface with Schedule Anywhere time and attendance system (Police), a similar system, or replace to pull in hours for overtime, leave accruals, payroll generation, on-call, benefits eligibility, etc. 
	

	R
	190. Allocate time to a department as a % of FTE.
	

	I
	191. Display leave balances at time entry; warn or stop if leave balances are exceeded.
	

	R
	192. Support various time collection options including: 
a. Direct entry or exception based
b. Web-based self service
c. Mobile App
d. Timeclocks
e. Geofencing
	

	R
	193. Track missing timesheets with reminders.
	

	R
	194. Rules based leave management - accruals, usage, carryover, balances, etc.
	

	E
	195. Describe functions that can be managed using your timekeeping module:
a. Leave – populate timesheet with approved leave requests
b. Workflow routing for timesheet approval by department with multiple alternate approvers
c. Re-route corrected timesheets for approval
d. Project time capture with drop down selection of eligible charge codes by department or employee.
e. Manage 1040-hours worked threshold for part time workers to Washington Retirement eligibility.
	

	R
	Payroll
	 

	R
	196. Support semi-monthly and monthly pay cycles. 
	

	R
	197. Define unlimited rules-based earnings and deductions codes, including formulas, fixed amounts, number of pay periods, by employee group, etc.
	

	R
	198. Support all rules-based and standard pay codes including regular pay, overtime, call back pay, weekend pay, and other add pays that go into premium calculation, pay outs, etc. Calculate additional pay based on percentage and flat rate
	

	R
	199. Handle various cash out and leave accrual rules by employee group or union contract. 
	

	R
	200. Manage comp time accrual rules and pay outs, e.g. Teamsters can earn up to 50 hours of comp time; police up to 80 hours, no cash out; Pay overtime on any Comp time over the hours threshold, etc. 
	

	R
	201. Default values by employee for earnings, hours, and charge codes with ability to override.
	

	R
	202. Enter date effective mass change that affects all employee records or a group of employees with review before updating.
	

	R
	203. Process mid-period or date effective pay changes including DRS rate change calculations.
	

	R
	204. Calculate effective-dated retro pay changes and associated impacts on deductions and reporting to benefit providers for an individual or group of employees.  
	

	R
	205. Define overtime, shift premiums and holiday pay rules and calculations based on employee group.
	

	R
	206. Payroll exception reporting e.g. double pay, no pay, changes since last payroll, gross to net, proof list, etc.
	

	R
	207. Generate vendor payments and interface to Accounts Payable.
	

	R
	208. Vendor to stay current with mandated Federal and State reporting.
	

	R
	209. Electronic reporting to Social Security, IRS, State and Workers Comp.
	

	R
	210. Generate W2s and make available via employee self-service portal. 
	

	I
	211. Produce monthly and year-end accruals of salaries and benefits.
	

	R
	212. Generate monthly earned vs. paid reporting for Washington DRS. 
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