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SUMMARY OF THE REQUIREMENT
The Fraternal Order of Police (FOP) is the world's largest organization of sworn law enforcement officers, with more than 2,300 lodges and over 330,000 members. We are the voice of those who dedicate their lives to protecting and serving our communities. We are committed to improving the working conditions of law enforcement officers and the safety of those we serve through education, legislation, information, community involvement and employee representation. No one knows the dangers and the difficulties faced by today's police officers better than another officer, and no one knows police officers better than the FOP.
The purpose of this document is to request proposals for the design and creation of the FOP.net website and supporting database. This Request for Proposal (RFP) focuses on the capabilities needed by the officers, staff, consultants and the target users.
REQUEST FOR PROPOSAL PROCESS
Eligibility
Proposals will not be evaluated if the Proponent's current or past corporate or other interests may, in the FOP's opinion, give rise to a conflict of interest in connection with this project.
Evaluation and Selection
The evaluation committee will check proposals against the criteria. Proposals not meeting all mandatory criteria will be rejected without further consideration. Proposals that do meet all the mandatory criteria will then be assessed against the desirable criteria. The FOP's intent is to enter into a Contract with the Proponent who is selected.
Negotiation Delay
If a written Contract cannot be negotiated within thirty days of notification of the successful Proponent, the FOP may, at its sole discretion at any time thereafter, terminate negotiations with that Proponent and either negotiate a Contract with another Proponent or choose to terminate the Request for Proposal process and not enter into a Contract with any of the Proponents.
Debriefing
At the conclusion of the Request for Proposal process, all Proponents will be notified. Unsuccessful Proponents may request a debriefing meeting with the FOP.
Estimated Time Frames
The following timetable outlines the anticipated schedule for the Request for Proposal and contract process. The timing and the sequence of events resulting from this Request for Proposal may vary and shall ultimately be determined by the FOP.
Request for Proposal issued:	April 3, 2013
Request for Proposal closes:	April 26, 2013
Proposal evaluation completed:	May 24, 2013
Lead Proponent notified:	June 3, 2013
Contract signed:	July 3, 2013
Service delivery begins:	September 2, 2013
Project to be completed no later than:	May 5, 2014
PROPOSAL PREPARATION
Signed Proposals
The proposal must be signed by a person authorized to sign on behalf of the Proponent and to bind the Proponent to statements made in response to this Request for Proposal. The Proponent should ensure its proposal includes a letter or statement(s) substantially similar in content to the sample Proposal Covering Letter provided in Appendix A.
Alternative Solutions
If alternative solutions are offered, please submit the information in the same format, as a separate proposal.
Irrevocability of Proposals
By submission of a clear and detailed written notice, the Proponent may amend or withdraw its proposal prior to the closing date and time. Upon closing time, all proposals become irrevocable. By submission of a proposal, the Proponent agrees that should its proposal be successful the Proponent will enter into a Contract with the FOP.
Changes to Proposal Wording
The Proponent will not change the wording of its proposal after closing and no words or comments will be added to the proposal unless requested by the FOP for purposes of clarification.
Working Language of the FOP
The working language of the FOP is English and all responses to this Request for Proposal must be in English.
Proponents' Expenses
Proponents are solely responsible for their own expenses in preparing a proposal and for subsequent negotiations with the FOP, if any. If the FOP elects to reject all proposals, the FOP will not be liable to any Proponent for any claims, whether for costs or damages incurred by the Proponent in preparing the proposal, loss of anticipated profit in connection with any final Contract, or any other matter whatsoever.
Limitation of Damages
Further to the preceding paragraph, the Proponent, by submitting a proposal, agrees that it will not claim damages, for whatever reason, relating to the Contract or in respect of the competitive process. The Proponent, by submitting a proposal, waives any claim for loss of profits if no agreement is made with the Proponent.
Proposal Validity
Proposals will be open for acceptance for at least ninety (90) days after the closing date.
Firm Pricing
Prices will be firm for the entire Contract period unless this Request for Proposal specifically states otherwise.
Currency and Taxes
Prices quoted are to be:
a. in United States dollars;
b. inclusive of duty, where applicable; and
c. FOB destination, delivery charges included where applicable.
Completeness of Proposal
By submission of a proposal the Proponent warrants that this Request for Proposal is to design, create or provide a system or manage a program, and that all components required to run the system or manage the program have been identified in the proposal or will be provided by the Contractor at no charge.


ADDITIONAL TERMS
Scope of Proposal
Proponents may submit a proposal for the entirety of the system described herein—the website and database—or for only a portion of the system—the website or the database.
A proposal for a portion of the system must include a plan to integrate with any other proponents that submit proposals, and must provide a detailed outline of security provisions and security responsibilities associated with the portion of the system proposed.
If bidding on both the website and database, proponents must price each separately.
Sub-Contracting
a. Using a sub-contractor (who should be clearly identified in the proposal) is acceptable. This includes a joint submission by two Proponents having no formal corporate links. However, in this case, one of these Proponents must be prepared to take overall responsibility for successful performance of the Contract and this should be clearly defined in the proposal.
b. Sub-contracting to any firm or individual whose current or past corporate or other interests may, in the FOP's opinion, give rise to a conflict of interest in connection with this project, will not be permitted.
c. Where applicable, the names of approved sub-contractors listed in the proposal will be included in the Contract. No additional sub-contractors will be added or other changes made to this list in the Contract without the written consent of the FOP.
Acceptance of Proposals
a. This Request for Proposal should not be construed as an agreement to purchase goods or services. The FOP is not bound to enter into a Contract with the Proponent who submits the lowest priced proposal or with any Proponent. Proposals will be assessed in light of the evaluation criteria. The FOP will be under no obligation to receive further information, whether written or oral, from any Proponent.
b. Neither acceptance of a proposal nor execution of a Contract will constitute approval of any activity or development contemplated in any proposal that requires any approval, permit or license pursuant to any federal, state, regional, district or municipal statute, regulation or bylaw.
Definition of Contract
Notice in writing to a Proponent that it has been identified as the successful Proponent and the subsequent full execution of a written Contract will constitute a Contract for the goods or services, and no Proponent will acquire any legal or equitable rights or privileges relative to the goods or services until the occurrence of both such events.
Form of Contract
By submission of a proposal, the Proponent agrees that should it be identified as the successful Proponent, it is willing to enter into an agreement with the FOP.
Liability for Errors
While the FOP has used considerable efforts to ensure an accurate representation of information in this Request for Proposal, the information contained in this Request for Proposal is supplied solely as a guideline for Proponents. The information is not guaranteed or warranted to be accurate by the FOP, nor is it necessarily comprehensive or exhaustive. Nothing in this Request for Proposal is intended to relieve Proponents from forming their own opinions and conclusions with respect to the matters addressed in this Request for Proposal.


Modification of Terms
The FOP reserves the right to modify the terms of this Request for Proposal at any time in its sole discretion. This includes the right to cancel this Request for Proposal at any time prior to entering into a Contract with the successful Proponent.
Ownership of Proposals
All documents, including proposals, submitted to the FOP become the property of the FOP. They will be received and held in confidence by the FOP.
Use of Request for Proposal
This document, or any portion thereof, may not be used for any purpose other than the submission of proposals.
Confidentiality of Information
Information pertaining to the FOP obtained by the Proponent as a result of participation in this project is confidential and must not be disclosed without written authorization from the FOP.
PROJECT REQUIREMENTS
Overall Aim of the Project
The FOP wants to improve its current website, incorporating a more member-friendly and informative interface, as well as improve the methodology and process it uses to track membership, lodge and other data. The FOP also wants to make the new website more advertiser-friendly, integrating areas of the front page and many of the supporting pages with designated zones for advertising.
Additionally, the FOP website incorporates a database and requires grievance management software that will aid its membership and the attorneys working with its membership with regard to collective bargaining and other information needs. The FOP database is intended to arm the membership, officers, staff and consultants with the most up-to-date information for any labor issue, contract, arbitration and negotiation. It also provides a means for the organization to upload information to the site to assure its real-time status and relevancy to the end users. The value proposition to the officers, staff and consultants is that the FOP intends that this system will make its membership more effective in improving the wages, hours and conditions of employment of its members, will save significant money and time, and will help attract new members or lodges.
Problem Statements
The FOP tracks and maintains a database of various data associated with its 330,000 members and 2,300 lodges. This information is critical to the day-to-day operations of the organization. From this information we create reports about our membership. We also use this data to maintain contact with the members using various methods: mail, email, phone, etc.
The lack of a centralized FOP collective bargaining and other information sharing system has several detrimental impacts: (1) FOP lodges without significant resources may be unable to make the most effective case in the negotiations process; (2) Information that is available at the national level, or on a regional basis, is not necessarily available to local lodges; (3) Communication between the FOP and its local lodges does not take full advantage of available technologies; (4) Work done by one lodge may be duplicated by another lodge with similar needs; and (5) Local lodges, by nature of the turnover of officers, may have inadequate management systems.
The FOP’s website and database are outdated and inefficient.


Competing Systems
There are multiple membership tracking systems on the market. However, none have met our needs out of the box. This issue is a component of why we feel a custom system will better meet our needs.
There is no comprehensive national library of information for law enforcement labor issues. The on-line databases of other national law enforcement organizations do not provide current and accurate data, allow for the construction of wage exhibits, allow access to timely information about wages, hours of work and working conditions, or allow membership to query the database. No national organization makes available grievance management software that is workable for each lodge and level of our organization, or gives constituent members access to exhibit generators.
User Descriptions
The users of this system will be the FOP membership, officers, staff and consultants. The officers and staff will maintain, update and manage the system, or will have consultants or hired staff perform these duties. The range of technical proficiency of the officers and staff will be taken into consideration during development to provide an easy-to-use system. The end users—the general membership—will have read-only access to portions of the site. They are to be considered novice users and the system must cater to less-than-proficient computer users.
System Overview
The system will be used to administer the operation of the FOP including membership, lodges, officers, per capita, accounts receivable, documents, and other administrative matters.
In addition, the FOP database will contain external information that will assist an FOP lodge in negotiating a labor contract. The system will be designed so that authorized individuals will be able to share information with the rest of the FOP membership regarding contracts, court cases, arbitration cases, lists of qualified attorneys or negotiators, current issues, complaints or pension benefits. The system will contain a flexible exhibit generator, allowing the user to select comparable jurisdictions, determine how compensation (including total compensation) should be calculated, and evaluate the impact of the cost of living on wages. The system will also contain a grievance management program designed to allow local lodges to process grievances in a timely manner and to retrieve relevant information about grievances.
System Perspective
The FOP database and website will be separate systems within the National FOP. It will be hosted, maintained, and updated separately from all existing State and Local FOP systems. However, this database must be compatible with other FOP systems (e.g., the current NFOP database and databases maintained by State and local lodges) as it will be required to upload information from other systems and may at some future date be hosted and updated with other FOP systems. Please see www.fop.net.
Expectations:
We envision three distinct uses of our website.
The first is as a source of information and public front for the FOP on the Internet. The main purpose of the public side of the site is to allow members and the public to learn about the FOP and to allow us to post relevant news articles and events, to market NFOP services including legal defense, and have search elements for our site. The FOP also sees these public pages as a place where we can integrate our advertisers and marketing items to a broad audience. We want the capability to implement a local lodge identifier tool.
The second use is for lodge leadership, national administrative staff, general membership, and approved third parties. This section will also contain the potential to display more member-oriented services and advertising. This portion of the site needs to be secured. The uses of this portion of the site will vary depending on the user’s assigned access level. Each type of user will need streamlined navigation based on their level of access.
Descriptions of users requiring login permissions and where they should be directed upon login:
Administrative Staff should be taken directly to an interface showing the sections of the site they have permission to access. These sections will be identified later in this document under requirements.
Lodge leadership should be taken to their lodge’s status page showing current lodge information, with access to the sections of the site that their office is allowed to have access to. These sections will be identified later in this document under requirements.
General members should be directed to a page that shows any news or events pertaining to their local lodge with direct links to sections of the site they will use most, such as membership information update, forum/Facebook connection, documents, news, calendar, etc. Additional sections will be identified later in this document under requirements.
Approved third parties will be treated similarly to staff with a direct interface to sections of the site they have permission to access and limited access beyond those sections.
The third use of the system is the entry of wage, benefit, demographic and statistical data, as well as source documentation (contracts, handbooks, collective bargaining agreements, emails, web pages) to be used in the creation of reports for use in assisting authorized users in negotiating contracts, identifying comparables, and providing contract language to its authorized users.
Summary of Capabilities:
This list is a summary of all items that should be included in the proposal. Some of these items have been expanded further below to provide additional detail where we think it was needed.
1. The ability to assign permission to access specific portions of the site on a group or individual basis.
2. Search results screens will indicate number of results and allow user-determined number of results displayed per page.
3. The tracking of membership information.
4. The tracking of lodge information.
5. The printing of membership cards (output in a format that can be modified to print to current or future card printers).
6. The ability for lodges to upload lodge and membership information (pending review by state and national staff).
7. The ability for members and selected lodge positions to update membership information (pending review by local, state and national staff, depending upon at which level data was updated).
8. The ability to review changes to lodge, member and uploaded information prior to being displayed or used in reports.
9. The ability of local lodges to display local content for their respective members.
10. The inclusion of a member interaction component with forum/messaging capability.
11. The generation of a National Officers and Committee Member Roster.
12. The addition of news articles with search capability.
13. The addition of scheduled events with search capability.
14. The use of the system for conference, seminar and event registration, event check-in, and event voting.
15. The ability to send newsletters, alerts and announcements to members via email.
16. The ability to upload and store documents and laws & cases, with advanced search features.
17. The ability of a member to see if their employer is FLSA compliant.
18. The input and categorization of contracts and contract language with search capability.
19. The ability to upload employers and entities into the system to be used when adding contract and compensation information.
20. The easy import of data from the FBI, UCR, Census and other websites for use in reports and demographics.
21. The input of compensation data for entities from around the country (e.g.: wages and benefits, pension, health care, education, POST, certification, longevity, holiday, vacation, sick leave, other forms of leave, specialty pay and other forms of compensation).
22. The input of demographic data from specified sites (bls.gov, fbi.gov, etc.).
23. The generation of reports from collected contract, compensation and demographic data.
24. The tracking of grievances with a system that is capable of being tailored to the specific timetables of the contract/employer with the ability to send updates of impending steps with search capability.
25. The ability to track office inventory for multiple office locations.
26. The ability to track and process payments for merchandise, lodge dues, per capita, labor representation fees, event registration, and other day-to-day transactions of the FOP in a format that is compatible with Quickbooks.
27. The easy creation of buttons or interfaces that can be integrated into the public or membership side to allow lodges and members to directly pay dues, fees, or donations with a credit card. Also, the easy collection of donations with an automatic recurring donation option.
28. The input of recommended 3rd party service providers.
29. The tracking of lodge and other important websites with search feature.
30. The ability to utilize the system to track all needed information for the enrollment and administration of the Legal Defense Plan and the Labor Services Program.
31. The online submission by authorized users and processing of expense and credit card vouchers electronically.
32. The generation of reports throughout the system based on user-selected criteria.
PROJECT SCOPE
Below are expanded details on items from the above list to help clarify specific expectations, where we think it is needed, for selected items that need to be included in a proposal.
Security User Permission section:
Encryption
The system shall use at a minimum 512-bit encryption for all secure communications between nodes and data storage. Key length will be at least 32 characters. HTTPS/SSL connections shall be the preferred format for members only section connections. All membership, lodge and financial data, user IDs and passwords shall be stored in an encrypted form.
User Access Levels
Access Levels within the system shall be completely configurable by the Administrators in real-time. The system shall allow both group level and individual level security. Users may exist in one or more groups, and groups can be added, deleted, and configured by the Administrator as needed.
There shall be four security attributes for each section:
R -	Read - Users/Groups with this access have the ability to view data in that section of the system.
W -	Write - Users/Groups with this access may create/insert new data into that section of the system.
A -	Approve - Users/Groups with this access may change any data in that section of the system and approve or reject data entered by users with Write permissions.
I -	Inactivate - Users/Groups with this access may inactivate data (inactive data is not displayed to any member that does not have inactive permissions).
If a user is in multiple groups, and/or has individual rights assigned as well as being in a group, the permissions with the greatest level of authority will be applied for that user.
An alternative may be suggested as long as it maintains the basic criteria of the above groups and can be expanded to more levels as appropriate.
Search Restrictions
In addition, for each section administrators will be able to set search options available and the detail of information displayed, including showing or hiding a section from view. What information is displayed and what options are available will be dependent upon the Group to which the user has been assigned. If a user is in multiple groups, the permissions with the greatest level of authority will be applied. This will mainly affect searching for items that are not approved or pending approval.
Access Restrictions
If a Member or Lodge status is changed to ‘suspended’ or ‘inactive,’ all access to the system is revoked for that member and/or all members of that Lodge. Restoring access to the system will be automatic to previous levels when the Member or Lodge status is returned to ‘current.’
Register/Login
In order to register, a member must verify their membership by entering last name, member number, state and lodge number. Once verified, they then create their username and password (use strong password check—8 character minimum with minimum one capital and one lowercase and one number or alternative criteria). If their information cannot be verified, they will be directed to call the NFOP.
To log in, a member enters their username and password. We require an automatic username/password retrieval feature, such as a link to reset the password sent to the user’s email if they enter their username. Depending on the user’s permission levels, additional steps may be required for login information retrieval.
If a member’s lodge status is anything other than Current, they will be unable to log in and will receive a message stating the reason.
Auto Logout
Admins should be able to set default auto logout times for users based on access level. For example, after xx minutes of inactivity a window will be displayed notifying the user that they will be logged out in xx seconds unless they choose to continue their session. After this time has elapsed with no input from the user, the user will be logged out.
General Field Entry Requirements (this applies to all fields in the system that meet the below criteria)
All date fields should require user to enter a valid format and convert entries to a common format.
All email fields should require user to enter a valid format with verification step process.
All phone number fields should require user to enter a valid format, and convert all numbers to the same format.
Allow wildcard searches.
All search forms to have “Clear Form” button.
Required fields should be denoted.
Membership section
Expectation:
This section will allow members to add and update their personal information, as well as view the status of their changes in the approval process. It will also allow authorized users to add and update member information depending on their permission or lodge office. We would like two separate views for member info: one displaying all member info and a separate one for updating the record. The information changes will be tracked and searchable. Additionally, any changes made may require approval by all levels above the level that made the change before it becomes active (hierarchy = member -> lodge -> state -> national). The required fields for review may vary depending on lodge level, lodge and state. An administrative interface to select which fields require review may be required. At the national level, approval is only required for new members, change of Membership Status and change of Membership Class. Allow national and state levels to sort/filter data to be reviewed and approved by these fields: state, lodge number, name, date of change. Allow reviewers at all levels to edit submitted data before approving/accepting. Once data has been approved the level that approved it and all levels below will no longer be able to edit the data.
Membership class will affect lodge membership counts depending on lodge type.
Some membership status changes may require additional steps or procedures prior to being recognized in the system. Details available upon request.
Import tool required in order to import member data from csv and Excel files. These changes will be held until reviewed by a member with appropriate permissions.
This section will allow the tracking of member information identified below. Authorized users will be able to add, modify or delete this data.
1. Name (prefix, first, middle, nickname, last, suffix)
2. Date of Birth
3. Member Number (lodge specific)
4. Gender
5. Address (allow multiple addresses—home, work, lodge, etc.)
6. Phone (allow multiple numbers—home, work, lodge, cell, fax, etc.)
7. Email (allow multiple email addresses—home, work, etc.) 
8. Lodge (Lodge State, Lodge Number, Lodge Name)
9. Employing Agency
10. Employment Status (active, retired, special leave)
11. Date Joined
12. Membership Status (Current, Suspended, Inactive, Deceased, Expelled)
13. Membership Classification (Active, Retired, Honorary, Associate, Auxiliary, Staff, Volunteer, Consultant, Other)
14. Lodge position(s) (various ranks for Membership Classifications; Active, Associate, and Auxiliary)
15. Lodge position Term Begins and Term Ends dates (these dates will be mandatory and cannot overlap for certain positions) (automated email will be sent to Lodge Secretary noting upcoming term expirations) 
16. Lodge position history
17. Lodge membership history (join date, changes in Membership Status and Class, etc.)
18. The ability to show the member where any pending changes are in the approval process.  Track the changes made and at what level the changes were approved (keep history)
19. Mailing lists (with the ability to change receipt status—opted in or opted out)
20. Email lists (with the ability to change receipt status—opted in or opted out)
21. Membership Status history
22. Committee Position(s)
23. Committee Position Term Begins and Term Ends dates
24. Committee Position history 
25. Username 
26. Password 
27. State FOP License Plate #
28. Lodge notes
29. State Lodge notes
30. Grand Lodge notes
31. Legal Defense Plan member 
32. Life insurance Beneficiary 
33. Local dues paid
34. State dues paid
35. Next of kin
36. Spouse
37. Photo ID
38. Key holder 
39. Key holder notes
40. Special officer positions (due to the nature of our organization and the fact that local and state lodges have their own governing by-laws, we need an interface to allow Lodge officers to create new officer titles and associate them with existing titles in the system for tracking purposes)
Additional administrative level considerations:
An interface for authorized users to have the ability to view Username and Password and reset these values is needed. 
An interface to allow the administration, addition and removal of committee titles is needed.
Membership and Lodge Information Tracking and Reporting
For accountability purposes, all changes to any of the lodge or membership data must be tracked by user, date, time. In addition, the data changed needs to be tracked; original value, changed value, etc. 

The interface to access this data can be limited to a CSV report and should only be accessible to specified and authorized users.
Membership Card Printing section
Expectation:
This section will allow authorized users to print membership cards for individuals, groups of members, entire lodges, or individuals based on user-selected criteria.
There should be an interface for standard card printing and an interface for printing cards for different lodge types (general membership, associate, auxiliary).
We need to be able to modify the membership card content format, size and location. We need to be able to create and save multiple card formats such as standard, lifetime, associate, auxiliary, etc., with the option of giving specific lodges access to specific card types.
Lodge section
Expectation:
The FOP has three distinct tiers of lodges: Local, State, and National.
There are approximately 330,000 members in the FOP that belong to approximately 2,300 local lodges. The local lodges are the bottom of the pyramid. Local lodge members generally have the lowest level of access to the database. Members of these lodges can update only their own information. Specific lodge officers have the ability to view lodge membership information and some of those officers can update or approve requested member changes. State lodge officers and authorized staff can view all local lodges within their state and specific officers and staff can approve changes requested by the membership. Grand Lodge officers and staff, depending on permissions, can view all lodges—local and state—and again, depending on permissions, approve changes or update information for members. Local lodge secretaries can also view or update lodge information (specified below). This information must be approved by the state and national lodge before it becomes active. If a state does not have a state lodge, final approval will skip to the national.
We would like approved lodge-level users to be able to post lodge events and news that will appear on the members only home page of each member of that lodge. Approved state-level users will be able to post state events and news that will appear on the members only home page of each member of that state without interfering with the local-level posts. National-level admins will have oversight of local and state posts and will be able to review or reject posts.
Authorized users should be able to export a list of members to a csv or Excel file. They should be able to select fields and filter records to be exported.
This section will allow the tracking of lodge information identified below. Authorized users will be able to add, modify or delete this data.
1. Lodge Name
2. Lodge State
3. Lodge Number – will be displayed as entered for a fixed number of characters with the additional option for a letter or letters field to be added to the end of the lodge number 
4. Lodge Type (General Membership, Associate, Auxiliary)
5. Lodge Level (National, State, Local, Special) 
6. Date created/added
7. Address (allow multiple addresses—home, work, lodge, etc.)
8. Phone (allow multiple numbers—home, work, lodge, cell, fax, etc.)
9. Email (allow multiple email addresses—home, work, etc.)
10. Lodge Officer listing (with ability to add or change an officer)
11. Lodge position Term Begins and Term Ends dates (these dates cannot overlap for certain positions) (automated email will be sent to Lodge Secretary noting upcoming term expirations)
12. Federal EIN (must be 10 digits)
13. Incorporation date
14. Incorporation state
15. Next incorporation renewal date (renewal notice pop-up or email required)
16. Website address
17. Social Network accounts
18. Website approval status (if not Approved, not visible to non-admins)
19. Number of Members (this only reflects members with Membership Status = Current and Membership Class = Active)
20. Lodge standing (Current, Inactive, Suspended)
21. Bonding company 
22. Next bonding renewal date
23. Financial Liability Company
24. Next Liability Renewal Date
25. Financial Independent Review – Company
26. Financial Independent Review – Frequency of Review
27. Financial Independent Review – Date of Last Review
28. Fundraising – Company
29. Fundraising – Length of Contract
30. Fundraising – Contract Expiration Date
31. IRS – form filed
32. IRS – who filed on behalf of lodge
33. IRS – date filed
34. IRS – fiscal year end
35. IRS – tax filing due date
36. IRS – on file at NFOP office (yes/no)
37. Constitution & By-Laws Compliance – on file at NFOP office (yes/no)
38. Constitution & By-Laws Compliance – date last modified
39. Constitution & By-Laws Compliance – Is lodge in compliance? (yes/no)
40. Link to electronic copy of By-Laws
41. Lodge notes
42. State lodge notes
43. National lodge notes
44. Lodge “Home” City
45. Membership card printing history (date, number of cards printed)
Special item pertaining to the Membership, Lodge, and Membership Card Printing sections
Expectation:
Within the FOP membership umbrella are multiple membership classifications. However, each of the following membership classifications—Active (general FOP member), Associate and Auxiliary—CAN each function as its own separate entity with its own officer and member systems. To account for this, we must be able to classify lodges as either General Membership, Associate or Auxiliary. While General Membership lodges can have members of any classification in them, Auxiliary and Associate lodges will be limited to the following membership classifications: Retired, Honorary, Associate, Auxiliary, Staff, Volunteer, Consultant, Other. Officers of one lodge classification should not be able to view lodges of other classifications, with the following exception:  
State and National Lodges of the general membership type should be able to view all lodges under them of any type. Associate and Auxiliary lodges will not have this option. 
Example:
A President of a General Membership State Lodge will be able to see all members—regardless of membership classification—within any lodge type in their state.
A President of an Associate State Lodge will be able to see all members—regardless of membership classification—within any Associate lodges in their state.
Member Interaction section:
Expectation:
This section will consist of a forum-like feature allowing members to communicate with one another at a lodge level on their main page. In addition, a private messaging system for inter lodge communication would be useful. On a separate interface we would like to see the local level integrated with a state level and national level forum-like communication system.
These features will require moderation by approved users, with changes tracked (lodge level moderators, state level moderators, national level moderators).
The requirements for this section can also be met by integrating a Facebook or social media component that facilitates a more simplistic integrated communication platform.
National Officers and Committee Members Roster
Expectation:
The NFOP maintains a document called the National Roster which includes names and contact information for NFOP staff, Executive Board members, certain State officers, national committee members, and National Associate and National Auxiliary Board members. We would like to be able to flag certain positions and/or individuals in our database for inclusion in a report.
News section
Expectation:
This section will allow authorized users to add news entries using a prepared entry form. Authorized users can assign news entries to categories created by news admins. Each news item will be automatically archived after a date established by news admins. When authorized users enter a news item, they will be able to designate whether the item will appear in summary form on the home page.
News admins will be able to control the default number of news items that appear on the membership homepage and public page, which items appear and how long each item appears. The title and a summary of selected items will appear on the homepage with links to full articles stored in our system. A link to news archives will also appear on the home page.
News admins will be able to send news summaries to designated users via email. These emails may be sent immediately or on a schedule established by news admins. The content of these emails may be news items in the database, which the authorized user will select for inclusion, or special content entered by the admin. Users will either opt in or opt out of receiving email messages falling into pre-defined categories, as established by news admins.
Users will be able to browse all news items, newsletters and alert messages by category, as assigned by news admins. Users will be able to search all news items (including archived entries), newsletters and alert messages by all fields.
Admins will be able to preview news items and emails prior to posting/sending.
News admins will be able to control the default number of news items that appear per results page in search results.
Events section
Expectation:
This section will allow authorized users to maintain a calendar of events.
Authorized users will be able to add/edit/delete events and to assign those events to categories created and managed by authorized users. Fields will include Event Title, Start Date, End Date, City, State, Venue, Contact Name, Contact Phone, Contact Email, Website, Description (including Agenda), Category(ies), Public/Private, brochure/flier. Users will be able to view events by day, week, month or category. Users will be able to search for events by date, location, category and/or key words. By clicking on an event entry, users will be able to view all event details.
In addition, authorized users will be able to display selected events at a different organizational level, added pursuant to the Lodge Section. These events may be displayed at a higher level with approval.
Events posted at a level below the National level will contain a “Flagged for Content” option.
FOP-Hosted Events
The FOP regularly hosts or facilitates events around the country. Part of this process is posting events on a calendar with event details for potential attendees.
We need a way to add events to the system that gives us control over where and to whom they are displayed. Additionally, we need a way to allow members and nonmembers to register for these events, and to process their payments. In some cases discounts or late fees are charged—the registration process needs to be able to calculate these charges or discounts but also allow for authorized users to manually enter an amount. There should be an option to allow an agenda or flyer to be uploaded and a link to this document displayed with the event.
Conference, Seminar, and Event Registration and Check-In System
Event Check-In
There should be a simple interface that will allow attendees to check in and, if necessary, for attendance badges and/or class tickets to be printed out on-site. Track tickets and badges printed by date, time, number printed and terminal/user.
Seminars
The FOP regularly hosts or facilitates seminars around the country. Part of this process is posting seminars on a calendar with details for potential attendees.
We need a way to add seminars to the system that gives us control over where and to whom they are displayed. Additionally, we need a way to allow members and nonmembers to register for these events, and to process their payments. In some cases discounts or late fees are charged—the registration process needs to be able to calculate these charges or discounts but allow for authorized members to manually enter an amount. Details will be provided upon request. There should be an option to allow an agenda or flyer to be uploaded and a link to this document displayed with the seminar.
These seminars can have multiple classes and need to contain a way to track attendees to each class and allow for classroom limits to be used.  At some of these events multiple classes can be linked together in tracks and if classes are linked they should be displayed as such during registration. An option to allow attendees to register for all linked classes with a single selection should be available. Attendees should also not be allowed to register for concurrent classes or classes that are full.
Seminar Check-in
There should be a simple interface that will allow attendees to check in and, if necessary, for attendance badges and/or class tickets to be printed out on-site. Track tickets and badges printed by date, time, number printed and terminal/user.
National Conference
Attendees at the FOP National Conference include selected delegates and alternates from lodges based on membership as of April 1 of the year in which the conference is held. Once the number of delegates and alternates for each lodge has been automatically calculated, the lodge secretary (or authorized user) should be able to go into an interface for the conference and select/assign the delegates and alternates for that lodge. The members selected as delegates and alternates must be in good standing as of the start of the conference in order to check in.
On July 1 of the year in which the conference is held, a letter will be mailed to the President and Secretary of each lodge that has not paid per capita, stating that the lodge is not eligible to sit any delegates or alternates at the conference.
Lodge Secretaries should be able to print credentials for the delegates and alternates. The credentials would contain the following information:
1. Event name
2. Event location
3. Event date
4. Registration date
5. Lodge name
6. Member name
7. Member ID (e.g.: OH001, 00001)
8. Delegate or Alternate
9. Credential Number (#1-100 reserved for NFOP use) automatically generated by a specific criteria
Members selected/assigned as Delegates or Alternates should then be able to access the conference page to register for classes/seminars that will be offered at the conference.
At the National Conference several classes run concurrently. Delegates and Alternates must not be allowed to register for classes that conflict with one another. Attendance limits must be set for each class. If tickets are printed for classes, they should include Class Title, Day, Date and Room Number.
At the National Conference the following types of attendees will also register: Auxiliary delegates and alternates, Associate delegates and alternates, Guests, Exhibitors, VIPs, Floor Passes, National Staff. Badges will be printed for all of the above.
Details regarding National Conference available upon request.
Conference Check-in
At check-in we will need to check in delegates and alternates and print badges and class tickets.
Badges should include Name, Lodge Name, Lodge Number, City, State, Delegate/Alternate and a QR or barcode for tracking and attendance.
There must be a simple process for registration staff to change an alternate to a delegate and vice versa on-site.
Conference Voting
At the conference there is a need for a voting component that will allow anonymous voting by Delegates with safeguards and reporting functionality. Voting choices for each category will be entered on-site. Must calculate total number of votes for each candidate.
Details about the voting process at National Conference available upon request.
Additional items:
For all of these events, we must be able to run various reports showing how many and what type of people registered; how many signed up for a class, checked in, had badges printed, had class tickets printed; how many badges were printed; how many tickets were printed; etc.
For National Conference, required reports include:
· Daily totals of registered delegates and alternates
· Total delegates and alternates registered by data, lodge, alpha, credential #
· End of Conference report: delegates by state>lodge>alpha; alternates by state>lodge>alpha; associates by alpha; auxiliary by alpha; exhibitors by alpha; floor pass by alpha; guests by alpha; VIP by alpha
· Seminar attendees by seminar title, date, alpha
· Seminar certificates by class, data, alpha (printed on-site at end of each day)
· Vote Books (list of all delegates by state > lodge > alpha)
· Roll call of delegates by state voting order (determined before conference) > lodge > alpha, indicating if they did or did not vote
· Roll call of delegates by state > lodge > alpha, indicating if they did or did not vote
· Track tickets and badges printed by date, time, number printed, terminal/user
All reports must be converted to Word in order to be added to meeting minutes.
Mass Emailing and Newsletter Tracking and Sending
Expectation:
We want the ability to easily send preformatted newsletters to all members.


Possible uses of these mailings and emailings:
Regular Mail
· FOP Journal
· Service Provider mailings
· Other types of mailings as needed
E-mail
· FOP Journal (link to online version)
· Legislative Updates (Grassroots Action Network)
· Press Releases
· Labor News
· Legal News
· Requests for Assistance
· Safety Alerts
· Upcoming Events
· Programs & Services info
· Merchandise info (sales, discontinued items, special notices, etc.)
· Other types of mailings as needed
An administrative section will be needed to determine if an item is an opt in or opt out status by default. 
General users will need the ability to manage their subscriptions online.
Document section
Expectation:
This section will allow authorized users to upload documents in numerous formats (e.g., .docx, .doc, .pdf, .xls, .xlsx, .txt, etc.) and/or allow them to enter the document text into the database so that it can be displayed without the need for users to download. Authorized users will be able to classify documents into predefined type, categories, and subcategories, and associate a document with a specific city, state or region. In addition, there must be a place to allow the inclusion of user-defined search tags.
This section must be fully searchable.
Laws & Cases section
Expectation:
This section will allow laws & cases to be uploaded in their raw .docx, .doc, .pdf, .xls, .xlsx, .txt, etc. formats and allow them to be entered into the system as searchable text that will be displayed within the system without the need for downloading. Documents can be classified into predefined type, categories, and subcategories depending on the user’s selections during uploading. Documents also need to be able to be associated with a specific city, state, or region. In addition, there needs to be a place to allow the inclusion of user-defined search tags.
There needs to be a search function associated with this section.
Fair Labor Standards Act (FLSA)
This section will allow lodges to check for compliance and provide results in a report to the lodge and other specified parties from an approved list or user-specified recipients.

Contracts section
Expectation:
This section will allow authorized users and individual lodges to upload contracts, handbooks, or employee benefits information in a pre-defined format (.docx, .doc, .pdf, .xls, .xlsx, .txt, etc.) for review and inclusion in a searchable database. These documents can then be sectioned or partitioned into smaller sections so that predefined classifications can be applied to these individual sections or articles in each document. It will have the flexibility to allow the authorized users to assign categories without regard to how a particular entry is titled in a given contract.
Authorized users will be able to easily compare contracts and contract sections between different governmental bodies, and between contract revisions within a particular governmental body.
Authorized users will be able to browse, search, and retrieve contracts by jurisdiction name, lodge, state, zip code, region, selected mileage radius of any employer contained in the database, contract section, date active, and political entity statistics, such as population and police force size. Authorized users will also be able to browse, search, and retrieve individual contract sections and articles by key words and phrases, as assigned by the authorized users. The module will be designed to contain both draft and final forms of contracts and individual contract sections.
Documents entered will need to be subject to a final review process prior to being searchable/viewable in the system.
This section will need an administrative section to allow for modification, addition, or removal of the criteria used for classification.
Sample criteria used for classification of contract sections and section categories:
1. General Provisions
a. Complete Agreement 
b. Civil Service Rules Legal Reference 
c. Mutual Cooperation Pledge Non-Discrimination 
d. Preamble
e. Purpose
f. Recognition
2. Rights of the Parties
a. Bulletin Board
b. Convention Leave
c. Drug & Alcohol Testing
d. Dues Deduction
e. E-Mail & Communications
f. Employee Rights
g. Employer/Management Rights
h. Job Actions Layoffs
i. Labor Relations Committee
j. Leave for Union Business
k. Lockouts Maintenance of Operations
l. Miscellaneous
m. Office Space
n. Representation Fee (Fair-Share / Agency Shop)
o. Safety and Health Committee
p. Telephone & Photocopier Use
q. Union Rights
r. Use of Part time officers and Reserves
3. Work Rules / Existing Benefits
a. Fair application of rules
b. Maintenance of benefits
c. Notice of new work rules
Compensation Data section
Expectation:
This section will allow authorized users to input wage and benefit data from entities that have provided wage and benefit information to the FOP in a variety of categories for approval by specified users before being included in searches and reports. This data is typically associated with a contract or an employer for a specific bargaining unit (refer to employer section below).
This section will need an administrative section to allow for modification, addition, or removal of the criteria used below.
Sample categories for input:
· Wages, at each year of service from entry-level to 35 years
· Vacation accruals, at each year of service from entry-level to 35 years
· Longevity
· Education Incentive
· POST Certification Pay
· Retirement Benefits
· Health Insurance
· Retirement Costs
· Dental Insurance
· Deferred Compensation
· Other Insurance
· Uniforms
· Cleaning
· Sick Leave
· Holidays, with the ability to distinguish rate of pay for the holiday worked or not worked
· Personal Days Off
· Scheduled Hours of Work
· Work Schedule
· Notes section
· Specialty pays 
· Wages for different ranks and the flexibility to add new ranks
Employer section
Expectation:
It is our expectation that authorized users will be able to add employers and police entities to the database for use by the members to associate their employer to their profile. For searching for contact information for employers or entities, this section can be used to list the labor representatives or unions that represent officers in those entities.
Users will be able to search this information and view the attributes of any governmental body for which information is stored in the system. Authorized users will be able to search for entities by state and/or region, with the database manager having the flexibility to pre-define regions by area or by a variable radius of around a single or multiple locations.
This section will need an administrative section to allow for modification, addition, or removal of the criteria used below.
Information that we want tracked for this section:
1. Employer Name 
2. Type of employer
a. Federal
b. City 
c. County
d. State
e. Village
f. Township
g. Borough
h. Multi-agency
i. Multi-county
j. Multi-state
k. Tribal
l. Parish
m. Campus
n. Town
o. Hamlet
p. Task force
q. Military
3. Address (allow multiple options--City Hall, Police department, Human Resources)
4. Telephone (allow multiple options--City Hall, Police department, Human Resources)
5. Email (allow multiple options--City Hall, Police department, Human Resources)
6. Contact info for persons of importance (allow multiple options)
7. Labor organization/representation/bargaining unit
8. Lodge notes 
9. State lodge notes 
10. National lodge notes
FBI UCR and Census demographic update section
Expectation:
That information from these sites can be easily added to our database and tied to existing entities in the system for historical reports.
Sample sites for data:
http://www.fbi.gov/about-us/cjis/ucr/ucr
http://www.census.gov/


Reports and Exhibit Generator section (specifically related to the contract, compensation, and demographic sections)
Expectation:
This section will allow authorized users to generate on a real-time basis a wide range of exhibits, tables, charts, and graphs using the demographic and wage and benefit information contained in the database.
This section will allow authorized users to compare demographic characteristics in other jurisdictions to those of their own, or to obtain information about national trends.
This section will allow authorized users to select “comparable” jurisdictions using user-defined ranges to be applied to the demographic data. The system will be designed for flexible entry, allowing the user to select both demographic characteristics and “comparability ranges.”
This section will contain administrator-defined templates allowing the comparison of wages and benefits. Authorized users will be able to select from these templates. With the approval of the administrator, authorized users will be able to create comparison methods different from the pre-defined templates. This section will extract data from the wage and benefit database to generate reports comparing the wages and benefits in pre-selected entities to those in the user’s entities. For example, this section will be capable of calculating the compensation for officers at any year of service such as 5, 10, 15, 20, 25, and 30 years using factors such as wages, retirement, health insurance, vacations, holidays, and incentive pay, and compare that total compensation to the total compensation in other jurisdictions.
This section will allow authorized users to create presentation charts and graphs using the information in the database. This section will assist authorized users, their officers, staff and consultants in creating exhibits for presentation during contract negotiations and arbitration or for internal reasons by doing extensive automatic searches across the system for check-boxed items of interest.
This section will also allow authorized users to retrieve both contract language and wage and benefit data about particular issues.
In summary, using this section, an authorized user will be able to do the following:
· Create reports searching the demographic data in the system to identify comparable entities based on either a selected entity or criteria selected by the user. 
· Define how total compensation is to be measured, selecting from the wage and benefit categories stored in the database.
· Produce compensation comparisons to the jurisdictions selected as comparable.
· Compare multiple user-selected entities across the various user-selected criteria over multiple years of service.
· Generate reports displaying language that meets user-selected criteria from multiple system- or user-identified contracts.
· Generate exhibits on a wide range of topics relating to wage and benefit analysis.
Office Equipment Inventory Items
Expectation:
This section will maintain an inventory of all office equipment. Fields to be tracked include: Date of Purchase, Date of Disposal, Cost, Location, Notes.

Accounts Receivable section
Expectation:
This section will allow authorized users to conduct the day-to-day accounts receivable business of the National Office using a web-based interface which functions like a ledger system that balances. This section must be capable of receiving credit card and bank transfer payments. All records of payments must be in a format that is compatible with Quickbooks. Must be PCI compliant. Authorized users will be able to search by all fields including key words.
Authorized users will be able to generate a report that totals outstanding receivables by current, 30, 60, 90, over 90 and by department based on the invoice type selected.
Vendor subsection
This subsection will track third-party vendors and contracts or license agreements authorizing the manufacture and/or sales of FOP-related merchandise. License agreements should be associated with a specific vendor and a report of the status of each agreement (pending auto renew, expiration date, etc.) should be sent to specified email addresses on a schedule.
The following items would need to be tracked for this subsection:
1. Company Name
2. Company Website
3. Company Contact information
a. Address 
b. Telephone 
c. Email 
d. City
e. State
4. Contact (First, MI, Last)
a. Phone 1
b. Phone 2
c. Fax
d. E-mail
5. Web Site of Item or Product
6. Company Description
7. License agreements   	
a. Agreement number
b. Vendor contact information
c. Short description (for inclusion in reports)
d. Full description
e. Agreement type
i. Extra special license
ii. Special license
iii. Standard license
f. Term of agreement
g. Term start date
h. Term end date
i. Addendum
j. Add. Fully executed
k. Reporting requirement
l. Negotiation period
i. Start and end dates
m. Executed date
n. Fees required
o. Frequency of fees
p. Amount of fees
q. Fees – date last paid
r. Fees – date next owed
Per Capita subsection
A subsection to handle Per Capita (Grand Lodge’s share of each member’s dues).
This subsection will track, administrate, and accept payments for the Per Capita fees that each lodge submits to the National FOP.
This subsection will allow the administrator to query the Lodge/Membership sections to determine the number of Active, Current members for that lodge on a particular date, and the number of members that were added and/or subtracted since the last per capita invoice generation. Based on these numbers, a per capita fee due invoice will be generated. An automated e-mail will be sent to the local lodge e-mail address (with return receipt requested), and the local lodge will be able to access the website to see the invoice. If the lodge does not have an available e-mail address, or the e-mail is returned as undeliverable, the system will notify specified users to create a printed invoice. The invoice will need to be compatible with standard windowed envelopes, with the mailing address appearing in that window.
This subsection will also integrate with the member section and will generate an invoice for the local lodges as they enter new members, as each lodge has to pay a fee when new members are added.
The local lodge will then have the option to make payment to the FOP either by credit card (if the FOP elects to utilize this function), bank transfer directly on-line, or print out the invoice for payment by standard post. 
As part of this subsection the following information should be tracked:
a. Lodge Name
b. Per capita last paid (date and for how many members)
c. Per capita rate at time of payment
d. Type of payment (regular or supplemental)
e. Current outstanding balance
f. First half, last half or full year
g. If the payment is a per capita tax, administrative fee or late fee
h. Form of payment
i. Payment amount (pro-rated)
j. History of payments
Specialty Permission Items subsection
There are “Secretary's items” that require special approval before being purchased. This section will interface with the current (HALO) or any future FOP merchandise vendor's e-commerce system to allow for automated authentication of membership information in the membership section. Currently when a member wishes to purchase Secretary’s merchandise, a second manual check of the membership database is necessary. Once the person is verified to be a Secretary, manual approval has to be made. This section will automate that process. When a member logs into the system, the items that can be purchased will be available to that member based on the membership data in the database. All payment will still be made through the FOP merchandise vendor’s system.
Administrative Merchandise Inventory Items subsection
This section will maintain the inventory and allow purchase of the items (50 or fewer) that the Grand Lodge keeps in its offices. This section will allow authorized personnel to purchase and pay for items on this list. Any purchases made will generate an email sent to a specified email address for processing.
Seminar and Event Registration subsection
This subsection will consist of a web page that will list seminars/events with availability and allow for registration and payment acceptance of seminar fees. The administrator will be able to add, delete, and edit any Seminar or event information. The system will also allow authorized users to generate a viewable or printable roster of Seminar or event attendees. Users will be able to register and pay for each seminar or event online, either by credit card or bank transfer payment.
Subscriptions subsection
All Active, Current FOP members receive the FOP Journal (currently quarterly).
In addition, non-members may subscribe to the FOP Journal. Some subscriptions are paid (currently $32/year), while others are complimentary.
Fields:
a. Salutation
b. First Name
c. Middle Initial
d. Last Name
e. Suffix (Jr., Sr., etc.)
f. Title
g. Company
h. Address 1
i. Address 2
j. City
k. State
l. Zip Code
m. Home Phone
n. Cell Phone
o. Work Phone
p. Email Address
In addition to contact info, the system will keep track of
a. Whether the subscription is paid or complementary
b. For paid subscriptions, the system will keep track of payment history (dates paid, method of payment, etc.)
The system will also generate renewal invoices 90 days before the expiration of their subscription. This invoice will be automatically e-mailed if a valid e-mail address is available, and printed out for mailing if not. The format and procedure will be the same as the invoices generated in the Per Capita section. If the subscription is complimentary, the system will send an inquiry instead of invoice asking for address verification.
This section should allow for the addition of other subscription items.
Recommended 3rd Party Service Providers
Expectation:
The FOP has many ties with merchants, vendors and services providers. One of the benefits of membership is access to deals that are exclusive to the FOP. This section will list these member benefits. They should be easy to search and allow for moderated comments about the vendors and direct linking to external sites.
Some third party vendors will be given limited access to the system to run approved searches and export the results.
Links section
Expectation: 
This section will allow authorized users to create categories of links and to add URLs to the database and assign them to said categories. These links should be searchable by all fields (URL, link title, category, etc.).
Legal Defense Plan members and Labor Services subscribers tracking
Expectation:
This is an additional section that can integrate with the membership section. This section will track the following elements for members that are Legal Defense Plan members or Labor Services subscribers.
Legal Defense Plan members tracking information:
1. Name
2. Lodge number
3. Lodge state
4. Policy number
5. Certificate number
6. Effective date
7. Expiration date
8. Coverage
9. Payment type
10. Deductible
11. FOP plan contact info
12. Payment due date
13. Date paid
14. Amount due
15. Amount received
16. Refund
Labor Services subscribers criteria:
1. Name
2. Lodge Number
3. Lodge State
4. Unit Name
5. Contact info
6. Monthly rate
7. Number of members minimum
8. Unit service agreement start date
9. Renewal date 
10. Full or partial service plan
11. Date paid
12. Amount due
13. Amount received
14. Refund
Voucher section
We currently have a system which allows authorized users to submit expense vouchers and credit card vouchers electronically. Information about the user auto-populates certain fields. The user enters other information, such as date and reason expense incurred and travel-related expenses which are auto-calculated. The user electronically “signs” the form, which, when submitted, goes into a queue for our National President to review and approve/reject. If approved, it is moved into a queue for our National Treasurer to process. In some instances, someone else must approve the voucher before it goes to the National President so we need the ability to identify which vouchers will go to whom for approval before being sent to the NFOP President.
We would like this system to be reviewed and updated/improved. We would like staff to be able to make updates.
We also want to make the voucher system available to State and Local Lodges at their request, tailored to their needs. We would like staff to be able to set up these State and Local systems.
Email System
Currently we make fop.net email accounts available to all FOP members. Members use SquirrelMail to access their accounts and we use Postfix to administer the accounts. The email system is completely separate from our database. We would like to convert to a different email system and integrate it with our database so we can verify FOP membership, automate account setup, password changes, password retrieval, etc.
Email Notifications
We would like the system to send emails to specified recipients when certain actions occur within the system. For example:
· Email to Lodge Secretary when a Lodge Officer term is xx days from expiring
· Email to Lodge Secretary xx days before per capita is due
· Email to Lodge President and Secretary when the Lodge Status is changed
· Email to Lodge Secretary when a member of a Suspended or Inactive lodge attempts to log in
· Email to State Secretary when any lodge officers of a Local Lodge within that state change
· Email to Admin when any reports are run (or just keep a log?)
· Email to Journal paid subscribers with upcoming payment notification
· Email FLSA compliance check results to user-identified recipient(s)
· Email to Vendors re fees and/or reports due
· Email to Administrator or selected users when reports are created using demographic data, contract data, or compensation and benefit data
An administrative interface to allow for modification of recipients and modification to any dates or timeframes associated with an automated email is needed. 
Hardware
Proponents must specify the hardware they envision being used for the system.
Software
Proponents must specify the software they envision being used for the system.
Security
The FOP is very security conscious. The security will only allow authorized users to access sections they are allowed to view or use.
Proponents must specify the security they envision being used for the system.
Hosting
Proponents must review the current hosting of the FOP’s system and specify any additional requirements for hosting the system, if any.
User Manual
A comprehensive manual will be provided with the delivery of the system to allow future staff, developers, and integrators to work with the system.
Training
Training on how to operate and administer the system will be provided to the NFOP staff.
Support
Proponents must offer technical support for the completed system in the form of, at a minimum, basic troubleshooting with administrators. A written debugging policy is also needed.
Additional Requirements
All data needs to be able to be downloaded/exported to a format such as CSV so that members can use the data with any spreadsheet and word processing software.
BASIC REQUIRMENTS 
The successful proponent will provide three bound copies of all final reports, which must be submitted along with an electronic version in MS Word format. All supporting and background documentation should be included as Appendices to the final report.
Interim reports and project management reports may be submitted electronically in MS Word format.
EVALUATION CRITERIA
Mandatory Criteria
The following are mandatory requirements. Proposals not clearly demonstrating that they meet them will receive no further consideration during the evaluation process.
a. The proposal must be received at the closing location by the specified closing date and time.
b. The proposal must be in English and must not be sent by facsimile.
c. Three (3) copies of the proposal must be submitted.
d. The proposal must be signed by a person authorized to sign on behalf of the Proponent.
Desirable Criteria
Proposals meeting the mandatory requirements will be further assessed against the following desirable criteria:
Corporate Experience
Team Skills & Experience
Methodology
Pricing
PROPONENT RESPONSE
In order to receive full consideration during evaluation, proposals should provide a detailed response addressing the following:
a. Corporate Experience - enterprise planning, workflow management, process design, operational planning, information technology planning, information architecture design, project management, etc.
b. Team Skills & Experience - The proposed project team should have combined skills and experience in these organizational functions: facilitation, requirements definition, business process design, data flow modeling, information architecture design, organizational design, service level design, project management, etc.
The response should provide:
· Summary documentation showing how each member of the project team, including a project leader, has the necessary skills and experience.
· A resume for each member of the proposed team highlighting the applicable experience and two references that may be contacted to verify the statements made in response to this RFP with the company name, contact person, title, address and telephone number.
c. Methodology - The proposal should include a plan, detailing the team's ability and approach to meet the contract requirements, with a completion target, no later than May 5, 2014. The proposal should include:
· a detailed project plan, outlining the time frame, milestones, reporting frequency and style, and quality measures for each deliverable.
· a table listing the amount of time each project team member will be assigned to this project.
d. Pricing - Proponents must price each module of the project separately and provide a price for the overall project. Provide all-inclusive per diem rate, for each member of the project team, based on an eight-hour work day, Monday to Friday.
PROPOSAL FORMAT
The following format and sequence should be followed in order to provide consistency in Proponent responses and ensure each proposal receives full consideration. All pages should be consecutively numbered.
a. Proposal covering letter as per sample provided.
b. Table of contents including page numbers.
c. A short (one or two page) summary of the key features of the proposal.
d. The body of the proposal, including pricing (i.e. the "Proponent Response").


APPENDIX A
Proposal Covering Letter
Letterhead or Proponent's name and address
Date
Fraternal Order of Police
Division of Labor Services
222 E. Town St.
Columbus, OH 43215
Attention: Rick Weisman
Dear Mr. Weisman
Subject: Request for Proposal
The enclosed proposal is submitted in response to the above-referenced Request for Proposal. Through submission of this proposal we agree to all of the terms and conditions of the Request for Proposal. We have carefully read and examined the Request for Proposal and have conducted such other investigations as were prudent and reasonable in preparing the proposal. We agree to be bound by statements and representations made in this proposal and to any agreement resulting from the proposal.
Yours truly
Signature
Name:
Title:
Legal name of Proponent:
Date:







APPENDIX B 

Receipt Confirmation Form

Project Title: Request for Proposal - Information System
Closing date: April 26, 2013
To receive any further information about this Request for Proposal please return this form to:
Fraternal Order of Police
Division of Labor Services 
222 E. Town St.
Columbus, OH 43215
Attention: Rick Weisman
Email: fopdls@fop.net
Phone: (614)224-1856
Fax: (614) 224-5775
COMPANY:
STREET ADDRESS:
CITY/PROVINCE:
POSTAL CODE:
MAILING ADDRESS IF DIFFERENT:
PHONE NUMBER:
FAX NUMBER:
CONTACT PERSON:
E-MAIL:

UNLESS IT CAN BE SENT BY FAX, FURTHER CORRESPONDENCE ABOUT THIS REQUEST FOR PROPOSAL SHOULD BE SENT BY:

_	COURIER COLLECT
	(PROVIDE COURIER NAME AND ACCOUNT NO):
_	POSTAL MAIL
_	E-MAIL
SIGNATURE:
TITLE:
 
APPENDIX C
FOP
REQUEST FOR PROPOSAL
QUESTIONS AND ANSWERS



APPENDIX C

Fraternal Order of Police
Request for Proposal
Questions and Answers

The following questions were received regarding the last information system RFP in 2002. Where appropriate, the answers have been updated to reflect the changes in the system since the original RFP. The answers are being sent with the RFP.

Q:	Has the FOP established a budget for this project?
A:	No, we are awaiting the results of the RFP process before making a recommendation to the Board of Trustees.
Q:	Is the FOP committed to these timeframes for completion of the project?
A:	If proponents believe the timeframes should be different please provide the reasons why and your suggested timeframe. In addition, please let us know if you could meet the timeframe outlined, and if not, why.
Q:	How many concurrent users would you estimate will use the system?
A:	We are unsure how to estimate what the effects of this project will be on our site. We have 330,000 members in 2,300 separate lodges. We know that the amount of information available on the website will be significantly increased. We also believe that this data is data that our members are requesting. Our current host says that we have no limit on concurrent users for web browsing.
Q:	Will there be any fees involved for the lodges to access the system? If so, will they be processed as part of the system?
A:	Yes, there are fees that are processed by the system.
Q:	Will there be many levels of a hierarchy for users’ permissions, or will it be role-based?
A:	The final number is undetermined at this time. We anticipate at least 6 levels.
Q:	How many different data formats would need to be supported to be compatible with other FOP systems? Are these data formats available?
A:	Currently the FOP uses all Microsoft products (Word, Excel, Access, Powerpoint, etc.), WordPerfect and its current proprietary database which is Linux-based. 
Q:	Will all data flow into the central database, and not flow out to other databases?
A:	Data will flow to the central database. We need the system to allow some information to flow to other databases, and dynamically populate portions of the FOP website, www.fop.net.
Demographics
Q:	What is the source of this information – Federal database, manual input, web crawling? Do you have this set up or authorized?
A:	The information will be from a variety of sources and in a variety of formats. The FOP has set up a process but is looking to improve the way this is currently accomplished.
Q:	Would analysis on demographic data need to be real time?
A:	Yes
Q:	Do you have an idea of the amount of data or number of records this section involves?
A:	The goal is that the system will eventually contain information on every government agency in the nation that employs law enforcement officers.
Q:	What is the frequency of data updates?
A:	Data will be updated as it becomes available, which is daily.
Q:	Will there be a hierarchy of the categories of demographic characteristics?
A:	No
Q:	Will they be keeping all demographic statistics for prior years to allow for historical analysis?
A:	Yes
Q:	Would a business intelligence front-end be desirable so that users may manipulate sets of data in applications such as Excel (i.e., create pivot tables and perform statistical analysis on the client side with datasets from the server)? This could be used by internal and/or external individuals.
A:	Yes, that would be desirable.
Contracts
Q:	In what format will contracts be supplied—standard .txt, pdf, or Word?
A:	Contracts are supplied in a variety of formats. We recognize that we will need to convert these contracts to a standard format. We would like proponents to identify what that format should be and the easiest, most convenient manner to enter these contracts into the system.
Q:	Who will scan, use OCR software, proof and put into a database and then store contracts and revisions?
A:	Staff and/or it may be outsourced.
Q:	What expectations do you have for converting external contract information as scanned images that cannot be searched?
A:	None. The FOP intends that all scanned contracts will be searchable.
Q:	Do you have an idea of the amount of data or number of records this section involves?
A:	Thousands of contracts.
Q:	What is the frequency of data updates?
A:	Data will be updated daily. Each contract will be updated as it is modified which is generally on a 1- to 4-year cycle.
Q:	Will there be a hierarchy for contract sections?
A:	No.
Q:	How will new contracts we entered?
A:	In a variety of ways. It will depend on how we receive the contract.
Q:	Will search results be ordered by a computed score based on search criteria?
A:	Search results will be ordered by choices selected by the user requesting the data. We will provide options for the way the member wants to see the data, including all of the demographics that are in the system.
Q:	Will all contracts be meta-tagged? Will the list of meta-tag fields vary by contract type or contract section category?
A:	It is our understanding that meta-tagging is a process used in helping to identify key words in a webpage. It is our intent that the contracts will be searchable by key words, identified categories, jurisdiction name, lodge, state, region, selected mileage radius of any employer contained in the database, contract section, date active, and political entity statistics, such as population and police force size. In addition, members should be able to look at drafts of contracts as well as the final contract and contract sections.
Q:	Will quantitative search parameters be searched with a range provided by the individual searching (i.e. population from 100,000 to 150,000 provided by the user)? Or will the ranges be a static list where the searching individual chooses one?
A:	It is our desire to have a very flexible system that would include pull-down menus and the ability for members to search in a variety of ways.
Exhibit Generator

Q:	What is the source of the wage and benefit information?

A:	The contracts or government documents that identify the wages, hours, terms and conditions of employment. This information will then be analyzed and information entered into the appropriate categories.

Q:	Do you have an idea of the amount of data or number of records this section involves?

A:	Thousands.

Q:	What is the frequency of data updates?

A:	Data will be updated daily. Each contract will be updated as it is modified which is generally on a 1- to 4-year cycle.

Q:	How will the templates for the comparisons be defined? Are they just canned selections of the available fields?

A:	The templates have been designed—please refer to www.fop.net. We are open to ways to improve the entire current system, including the templates.

Q:	What formats would be desired for charts and graphs (i.e., PowerPoint, Crystal Reports, etc.)?

A:	PowerPoint, image, and any other formats widely used by the general public.
Grievance Process
Q:	What is the established Grievance Process?
A:	The process will change from contract to contract.
Q:	Is it different for each Lodge or are there general overriding processes?
A:	It will be different for each unit that has a grievance procedure. Generally a system provides for some attempt at informal resolution of the grievance, then a formal written process with as few as one step to as many as 10 or more steps at which a grievance is presented to a higher step in a chain of command. At each step there are timeframes for presentation of the grievance and timeframes for responses. These timeframes generally are triggered by the time of the incident, last response to the grievance, or date grievance presented to the individual who needs to respond. This process will vary from unit to unit.
Q:	Will this system create a standardized format?
A:	No, it will have to be able to be adapted to the process for each unit.
Q:	Who is allowed to see the grievances? Are they for general member public viewing?
A:	No, the system should only allow selected individuals to see the grievance.
Q:	Are grievances an FOP vs. Dept. issue, Officer vs. FOP issue, Officer vs. Dept. issue or FOP vs. External organization issue?
A:	Generally a grievance is an officer vs. Department issue. However, the system should also allow other types of relationships.
Q:	Does a 3rd party app exist that could be customized for the grievance management module?
A:	There are some 3rd party systems available but we are aware of none that accomplish what the FOP needs.
Q:	Would there be an extensive document management workflow with multi steps of approval during the process?
A:	Generally, most grievances will not consist of a large number of documents, but will consist of a number of steps that are not necessarily approval steps.
Q:	Would all documents related to a grievance be tracked through the system or just reference to them (e.g., by document title/number)? If they will be tracked, would a historical record of the document be kept through each revision? If they will be tracked, will the search functionality allow for searching though the documents uploaded for a grievance? What meta-data will be used for each type of document?
A:	The system should track all documents through the system. It would not be necessary to track each modification of a grievance but the system should track each filing in the grievance process.
[bookmark: h.gjdgxs]Q:	What meta-data will be used in a search?
A:	We do not believe meta-data will be necessary for the search as this will not be a public document, but it would be helpful to be able to search by key words.
Q:	Do uploaded documents need to be routed to administrators to approve before being shown in the system?
A:	Not in the grievance system.
Q:	Would individuals receive notices on the grievance management site when logging in, notifying them of each event that happens to a grievance they are tracking?
A:	Yes.
Q:	Will multiple users be able to "manage" a grievance and "sign up" for notification when the grievance progresses through its steps?
A:	Grievance management will be the responsibility of one individual who should be identified at the beginning of each grievance. Notification will go to from one to four individuals for each grievance.
Q:	Would a BI front end be desired for the FOP to perform statistical analysis?
A:	Yes.
Laws & Court Cases
Q:	What is the format of the documents?
A:	These documents will be in a wide variety of formats.
Q:	Where will the documents come from? How will they be populated (individually uploaded, or via a custom bulk load process)?
A:	These documents will come from a variety of sources. Most documents will be individually uploaded; some will be bulk uploaded.
Q:	Will all the documents need to be meta-tagged? Will the list of meta-tag fields vary by document type? Will meta-tagging occur at the document level or section level?
A:	No.
Q:	What meta-data will be used in the searches?
A:	None.
FLSA
Q:	Will you provide the survey?
A:	Yes.
Q:	More detail is needed on the tool to help check for compliance.
A:	Access to current FLSA compliance system can be provided upon request.
Q:	Are the DOL rules in documents or will they be entered into the system?
A:	In documents.
Q:	What is the format of the documents?
A:	They are available in HTML, PDF and Word files.
Q:	Where will the documents come from? How will they be populated (individually uploaded, or via a custom bulk load process)?
A:	These documents will come from a variety of sources. Most documents will be individually uploaded; some will be bulk uploaded.
Q:	Will there be a categorization system for the rules? If so, will it be a hierarchical category system?
A:	Yes, there will be a categorization system for the rules. No, it will not be hierarchical.
Q:	Will all the rules need to be meta-tagged? If so, what meta-data will be used in the searches?
A:	No.
Useful Links
Q:	Will there be more than one level of categorization?
A:	Yes.
Forum
Q:	Are there any special requirements that can't be fulfilled by a 3rd party application?
A:	No.
[bookmark: h.30j0zll]Professional Resources
Q:	Is there a review process for comments about the experts?
A:	Yes. All comments will be reviewed by someone on staff prior to being approved for public view.
Q:	Is the list of experts and their demographic information only editable by administrators?
A:	Yes.
Q:	Will the categorization for the "expert's field of expertise" be more than one level?
A:	Yes.
Documents
Q:	Is this just a fixed list of documents that can be uploaded by administrators and given a title and description?
A:	No. The documents will change from time to time.
Q:	Will they be categorized? If so, will there be more than one level of categorization?
A:	Yes. Yes.
Lodges
Q:	Will entries by the Local Lodge be able to go back and forth being rejected and then edited until approved by the Grand Lodge?
A:	Yes.
News
Q:	Will news be categorized? If so, will there be more than one level of categorization?
A:	Yes. Yes.
Q:	Can members sign up to only receive email alerts for news in categories of interest to them?
A:	Yes.
Calendar of Events
Q:	Would it be desirable to have each lodge be able to have their own calendar of events, and allow Local Lodge admins to add events to their own calendars, and request they be added to the national calendar, and vice versa?
A:	It would be desirable to have as flexible a system as possible, if this feature would not add significantly to the complexity and cost to create and operate the system.
Q:	Will events be categorized? If so, will there be more than one level of categorization?
A:	Yes. Yes.
Q:	What search criteria would be used to search the calendar of events?
A:	Date, year, month, type of event, specific event, location of event, state in which event located, and key words.
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