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1.0 General Information 
 

1.1 Introduction 
The owner invites proposals through this Request for Proposal (RFP) for the supply and maintenance of 
a new Integrated Library System (ILS) for the Hammond Public Library (HPL). The proposals should 
reflect initial costs as well as maintenance costs over a five (5) year term. The owner’s requirements for 
the ILS, including the scope of work is attached to this RFP as Appendix A. 
 

1.2 Overview 
 

1.3 Library System 
HPL is an Indiana Class ‘A’ Public Library serving the city of Hammond, Indiana. HPL serves an urban city 
population with the primary source of library funding through city property taxes. It is governed by a 
seven (7) member appointed Board of Trustees. The Board of Trustees appoints one (1) Executive 
Director as the head administrator who shall carry out the policies set forth by the Board. 
 

1.4 Library Information 
 

Bibliographic Records 197,304 

Item Records 212,693 

Serials Records 0 

Active Cardholders 46,071 

Annual Circulation 162,232 

Staff Clients 65 

OPAC Workstations 5 

Self-Checkout Stations 0 

 
 

1.5 Timetable 
The proposed timetable for this RFP is as follows, however, the owner reserves the right to modify the 
process and schedule as events warrant: 
 

ACTION DATE 

Release of RFP August 1, 2016 

Deadline for Questions October 31, 2016 at 5:00pm CST 

Proposals Due January 31, 2017 at 5:00pm CST 

Final Selection of Vendor March 15, 2017 

Contract Negotiation and Drafting Begins April 15, 2017 

Go Live Desired Date August 1, 2017 

 
 

1.6 Current System 
HPL has been running Innovative Millennium since 1999. We use the following modules: 

¶ Cataloging 
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¶ Acquisitions 

¶ Circulation 

¶ Serials 

¶ ILL 

¶ Reports 

¶ Web OPAC 

¶ Administration 

¶ Telnet 
 

1.7 Connectivity 
HPL is connected to the internet as follows: 
 

Primary Wired Network – Fiber Optic Comcast 100MBps 

Backup Wired Network - Cable Comcast 100MBps 

Wireless Comcast 100MBps 

 
 
 

2.0 Definitions 
The following words and phrases used in this RFP ach Schedules and any Addenda have the meanings 
set forth below: 
 
Addendum or Addenda: Changes to this RFP communicated pursuant to this RFP. 

 
Agreement: An agreement or agreements between the owner and the 

contractor for the work required by the contractor identified in 
this RFP and all attached schedules. Any agreement entered into 
by the owner and the preferred vendor will be as negotiated 
between the two parties. 
 

Closing Address: Hammond Public Library, 564 State Street, Hammond, Indiana 
46320 
Email address: willic@hammond.lib.in.us 
 

Closing Time: 5:00pm Central Standard Time, Wednesday February 1, 2017 
 

Contractor: The vendor who enters into an agreement pursuant to this RPF. 
 

Evaluation Committee: A committee or owner’s personnel that, at the owner’s discretion, 
will evaluate the proposals. 
 

Evaluation Criteria: The criteria for evaluation of the proposals as set forth in Section 
5. 
 

Integrated Library System (ILS): The integrated library software system that meets the owner’s 
requirements. 
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Owner: The Hammond Public Library (HPL) 
 

hǿƴŜǊΩǎ wŜǉǳƛǊŜƳŜƴǘǎΥ The requirements of the owner set forth in Appendix A which 
should be included in the proposal. 
 

Preferred Vendor: The vendor, if any, selected by the owner to negotiate an 
agreement. 
 

Vendor Proposal: Any legal entity, including a person, company firm or consortium, 
which submits a proposal. 
 

Vendor Member: Where a vendor consists of two or more legal entities, each of 
such entities. 
 

Proposal: A vendor’s submission pursuant to this RFP. 
 

RFP: Request for Proposals. 

 
 

3.0 Instructions to Vendors 
 

3.1 Owner Representative 
The only authorized contact person for the owner on behalf of this RFP is: 
 
Carol L. Williams, Head of Technical Services 
Hammond Public Library 
564 State Street 
Hammond, Indiana 46320 
Phone: (219) 931-5100 ext. 345; Fax: (219) 931-3474 
Email: willic@hammond.lib.in.us 
 
 

3.2 Errors and Omissions 
While the owner has used considerable effort to ensure an accurate representation of information in 
this RFP, the information is solely a guideline for vendors. The owner does not guarantee or warrant the 
information to be accurate, comprehensive, or exhaustive, and the owner shall not be held liable for any 
errors or omissions in this document. Nothing in this RFP is intended to relieve vendors, at their own 
expense, from forming their own opinions and conclusions with respect to matters addressed in this 
RFP. 
 
 

3.3 Clarifications 
All questions and requests for clarification relating to the RFP process and/or identification of any errors 
or omissions in the RFP documents should be directed to the owner representative. 
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Information about this RFP from any other source is not official and should not be relied on. Enquires 
and responses may be recorded and may, at the owner’s discretion, be retained in confidence or 
distributed to all other vendors. 
 

3.4 Addenda 
The owner representative may change, amend, or correct this RFP by issuing an addendum to vendors. 
Addenda will be posted on the HPL website: www.hammond.lib.in.us. A vendor is solely responsible for 
ensuring that it has received a complete RFP as listed in the Table of Contents and a copy of any 
addenda. Submission of a proposal constitutes a representation by a vendor that it has verified receipt 
of a complete RFP, including any addenda. Each proposal will be deemed to be made on the basis of the 
entire RFP and any addenda. 
 
 

3.5 RFP 
This is a request for proposals. It is not an offer. The owner does not intend for this RFP to create any 
obligations between the owner and any vendor, and no contractual, tort, or other legal obligation of any 
kind is created or imposed on the owner by this RFP or by submission of any proposal or by 
consideration of, or failure or refusal to consider any proposal by the owner. No contractual or other 
legal obligations will be created between the owner and any vendor until and unless a written contract 
is executed between the owner and a vendor for the development of the ILS. 
 
Without limiting the foregoing, the use of mandatory or prescriptive language in this RFP in relation to 
future acts of the owner is intended to express contractual intention, and if relied upon by a vendor, is 
relied upon at that vendor’s own risk. If there is anything in this RFP that is inconsistent with this 
paragraph, this paragraph prevails. 
 
 

3.6 Contractor’s Responsibility 
The contractor will, except to the extent otherwise specified in the agreement, be responsible for all 
aspects of the ILS and for acquiring all necessary operating, authorizations and licenses, for compliance 
with all applicable laws and jurisdictions. Depending on the particular proposal, some or all of these 
functions may be specified under the agreement. 
 
 

3.7 Vendor’s Investigations 
Any party responding to this RFP is solely responsible for investigating and satisfying itself on every 
aspect of the ILS, including without limitation, branch conditions, environmental matters, servicing 
requirements and design feasibility and requirements. By submitting a proposal, a vendor will be 
deemed to have satisfied itself on all such matters. 
 
 

3.8 Additional Questions 
Additional questions pertaining to this RFP must be submitted in writing no later than November 1, 
2016. Questions on the instructions and general conditions should be directed to the owner’s 
representative. Inquiries from vendors will be answered via email. If the owner deems it necessary to 
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answer any questions, copies of all such questions and responses will be posted online at 
www.hammond.lib.in.us/ils/questions.html for all vendors to view. 
 
The identity of a vendor submitting questions will not be disclosed in the addendum. Questions of minor 
significance may be discussed verbally; however, only written questions may be considered to be part of 
the RFP requirements. 
 
 

3.9 Access to the Location 
Upon notifying the owner of a time which they will access the location, a vendor may complete a 
location visit for the purpose on inspection and investigation of the location, but may not otherwise 
disturb the library location. 
 
Access by a vendor, or any person authorized by it, is at the vendor’s and that person’s sole cost and 
risk. By such access the vendor agrees to indemnify the owner from any liability suffered or incurred by 
either or both of them as a result of such access. Any access not in accordance with the foregoing will be 
unauthorized. 
 
 

3.10 Vendor’s Cost 
Any vendor, or other party responding to this RFP is solely responsible for its own expenses and bears 
the sole risk and liability for any expense, damage, loss or liability incurred by it, including loss of 
opportunity and loss of profits or potential profits, in connection with its consideration of, or response, 
or both, to this RFP. 
 
 

3.11 No Liability of Owner 
Except as expressly and specifically acknowledged in these instructions to vendors, the owner will not be 
responsible for any liabilities, costs, expenses, loss or damage incurred, sustained or suffered by vendors 
by reason of their participation in this RFP, the consideration or non-consideration by the owner of any 
proposal, or for any other reason related to this RFP, or any process related to this RFP, whether for 
costs, expenses, losses, damages, loss of anticipated profits or any other matter. The receipt by the 
owner of any information (including any submissions, ideas, plans, drawings, models, or other materials 
communicated or exhibited by any intended vendor, or on its behalf) shall not impose any obligations on 
the owner and shall not confer any rights on the vendor. 
 
 

3.12 Waiver of Vendor’s Rights 
No vendor shall have any claim for any compensation of any kind whatsoever as a result of participating 
in this RFP and by submitting a proposal each vendor shall be deemed to have agreed that it has no 
claim. 
 
By submitting a proposal, the vendor acknowledges the owner’s rights under this RFP and absolutely 
waives any right, or cause of action against the owner, its officers, directors, employees or agents by 
reason of the owner’s failure to accept the proposal submitted by the vendor, whether such right or 
cause of action arises in contract, negligence, bad faith or otherwise. 
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3.13 Good Business Clause 
Contractors, consultants, and suppliers wishing to do business with the owner agree to resolve any 
differences through the owner’s dispute resolution procedure. Contractors, consultants, and suppliers 
who choose to use a public forum to air any differences may be prevented from doing future business 
with the owner. 
 
 

3.14 Indiana Access to Public Records Act 
The owner is subject to the provisions of the Indiana Access to Public Records Act (IAPRA). As a result, 
while the Act offers some protection for third party business interest, the owner cannot guarantee that 
any information provided to the owner can be held in confidence. All proposals, including any related 
documents, submitted to the owner, become property on the owner. They will be received and held by 
the owner, subject to the provisions of the IAPRA. 
 
 

3.15 Confidentiality of Information 
All vendors and any other person who through this RFP process gains access to confidential financial 
information of the owner are required to keep strictly confidential all information which in any way 
reveals confidential business, financial or investment details, programs, strategies or plans, learned 
through this RFP process. This requirement will continue with respect to such information learned by 
the successful vendor, if any, over the course of any agreement which may arise out of this RFP process. 
Information pertaining to the owner obtained by any vendor as a result of participation in this process is 
confidential and must not be disclosed without written authorization of the owner. 
 
 

3.16 Insurance 
The successful vendor will be required to provide workplace insurance at their own expense, public 
liability property damage, and compensation liability insurance coverage, in the amount of not less than 
$2,000,000 per occurrence. This policy is to include the owner as an additional insured. 
 
 

3.17 Governing Law, Jurisdiction and Venue 
By submitting a proposal in response to this RFP, a vendor agrees: 

a) that any dispute arising in connection with this RFP will be resolved in accordance with the laws 
of the State of Indiana, notwithstanding any state’s choice-of-law rules to the contrary; 

b) to submit to jurisdiction before any state court in Lake County, Indiana, or in the United States 
District Court for the Northern District of Indiana, Hammond Division; 

c) to waive any right to challenge any personal jurisdiction or venue of the above enumerated 
courts; and 

d) to bring any action against the owner in connection with this RFP exclusively in the above 
enumerated courts. 

 
All vendors shall comply with any law, including all legislation and regulations which may be applicable 
to the services provided subsequent to this document. 
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4.0 Content of Proposals 
Proposals should address all requirements in this Section 4. 
 
 

4.1 Basic Elements 
 

4.1.1 Two paper copies of the proposal and one digital copy of the proposal on a portable USB drive, 
in PDF format, must be submitted to the owner at the closing address no later than the closing time 
in a sealed box or envelope. A PDF copy of the full RFP and a Microsoft Word copy of Schedules A 
and B and Appendix A are available at the owner’s website for use by vendors in preparing their 
submissions. Vendors having difficulty downloading the RFP or the additional materials should 
contact the owner’s representative, Carol Williams, at: willic@hammond.lib.in.us.  
 
4.1.2 It is the responsibility of each vendor to ensure that both formats of the proposal in the correct 
amounts are received at the closing address prior to the closing time. Any proposals not delivered as 
stated above will not be accepted and shall be returned to the sender with no further consideration 
given. The owner is not responsible for the timeliness of documents delivered to any other address. 
 
4.1.3 Both the paper and digital copies must be clearly marked, “RFP ILS Hammond Public Library.” 
 
4.1.4 Proposals should be accompanied by one transmittal letter specifying the vendor’s name, 
address, and contact person. 
 
4.1.5 Fax or email copies of proposals will not be considered unless specifically requested by the 
owner. 
 
4.1.6 Proposals received after the closing time will not be considered and will be returned unopened. 
 
4.1.7 Vendors should provide all information requested in the Schedules and Appendices attached to 
this RFP. Proposals should be submitted in a format which cross-references the specific section of 
this RFP (including all Schedules and Appendices) with the information provided by the vendor. 
 
4.1.8 All items in the proposal that are not in full compliance, or that vary from the specific RFP 
requirements, should be clearly identified in the proposal as non-compliant and/or variances, and 
shall include specific reference to the precise nature of the variances or non-compliance. 

 
 

4.2 Pricing 
 

4.2.1 Pricing should be in accordance with the form of costing table set out in Schedule B with such 
modifications as the vendor deems necessary to meet the requirements of the RFP. 
 
4.2.2 Proposals should provide a comprehensive breakdown of the required modules/functions, add-
ons, software licenses, use memberships, documentation updates, subscriptions, 
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upgrades/updates/uplifts and services necessary for a functioning ILS. The vendor should describe 
and quote components as individual and separate items, as well as include any annual costs. The 
vendor should provide a comprehensive cost breakdown for implementation, customization, 
training, and data migration (to include bibliographic, item, acquisition, patron, and circulation 
transactions). 
 
4.2.3 Any upgrade to the base system needed for optional components must be included in the cost 
of any optional components. 
 
4.2.4 Prices for the initial purchase, implementation, and five (5) years of maintenance should be 
included for each item. 
 
4.2.5 Proposals should indicate the period of time for which the proposal prices are guaranteed. It is 
the owner’s preference to have price guarantees to August 1, 2018. 
 
4.2.6 Proposals do not need to include pricing for any system hardware as the owner will purchase 
such hardware independently. The vendor should, however, provide specifications and 
recommendations for hardware purchase and configuration. 
 
4.2.7 The vendor may assume that the owner will provide all power, cabling, air conditioning, and 
furniture. 
 
4.2.8 The owner may digitize its historical collection. Proposals should include pricing in the Schedule 
B Costing Table under the heading “Additional Digital Asset Management Functionality” for the cost 
of integrating digital collections into the ILS. In addition to the pricing under this heading, the vendor 
should also describe any additional hardware of software requirements to implement this 
functionality. 
 
4.2.9 The owner may expand its library services to other and additional locations with Hammond, 
Indiana. Proposals should address capacity of proposed ILS to accommodate such expansion(s) and 
detail any corresponding price adjustments. 

 
 

4.3 Vendor Identification 
Proposals should clearly identify the vendor and whether it is an individual, a corporation, a partnership, 
or a consortium, including the legal entity which will execute the agreement. If the proposal is from a 
consortium or partnership, information should be provided for all vendor members including their legal 
and financial relationship with each other. The contact entity and representative for dealings with the 
owner should also be specified. 
 
 

4.4 Authorizations 
Proposals should name and be signed by an authorized signatory of the vendor. If the vendor is a 
consortium or partnership, one individual and one entity should be designated as the contact authorized 
to deal on behalf of the consortium or partnership. By submitting a proposal, a vendor is deemed to: 
 

4.4.1 Be authorized to make the offer in the proposal; and 
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4.4.2 Confirm that neither the vendor nor any vendor member has any interest on the proposal of 
any other vendor, directly or indirectly, and that it has not entered into any agreement that could 
create such an interest. 

 
 

4.5 Conflicts Disclosure 
Vendors, including all vendor members, should disclose any actual, perceived, or potential conflicts of 
interest and existing business relationships they may have with the owner. 
 
 

4.6 Financial Capability 
Proposals should provide a summary of how the vendor intends to finance the implementation of the 
ILS. They should provide evidence of the vendor’s financial capability to complete the agreement. Where 
the vendor is a consortium, such evidence should be provided for each vendor member. Such evidence 
may include financial statements and a letter from a United States financial institution commenting on 
the vendor’s financial capability to meet its obligations under the agreement contemplated in the 
proposal. A vendor should provide the appropriate names, addresses, and contact details of persons 
who can comment on the vendor’s financial capability, and the authority for the owner to speak with 
such persons. The owner reserves the right to require guarantees or other financial security as part of 
the agreement, where in the owner’s opinion it is warranted. 
 
 

4.7 Demonstrated Experience 
Proposals should demonstrate that the vendor has the background, skills, and experience to successfully 
complete the ILS. A vendor should provide the appropriate names, address, and contact details of 
persons who can comment on the vendor’s development experience, and the authority for the owner to 
speak with them. 
 
 

4.8 Preliminary Specifications 
A proposal should include specifications necessary to meet the owner’s requirements, and which 
demonstrate the vendor’s understanding of key issues faced in the ILS. 
 
 

5.0 Evaluation Process and Criteria 
 

5.1 Evaluation Criteria 
The owner, in its sole discretion, may evaluate proposals based on the owner’s determination of what 
provides the best value and overall benefit to the owner. A best value analysis format for evaluation will 
be used for evaluating financial, technical, and deliverable components as follows: 
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Categories Weighted Score 

1. Financial evaluation, including but not limited to: 
a. Overall pricing 
b. Ongoing costs 
c. Vendor’s financial ability 

i. Maintenance fees (5-year projection) 
ii. Additional staffing required 

iii. Support 
iv. Installation of enhancements 

30 

2. Technical evaluation, including but not limited to: 
a. Qualifications and experience 

i. Strength of vendor’s qualifications 
ii. Strength of vendor’s experience in requirements of this 

process 
iii. Strength of overall methodology including work plan 
iv. Relevance of references provided 

20 

3. Deliverables 
a. Ability to meet stated requirements, including but not limited to: 

i. Functionality 
ii. Platform suitability 

iii. System reliability 
iv. 3rd party product support 
v. Ease of use 

vi. Ease of administration 
vii. Customer support metrics 

viii. Capacity for system expansion 
ix. Ability to meet required timing 

50 

 
To the extent the owner deems appropriate, the following criteria may also be taken into consideration 
in the owner’s evaluation of the proposals and may be weighted to one or more of the above categories 
at the owner’s discretion: 
 

5.1.1 Anticipated cost of the ILS based on the proposal; 
 
5.1.2 Relevant expertise and track record for similar ILSs; 
 
5.1.3 Experience of subcontractor (if any) to be used by the contractor in the ILS; 
 
5.1.4 Any social benefits that may accrue to the owner or its citizens and member municipalities; 
 
5.1.5 Environmental stewardship and “green” opportunities that may be available; 

 
5.1.6 Any conditions that are required to be fulfilled prior to the vendor’s full implementation of the 
ILS, including the possible duration of those conditions, and the likelihood of such conditions being 
satisfied. This may include an assessment of the vendor’s ability to satisfy such conditions; 
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5.1.7 The vendor’s financial capacity to perform its obligations with respect to the ILS in accordance 
with its proposal; 

 
5.1.8 The ability of a vendor to meet the owner’s requirements; 
 
5.1.9 The risks, if any, imposed on the owner by the proposal. 

 
The owner may in its sole and unfettered discretion, negotiate and enter into an agreement with a 
vendor whose proposal does not offer the lowest total cost for the ILS, but which in the sole and 
unfettered determination of the owner offers better benefit. The decision of the owner in all matters 
relating to the evaluation of a proposal will be final. 
 
 

5.2 Processing of Proposals 
Subject to further discretion provided to the owner in the RFP, the following sets forth in summary form 
the procedures for processing proposals: 
 

5.2.1 Proposals may be opened immediately after the closing time. There will not be a public 
opening; 
 
5.2.2 Proposals received after the closing time will not be considered and will be returned unopened; 
 
5.2.3 Proposals will be reviewed in comparison to the requirements of the RFP, including scoring 
based on the above categories; 
 
5.2.4 The owner may elect not to consider proposals that do not meet the requirements of this RFP; 
 
5.2.5 The owner may request one or more vendors to provide written clarification of their proposal 
or supplementary information; 
 
5.2.6 The owner may request one or more vendors to attend a personal or conference call interview 
for clarification of their proposal, but the owner is not required to have such a meeting call with any 
or all of the vendors; and 
 
5.2.7 Once the owner selects a preferred vendor, they will attempt to negotiate an agreement with 
the preferred vendor. 

 

5.3 Evaluation Committee 
Proposals will be reviewed by the Evaluation Committee who will report to the owner from time to time 
as required. Any decision on selection of a preferred vendor, approval of an agreement, discontinuance 
of the RFP, or otherwise, will be made by the Board of Trustees in a public meeting. 
 
 

5.4 Negotiation with Preferred Vendor 
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5.4.1 The owner will select the preferred vendor after evaluation of the proposals and may identify 
one or more backup vendors. Written notification of the selection of the preferred vendor will be 
provided to the preferred vendor. 
 
5.4.2 During negotiations with the preferred vendor, the scope of work may be refined, price 
negotiated, responsibilities delineated, implementation issues clarified, and the final terms and 
conditions of any contract determined. 
 
5.4.3 The owner expects to enter into an agreement for the ILS within 30 days of advising a vendor 
that it has been selected as the preferred vendor. The owner may in its sole discretion discontinue 
negotiations with that preferred vendor if negotiations with that vendor reach an impasse or if the 
owner determines that it is unlikely that a satisfactory agreement for the ILS will be entered into 
within the 30 days or such other period acceptable to the owner and thereafter the owner may enter 
into negotiations with one or more backup vendors. 
 
5.4.4 During negotiations with the preferred vendor, the preferred vendor should provide the 
following information to the owner prior to the execution of the agreement: 

 
5.4.4.1 A copy of the preferred vendor’s current W-9 and/or business license; 
 
5.4.4.2 A copy of the preferred vendor’s insurance acceptable to the owner. 

 
 

6.0 Owner Discretion 
 
6.1 In addition to any other discretion set forth in this RFP, the Board of Trustees reserves the right, 
without limitation, in its sole and unfettered discretion to: 
 

6.1.1 Not consider any proposal from a vendor who appears not to have the requisite experience or 
financial capability; 
 
6.1.2 Contact for reference purposes any party to verify the vendor’s financial capability or relevant 
expertise or other information contained in its proposal; 
 
6.1.3 Not consider any proposal that lacks required information or is otherwise incomplete; 
 
6.1.4 Accept items in a proposal that are non-compliant or in variance with the specific RFP 
requirements; 
 
6.1.5 Require clarification or additional information where a proposal is unclear, or allow rectification 
of defects; 
 
6.1.6 Not consider and proposal without discussion with the vendor; 
 
6.1.7 Not consider any proposal that in the owner’s opinion does not warrant detailed evaluation or 
is not in the best interests of the owner; 
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6.1.8 Select the preferred vendor and any backup vendors and communicate with them; 
 
6.1.9 Negotiate with the preferred vendor or any backup vendors on any matter including price and 
at any time; 
 
6.1.10 Raise new issues in negotiation that were not mentioned on the RFP or in a proposal; 
 
6.1.11 Not consider the lowest cost proposal, even though financial cost is important criteria, if, for 
example, a combination of other factors makes another proposal more attractive; 
 
6.1.12 Discontinue negotiations with the preferred vendor or any backup vendor at any time if the 
owner concludes that it is unlikely that an agreement for the ILS will be entered into within 30 days 
of the selection of the preferred vendor or such other period acceptable to the owner, or that such 
vendor is not working diligently to achieve an agreement or otherwise; 
 
6.1.13 Reject any or all proposals without any obligation or any compensation or reimbursement to 
the vendors, and the owner is under no obligation to select a vendor. This may occur because no 
vendor has submitted a proposal on acceptable terms, including price, or for any other reason; 
 
6.1.14 Extend, abridge, modify or discontinue the process contemplated by this RFP; 
 
6.1.15 Determine at any time, to withdraw some or all of the owner’s requirements from the process 
described in this RFP; and 
 
6.1.16 Discontinue this RFP process for any reason whatsoever. 
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Schedule A 
Vendor Information 
 

Business Profile 
1. Describe your business, including its history, origin and any affiliation to other corporate 

entities. 
 

2. Provide the owner’s and/or principal officer’s names, length of time in the library automation 
field, and any other pertinent information. 
 

3. Describe the staff of the company in terms of FTEs and their percentage breakdown of FTE staff 
among sales, research and development, support, and other functions. If the company is 
currently for sale or involved in any transactions to expand or to be acquired by another 
organization, please explain. 
 

4. Describe the business’ involvement with library-related organizations and standards 
organizations (e.g. cataloging, data exchange, programming). 
 

5. Describe the company’s strategy for keeping up with industry trends and developments in 
library software and systems. 
 

6. Describe the procedure for developing new features, including how customer input is taken, 
evaluated, and weighted. 

 

Strategic Partnerships/Test Sites 
1. List any partnerships with third-party vendors, including a brief description of the services they 

provide. 
 

2. Describe any partnerships with public libraries for developing new products or testing software. 
 
 

Financial Data 
Please provide financial data information sufficient to include the vendor’s financial stability. 
 
 

Company Contacts 
1. Provide a list of the organizational officers directly involved in the product being proposed. 

 
2. Identify the number and location of sales and support personnel accessible to the purchaser. 
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User Groups 
1. Provide the contact information for user groups, including website or listserv addresses. 

 
2. Provide the URL for any website that provides information on the company, press releases, and 

product information that is relevant to this proposal. 
 

3. Is the user group member listserv open and available to the public? 
 
 

Customer References 
Please provide three (3) references that are related to libraries similar in size to our library and, if 
possible, have migrated from the Innovative Millennium software program: 
 

Reference 1 

Name:  

Title:  

Library:  

Telephone:  

E-mail:  

Web address:  

Date of install:  

Reference 2 

Name:  

Title:  

Library:  

Telephone:  

E-Mail:  

Web address:  

Date of install:  

Reference 3 

Name:  

Title:  

Library:  

Telephone:  

E-Mail:  

Web address:  

Date of install:  
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Schedule B 
 

Costing Table 1 
 

Description 
Initial 

Implementation 
Year 2 

Maintenance 
Year 3 

Maintenance 
Year 4 

Maintenance 
Year 5 

Maintenance 
Required Modules: 
Administration      
Circulation      
Acquisitions      
Serials      
OPAC      
Cataloging      
Reports      
ILL      
Inventory      
 

Phone 
Notification 
Service 

     

Enhanced 
Record Content 

     

Offline 
Circulation 

     

Authority 
Control 

     

Community 
Outreach 

     

Floating 
Collections 

     

Additional 
Digital Asset 
Management 
Functionality 
(see 4.2.8 and 
Appendix 1 #19 

     

APIs      
EDI for 
Acquisitions 

     

AIP/SIP2/NCIP      
      
Subtotal Table 1      
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Costing Table 2 
 

Description 
Initial 

Implementation 
Year 2 

Maintenance 
Year 3 

Maintenance 
Year 4 

Maintenance 
Year 5 

Maintenance 
Z39.50 client/server      
Ecommerce for public      
Ecommerce for staff      
Data Migration 
Services 

     

Database Software 
Tools 

     

Training      
System Monitoring 
Software 

     

Optional 
Functionality/Modules 

     

Special Support      
Customization      
Project Management 
Costs 

     

System and Training 
Documents 

     

      
Subtotal Table 2      
      
Subtotal Table 1      
      
Additional Charges 
(please specify): 

     

      
Total      
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Appendix A: ILS Functionality Checklist 
 
INSTRUCTIONS: 
 
Complete the following proposed ILS checklist electronically so you may add as much comment space as you require. Each RFP submission 
should include a completed Appendix A in paper and electronic format. 
 

Label Meaning Definition 

C Currently Included 
Vendor currently supplies this capability as a part of the general software release and feature will be available 
in general release and operation in the system proposed to the Library. The price is included in the basic 
system 

A Additional Option 
Vendor currently supplies this capability as a part of the general software release. This is an added cost item. 
Please give cost information. 

T In Testing 
Capability is scheduled for commercial release (not beta) within six (6) months from the due date of this RFP. 
Development work is completed and testing is underway. Indicate the expected date for general release for 
owner’s platform and give cost information, if applicable. 

D In Development 

Testing and release planned within two (2) years from the due date of this RFP. Indicate the expected date for 
general release for owner’s platform, an explanation of how the specification might otherwise be met using 
alternative features, functions, products or services available from vendor or a third party partner, including 
availability dates and any added costs, either direct or indirect. 

N Not Planned Not planned and not under development. 

 Comments Additional comments from the vendor. 
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System Requirements 
The proposed ILS system must include the following core modules and functions: 
 

  C A T D N Comments 
1. Circulation, including offline circulation       

2. 
Cataloging, including authority control and a cataloging 
utility interface 

      

3. Bibliographic record import       

4. Authority control       

5. Acquisitions with fund accounting       

6. Serials control       

7. System administration       

8. Public access catalog with remote patron authentication       

9. 
Multilingual OPAC that can display Polish Spanish 
language characters 

      

10. 
Mobile OPAC interface that is smartphone/tablet 
compatible (list devices, explain if app or web-based) 

      

11. Single sign-on capability       

12. Web-based reporting (specify on-line or off-line)       

13. E-commerce for both staff and patrons       

14. Z39.50 version 3 compliant interface       

15. Self-checkout (3M or custom)       

16. Report writing and statistics       

17. Open URL link resolver       

18. 
Electronic resources management module that is 
integrated with the Library management system (EBSCO, 
Overdrive, etc.)  

      

19. Digital collection management (refer to RFP section 4.2.8)       

20. Unlimited number of SIP2 connections       

21. 
Client platforms must be independent for all staff and 
OPAC functions. All modules must be capable of running 
in a web browser 
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22. 

Installation of all clients shall be automatically delivered 
from the server to the workstation, without requiring 
additional server hardware or third-party software to 
facilitate immediate delivery for use to the operator 

      

23. 
The OPAC must be accessible via standard versions of web 
browsers (Explorer, Edge, Firefox, Chrome, Safari, Opera) 
including mobile device browsers 

      

24. 

Authorized users must be able to view and edit any record 
type for which they have password permission regardless 
of the module being used (e.g., serials check-in records 
from within the Acquisitions module, bibliographic 
records from the Circulation module, etc.); any limitations 
to this must be disclosed 

      

25. 

All licensed staff users, as specified in #24 above, must be 
able to have simultaneous access to the report writers for 
the purpose of compiling and reviewing reports. Access to 
the report writers should be provided via all staff clients. 
Any limitations as to the number of simultaneous users 
that can access the report writers must be disclosed. 

      

26. 
Vendor training method must be outlined (online or 
onsite), the initial hours per module being disclosed 

      

27. 
System must be operable at all normal times and available 
to all patrons and staff while backup procedures are being 
performed (normal events exclude upgrades/updates) 

      

28. Major software updates must be self-installable       

29. 
The proposed database solution must be UNICODE 
compliant 

      

30. 

The OPAC must be integrated into the library 
management system and be updated in real-time, 
including circulation status, as records are updated on the 
ILS, requiring no batch loading or nightly re-indexing of 
the Library’s data 
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Optional Services/Modules 
In addition, these options should be available at the Library’s option: 
 

  C A T D N Comments 
31. Outreach (Homebound) service module       

32. Children’s OPAC       

33. Event booking calendar in OPAC       

34. Equipment booking       

35. Book club set booking/circulation       

36. Inventory management       

37. Electronic ordering (EDI)       

38. Selection list import via 9XX       

39. 
Social media patron interaction, including reviews, ratings, 
comments, RSS feeds, etc. 

      

40. Open API’s available       

41. 
VIP (Vendor Integration Protocol) Ordering/Acquisitions 
Z39.50 

      

42. ILS Policy Profiling/Generation       

 
 
 

Software Deployment Method 
 

  C A T D N Comments 
43. “Software as a Service” model       

44. 
On-site server solution with a proven stable operating 
system 

      

 
 
 

Subscription Services 
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  C A T D N Comments 

45. 
Enhanced data content for OPAC (cover art, summaries, 
peek inside, reviews) 

      

46. Cataloging record sources (now using OCLC)       

47. Authority heading update services       

48. Authority record sets for both RDA and AACR2       

 
 
 

Detailed Module Requirements 
 

Circulation System Requirements 
 
Owner expects that all vendors provide basic and advanced circulation 
functionality. Specific features should include/allow for: 
 

C A T D N Comments 

49. 
Permissions that can be set by staff role and workstation 
to restrict access and/or modification to patron records 

      

50. 
Offers “find in page” or CTRL+F in all modules of the staff 
client 

      

51. 
Standard keyboard commands available (cut/copy & 
paste) between modules or from external source in (ISBN 
from vendor or vice versa) 

      

52. Manual creation of patron records       

53. 
Ability of staff to change and save preferences: font size, 
on/off sound alerts, preferred fields to display on certain 
views, search preferences 

      

54. 
Unlimited number of patron types without vendor 
intervention 

      

55. Bulk import of patron records from an external source       

56. 
Default values to be set when creating new patron 
records 
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57. 
The ability to use patron barcodes from other libraries as 
“our own” to avoid having to issue another library card 

      

58. 
Support for duplicate patron checking when registering 
borrowers: phone number, birth date, name and other 
identifiers 

      

59. 
Allow the option of patron self-registration from the OPAC 
and count these separately in statistical reporting 

      

60. 
Allow the self-registered patron immediate, but limited, 
privileges as determined by the Library 

      

61. Allow for offline patron registration       

62. 
Allow for entry of at least two (2) each patron residential 
addresses (Permanent and Temporary), telephone 
numbers, and email addresses 

      

63. Provide a display of the following minimum information:       

 A) all patron registration information       

 

B) summary of the current standing of the patron 
(including items out, blocks, items overdue, total amount 
owed, claims returned and lost items, holds, and staff only 
notes) 

      

 

C) complete list of items currently checked out, including 
barcode, title, author, due date (including overdue dates), 
materials type, types and number of renewals, and item 
location 

      

 
D) summary of notices sent, including dates and method 
of notification 

      

 E) complete list of items claimed returned and lost       

 F) complete list of all outstanding charges and credits       

 
G) summary list of all prior charges, fines, payments, and 
credits 

      

 

H) complete list of all current holds and ILL requests, 
showing author, title, call number, material type, date 
placed, status and pickup location, with holds linking 
directly to the hold request 
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64. 
Regarding items in #63, it should be possible to sort these 
items by heading on demand 

      

65. 
An unlimited number of statistical categories to be 
assigned to patron registrations defined by the Library 
(locally defined fields) 

      

66. 
Show registration field examples to staff for data 
completion or limit field formatting in improve data entry 
accuracy 

      

67. Ability to merge two patron accounts       

68. 
Ability to copy patron information into a new patron 
record 

      

69. 
Ability to preserve patron account, holds, fines, 
notifications, and borrowing activity when merging patron 
records 

      

70. 
The patron’s last activity date should be incremented for 
online services and circulation activity and provide 
separate statistical reporting on these functions 

      

71. 
Searching patron records by, but not limited to the 
following access points: 

      

 A) barcode       

 B) last name, first name       

 C) first name, last name       

 D) home branch       

 E) default hold library       

 F) address       

 G) postal zip code       

 
H) telephone numbers (formatted to permit digits only; 
separate locals/extensions into a separate field) 

      

 I) email address       

 
J) fields defined by the Library (e.g., geographic codes, 
mobile library stops and patron types) 

      

 
K) library card expiration date (populated when selected 
the patron type but can be manually edited as well) 

      

 L) registration date       
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 M) last activity date (online vs. circulation)       

 N) notes (staff only, patron visible)       

 O) blocks       

 P) parent/guardian name for juvenile accounts       

72. 
Ability to set default values when creating new patron 
records 

      

73. 
Ability to populate local postal code and it will populate 
community, township, country 

      

74. 
Support option for associated borrowers (family members 
linked to place holds, allow holds pick-up, and check-outs) 

      

75. 
Support for the birthdate in patron record to function 
dynamically (change patron profile automatically from 
juvenile to adult) 

      

76. 
Support option to exempt specific patron categories from 
fines 

      

77. Support patron types tied to different expiration periods       

78. 
Ability for staff members to filter or limit searching patron 
records by combining search terms 

      

79. 
Ability to enter only significant partial digits of the patron 
or item barcode in the staff client and OPAC 

      

80. 
Offer private notes and blocking notes for staff use to 
alert staff members during the check-out process 

      

81. A patron reading history for which the patron must opt in       

82. 
Ability to determine the number of items in the reading 
history and how long the reading history will be kept 
(time) 

      

83. 
Allow sorting of the reading history by author, title and 
check-out date by the patron 

      

84. 
Support ability to perform global “search and replace” 
operations on a selected group of patron records 

      

85. 
Support automatic deletion of patron records based on a 
defined period of inactivity and fines owned 
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86. 
Prevent record deletions as listed above in #84 based on 
monies owed, charges incurred within a specified period, 
items checked out, or on hold 

      

87. 
Provide the option to allow staff to group all such records 
(#84) as a set which can be reviewed before final deletion 

      

88. 
Include cover art in all areas of patron account including 
holds, items out, fine/bills, reading history or reading lists 

      

89. 
Ability to set status of BARRED that prevents patron’s 
access to library services (such as databases & digital 
materials) 

      

90. 
Support the ability for staff to toggle between check-out 
and check-in functions with a single keystroke 

      

91. 
Supports RFID check-in and check-out (specify which 
systems it works with) 

      

92. 
Immediately update the patron and item records at check-
out and check-in 

      

93. 
Patron record does not lock if accessed on multiple 
workstations 

      

94. 
Provide the option to configure the patron data to display 
during check-out 

      

95. 
Provide a direct link to the complete patron record from 
check-out 

      

96. 
Support ability to renew items directly from the list of 
current items out 

      

97. 
Support ability for the patron to renew items from the 
OPAC, allowing for the renewal of all or selected items 
with a single command 

      

98. 

Support offline circulation to enable the check-out and 
check-in of materials on a circulation workstation or 
portable device and to be able to load these transactions 
to the online system at a later time with a single 
command 

      

99. 
Unlimited number of circulation codes and modifiers 
without intervention of vendor 
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100. 
Must calculate loan periods and due dates according to 
the types of borrower and material 

      

101. 
Support ability to set all loan period calculations, loan 
limits, and thresholds at the Library level 

      

102. Support loan periods in days       

103. 
Support special loan periods based on assigned due dates 
or a selected period of time 

      

104. 
Support special loan periods to either individual patrons 
or to all patrons during a check-out session 

      

105. Special loan periods can be designated or set at check-out       

106. 
Support ability for the Library to specify which kinds of 
materials can be borrowed by specific patron types 

      

107. 

Support ability for the Library to specify limits on number 
of items held and/or the type of items held by a patron at 
any one time; this limit to be set by the Library for each 
patron/item type 

      

108. 
Support ability for Library to specify the limit on the 
number of overdue items, lost items, or claims returned 
items for each patron type to have at any one time 

      

109. 
Support ability for the Library to manually add blocks to 
patron records 

      

110. 

Support ability for the library to specify limits on the total 
number of hold requests any patron may have at any 
given time; limits to be set by each patron type or 
material type 

      

111. 
Support ability to manually put a block or stop on an 
individual item 

      

112. 
Display all appropriate blocks or stops on a patron record 
at check-out and allow a staff member to link directly to 
the appropriate screen to manage the block 

      

113. 
Support the ability to block renewal of items with an open 
hold, allowing authorized staff to override such blocks 
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114. 
Alert staff members of any blocks on the patron record or 
items during the renewal process and allow staff 
members to override such blocks if so authorized 

      

115. 
Support ability to designate items as non-circulating and 
allow authorized staff to override a non-circulating block 

      

116. 
Support ability to apply specific, library-defined blocks on 
an individual item to stop its circulation 

      

117. 
Support ability of the Library to determine the text of 
library-defined blocks 

      

118. 

Alert staff using on screen messages which is 
accompanied by a sound which is configured by the 
Library for each message (e.g. Alert staff if a checked-in 
item has a hold) 

      

119. 
Alert the staff to any specific block on an item allowing 
item to stop the check-in 

      

120. 
Compensate for unexpected closed days when offline files 
are uploaded to prevent overdue fines being charged 
unfairly 

      

121. 
Produce a report of uploaded files noting exceptions (in 
transit items, holds) 

      

122. 
Permit detailed tracking of in transit items (transit to and 
from branches with date changes on screen, not just on a 
report) 

      

123. 

Allow for book drop or bulk check-in for rapid check-in 
with minimal staff involvement; this should be allowed as 
a default mode so that the ILS will work in both normal or 
bulk check-in once opened in that mode 

      

124. Support backdate of check-in       

125. Support ability to track materials used within the library       

126. 

Support a temporary status for items recently checked-in 
but not shelved; this status must be customizable by staff, 
including text and timing of the status, including status 
time based on material type 
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127. 
Item record may retain a link to the previous borrower or 
configurable to the number of borrowers retained 

      

128. Support for patron’s claims returned       

129. Determine, after an item is checked-in:       

 A) when the item was checked-in (date and time)       

 B) where it was checked-in (branch, workstation)       

 C) when the item was last checked-out (date and time)       

 
D) where (branch, workstation) the item was last checked-
out from 

      

130. 
Support ability to search for items from the check-in 
screen (e.g. returned without a barcode) 

      

131. 
Support floating collections for check-in at any receiving 
branch 

      

132. Alert staff to items that should trap for a hold request       

133. 
Allow staff to be able not to trap the item for holds at 
check-in if so required (e.g. requires mending) 

      

134. 
Allow for the system to prompt to keep or cancel a hold 
request 

      

135. 
Allow staff with appropriate privileges the ability to accept 
payment, waive, or void fines 

      

136. Support fine generation even with item still checked out       

137. 

Support the ability for staff members with the appropriate 
privilege to access patron accounts from either check-in or 
check-out screens to manage payments/waives to patron 
accounts 

      

138. 
Support ability to calculate overdue fines based on the 
Library branch from where the item(s) were checked-out 

      

139. 
Alert staff of overdue fines on incoming items, allowing 
staff to charge, waive, or accept payment on such fines to 
the patron’s account 

      

140. 
Waive or charge monies to a patron once an item, which 
was overdue or declare lost, is found, according to Library 
policies 
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141. 
Support ability to waive a partial amount from several 
fines simultaneously 

      

142. 
Support ability to account for closed days and holidays, or 
grace periods in the calculation of overdue fines; grace 
periods being defined by the Library 

      

143. 
Support ability to manually correct fine amounts during 
check-in to compensate for unexpected closures 

      

144. 
Support ability to manually add a charge to a patron 
record and for staff to be able to select a reason for the 
added charge from a list originating from the Library 

      

145. Support ability to add/edit notes to any charge       

146. 
Support fine payments by credit card and be available via 
the staff client, from the OPAC, and self-check units 

      

147. 
Allow the ability to accept partial payments to all monies 
owed 

      

148. 
Support payment display screen which calculates and 
displays the change due back to a patron 

      

149. 
Keep all completed account transaction in a patron 
account history for a library-determined length of time 

      

150. 
Support ability to configure how many patrons can be 
seen for an item’s circulation history 

      

151. 
Support ability of staff to manually change an item’s 
status to lost 

      

152. 
Support ability to establish default replacement costs by 
material type if the replacement cost cannot be 
determined for the item 

      

153. 
Support the ability to automatically append branch code 
to all notes and a field for staff to enter their initials (audit 
trail) 

      

154. 
Automatically waive or charge fine amounts when a lost 
item is checked-in, according to library policy 

      

155. 
Establish separate default actions for overdue charges and 
replacement costs 
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156. 
Automatically credit paid charges if a lost and paid item is 
checked-in within a specified period 

      

157. 
Support different policies for replacement and overdue 
charges 

      

158. 

Store and display a history of overdue notices and invoices 
sent to the patron for all items currently overdue or billed, 
and include an item’s title, date of notice sent, and 
method sent (telephone, email, or text message) 

      

159. 
Support for telephone notification system for various 
patron events: uses VOIP, work with answering machines, 
permit scheduling, permit use of human voice 

      

160. 
Support ability for staff to produce an on-demand 
summary statement of all charges owed, for any 
individual or group of patrons of the Library 

      

161. 

Support and permit customization, but not be limited to, 
each of the following notices and be able to execute from 
notices certain patron groups (staff, outreach and home 
service patrons) 

      

 A) courtesy (issued prior to an item’s due date)       

 B) overdue       

 C) fine       

 D) invoice       

 E) statement of all charges       

 F) hold pick-up       

 G) hold cancellation       

 
H) registration to expire in 30 days (and impact on digital 
services 

      

 I) non-use of library card in specified period of time       

 J) holiday/closure notices       

162. 
Print an “in-transit” slip to be placed on items transferred, 
including destination branch, sending branch, and date 

      

163. 
Support customization of hold slips for different branches 
(patron self-serve, bookmobile route/stop sorting, 
grouping by patron on private shelf) 
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164. 
Support printing or emailing of all account receipts from 
check-in, check-out, and patron accounts with content of 
receipts configured by the Library 

      

165. 

Support check-out receipts and the ability for the Library 
to configure the content of these receipts, including the 
addition of custom notes, that can be added by 
authorized staff for different branches 

      

166. 

Support ability to send notices by print and/or email, 
and/or text message, and to determine the method for 
sending such notices (e.g. courtesy by email, overdue by 
print) in staff client and through patron interface 

      

167. 
Support the ability to delay notifications until an hour 
after check-in, so item has time to reach the holds shelf 

      

168. 
Support ability for authorized staff to determine and 
easily modify the entire text of all notices 

      

169. 
Ability to use system as cash register instead of having a 
separate system (cash handling procedures in place) 

      

170. Ability to run daily cash out by location       

171. Ability to run weekly and monthly revenue by location       

172. 
Ability to determine breakdown of revenue (fines and 
fees, photocopy, merchandise, damaged items, etc.) 

      

173. Ability to run module specific reports from the staff client       

 
 

Circulation System Requirements – Holds C A T D N Comments 

174. 

Support for ability for staff and patrons to place holds for 
the first available item from a title, or a specific item, 
volume, or issue, and to specify at which branch the item 
is to be held 

      

175. 
Support the ability to place multiple requests for a single 
patron in one operation, without placing multiple 
individual holds 
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176. 
Support the ability to create preferred holds libraries or 
other fill pattern as desired (delivery costs or next delivery 
branch, etc.) 

      

177. 
Support ability to keep new materials non-holdable from 
other branches for a period of time 

      

178. 
Support the ability to place requests for a single title for 
multiple patrons in one operation, without placing 
individual multiple holds 

      

179. 
Support the ability to group title holds so that when any 
one is filled, the others are cancelled 

      

180. 
Support the ability for patrons to place holds from the 
OPAC and to place notes on that hold request (the latter 
at the option of the Library) 

      

181. 
Support the ability for patrons to view the position on the 
hold request(s) in the holds queue 

      

182. 
Support the ability of the staff to place notes on the hold 
request that will be printed on the hold slip 

      

183. 
Support the ability to allow or disallow requests from the 
OPAC 

      

184. 
Support the ability to designate an expiration or “not 
needed after” date when a hold is placed 

      

185. 
Display the number of outstanding holds against any 
specific title, volume, or issue 

      

186. 

Support the suspension of a hold by patrons or staff so 
that the hold can be filled at a later date and to either 
retain the hold in its place in the queue or be placed at 
the end of the queue according to Library policies 

      

187. 
Ability for patrons to say the order they want hold titles to 
arrive (volume one first, then volume two, etc.) 

      

188. 
Alert staff when a hold is placed against a title with no 
items 

      

189. 
Support the ability to stop or allow a check-out of an item 
if it will fill a hold request on the system 
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190. 
Support the ability to place or deny holds for items that 
are on order 

      

191. 
Support the ability to place or deny holds for items that 
are being checked-in and if such a hold is denied, an 
appropriate message must be displayed 

      

192. 
Support the ability for authorized staff to override 
restrictions placed on holds 

      

193. 
Give staff members with sufficient authorization the 
ability to reorder the hold request queue at any time 

      

194. 
Ability for staff with sufficient authorization to manually 
fill a request with an appropriate item in hand rather than 
wait for the system to generate a hold notification 

      

195. 
Ability to disallow specific items or material types from 
being placed on hold 

      

196. 
Ability to prevent items with a certain status from filling 
holds 

      

197. 
Ability for the Library to determine which statuses to 
prohibit from filling holds 

      

198. 
Ability for the Library receiving a hold request to deny the 
request 

      

199. 
Ability for the Library to add a reason why the request 
could not be filled 

      

200. 
Ability to produce, in real time, a printed pick list for 
requests that are to be filled 

      

201. 
Ability to sort pick list (prefix, Dewey, shelving location, 
genre) with local preferences saved at each workstation, 
and differ branch to branch 

      

202. Ability to print the custom pick list       

203. 
Ability for staff to view and respond to routed requests 
online in real time 

      

204. 
Ability to generate a notice for the patron when an item is 
being held, if it is cancelled, or cannot be filled 
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205. 
Ability to print a hold slip when the item is trapped for the 
hold request and such notice and all other notices, slips 
must be customizable by the library staff 

      

206. 
Ability to print a “pick-up slip” with optional font size for 
items ready for patron self-pickup 

      

207. 
Ability to display and print a list of hold items not picked-
up that need to be returned to circulation (unclaimed 
requests) 

      

208. 
Support a mechanism that adds a notification on the 
patron’s account that they missed a hold item so the 
patron can replace the hold if he chooses to do so 

      

209. 
Ability to set different hold shelf time limits for different 
branches 

      

210. 
Ability to automatically delete all cancelled, unfilled, or 
expired hold requests after a library specified period of 
time 

      

211. 
Ability to change the sorting of items displayed and 
printed in the unclaimed items list 

      

212. Ability to search for hold requests by:       

 A) author       

 B) title       

 C) patron name       

 D) pick-up library       

 E) format       

 F) date placed       

 G) pick-up date       

 H) expiration date       

 I) request status       

213. 
Ability to link all records associated with a hold request in 
one step (patron, bibliographic, and item records) 

      

214. 
Ability to view all active hold requests attached to a 
bibliographic or patron record at any time 
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215. 
Ability to search the pick-up location first when filling 
holds placed remotely and using that library to fill the 
hold 

      

216. 
Ability to automatically print hold slips and customize 
format/fonts 

      

217. 
Ability to connect with self-checkout machine that allows 
borrowers to check-out their own materials and pay fines 

      

218. Must be able to connect with a self-check-in machine       

219. Ability to connect with a sorting machine       

220. Ability to operate with vending kiosks       

221. Ability to suppress a collection on a temporary basis       

 
 

Circulation System Requirements – Inter-Library Loans C A T D N Comments 

222. 
Ability to use other libraries’ item barcodes to create on-
the-fly records 

      

223. 
Ability to specify a limit on the number of total interlibrary 
loan requests that any patron may have at any one time 
and limit that by patron type 

      

 
 

Outreach Department Requirements C A T D N Comments 
224. Support for creating different user profiles       

225. 
Support for creating user preferences (subjects, authors, 
formats, narrators) 

      

226. 
Ability to run searches for new material according to user 
preferences as defined above 

      

227. 
Ability to indicate patron delivery frequency and number 
of items per delivery 

      

228. 
Support for maintaining user history in order to avoid 
titles previously checked-out by a user 

      

229. Ability for staff to rate user titles in the user history       
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230. 
Support for grouping users by library defined criteria 
(delivery day/route/staff member/institution) 

      

231. 
Ability to exclude outreach patrons from all/some 
automated telephone/email/text/print notifications 

      

232. 
Ability to designate an exempt collection for outreach 
patrons only, but ale to allow outreach to access/hold 
other collections 

      

233. 
Ability to generate a pull list to support a specific 
upcoming delivery date (based on route, institution, day 
of week, or other established criteria) 

      

 
 

Public Access Catalog Requirements C A T D N Comments 

234. 
Web access via standard browsers, including Internet 
Explorer and Edge, Firefox, Opera, Safari, Chrome and 
mobile device browsers (iOS, Android) 

      

235. 
OPAC to be fully compliant with the latest MARC21 and 
RDA and Z39.50 version 3 standards 

      

236. 
Pre-designed OPAC screen themes which must be readily 
available and easily configurable (allow for branding, 
service notices, etc.) 

      

237. Ability to code new OPAC screen theme if so desired       

238. 
Permits the Library to modify the OPAC search indexing 
and relevancy ranking according to library selected criteria 

      

239. 

Edit OPAC display by MARC coded value map (tags and 
indicators), hide display of data, edit/hide labels and the 
order of data elements so user display experience is in our 
complete control 

      

240. Ability to display specific material types       

241. Ability to create and display local format icons with names       

242. 
Ability to limit searches by the local formats in advanced 
and basic searches 

      



P a g e  | 21 

 

243. 
Ability to toggle between regular and large print (print 
flexibility) 

      

244. 
Ability to produce custom lists and present them on 
specific pages of the OPAC 

      

245. 
Ability to see logs/report of unsuccessful searches (no 
hits) 

      

246. 
Custom file of commonly misspelled words and alternate 
spellings are provided by vendor to improve patron search 
results 

      

247. 
OPAC that will authenticate remote patrons who use the 
web to access online resources, especially subscription 
databases 

      

248. 
Ability for virtual shelf browse (limit by format, Dewey 
number, or branch) 

      

249. 
Support for NCIP for resource sharing and self-service 
integration with various third party vendors and other 
libraries 

      

250. Be able to search any Z39.50 compliant database or server       

251. 
Ability to view item level detail in the OPAC without 
leaving the result set 

      

252. 
A “did you mean” feature based on the Library’s 
bibliographic database 

      

253. Support a tag cloud display       

254. 
Ability to save previous searches done during a single 
session 

      

255. 
Ability to search for qualified type of material as defined 
by the Z39.89 standard 

      

256. 

Offer a compressed holdings statement in the search 
results to allow the patron to see which Library owns a 
particular item and it’s status without clicking into the 
item record (Library can choose the number of branches 
to display and which branches to display first and/or 
based on Available status 
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257. 
Ability to print, export, email. or save, a bibliographic 
displaying brief or full bibliographic records 

      

258. 
Ability for the Library to determine OPAC default search 
settings 

      

259. 
Browse the searches to display a summary view indicating 
different physical formats (number of book titles, DVD 
titles, etc.) 

      

260. 
Ready access to related subjects, authors, and titles for 
the purpose of linking to related information (faceted 
searching) 

      

261. 
Ability for patrons to create and save a title list and to 
request titles directly from their list 

      

262. 
Add titles to an existing list or a new list directly from 
search results 

      

263. 

Ability for authenticated patrons to change their Library 
card password, submit address changes for review by 
library staff, review their items out, see where they are in 
holds queue, review outstanding fees/fines and place, 
cancel holds, suspend holds, or edit notification 
preferences (phone, email, text) 

      

264. 
Ability for patrons to create a username to log in instead 
of barcode 

      

265. 
Ability for staff to reset username and a temporary 
password 

      

266. 
Ability for the Library to offer online credit card or other 
e-commerce payment for fines, fees, or donations 

      

267. 
Single sign-on for 3rd party databases and e-resources and 
allow for the statistical count of such logins based on the 
database/vendor 

      

268. 
Suggestion for Purchase feature that takes contact 
information from the patron’s sign-on data 

      

269. 
OPAC that displays character sets for Polish and Spanish 
languages 
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270. 
Ability to sort searches in a number of ways including, but 
not limited to: author, title, year of publication, branch, 
Dewey number, popularity, or format 

      

271. 
Ability to limits or filter a search by two (2) or more 
parameters (e.g. limit or filter search for youth DVDs) 

      

272. 
Ability for patrons to see number of copies and holds 
pending before placing a hold 

      

273. Online help screens for each function of the OPAC       

274. 
Ability of the staff to use Boolean operators in simple 
keyword searches 

      

275. 
Ability of patron to manage holds by suspending holds, 
setting activation dates, and cancelling via OPAC 

      

276. Describe if suspended holds count against total hold limit       

277. Library can customize log-off or session expiration       

278. Staff messages to patron are visible when logged in       

279. 
Patron can confirm messages have been read or manage 
messages so they may be removed by the system 

      

280. Federated searching       

 
 

Cataloging Requirements 
 
We expect that all vendors provide basic and advanced cataloging 
functionality. Specific features should include: 
 

C A T D N Comments 

281. 

Access to any and all system functions for authorized 
staff, from any screen or workstation, limited only by the 
Library’s choice (permissions that can be set by staff 
member or workstation to restrict viewing and/or 
modifying records) 

      

282. 
Global batch change capability for both bibliographic 
records and item records (including location changes, loan 
changes, material types, etc.) 
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283. 
Ability to run reports for: items added, titles 
cataloged/removed during period of time, by item type, 
or by location 

      

284. A Z39.50 compliant catalog without additional charge       

285. 
Ability to search a remote Z39.50 database from staff 
client, edit record, and save it to the bibliographic 
database without invoking a separate record import 

      

286. 
Ability to search unlimited number of databases 
simultaneously for one single search 

      

287. 
Ability to group Z39.50 databases by type for specialized 
searching 

      

288. 
Ability to import batch records through the cataloging 
module 

      

289. 
Ability to delete records in batch through the cataloging 
module 

      

290. 
Global search-and-replace in bibliographic and authority 
records at both the MARC tag and the subfield level 

      

291. Immediate alert when weeding/deleting last copy       

292. 
Retention of deleted records if set to do so: Authority, 
bibliographic, item 

      

293. 
Simple edit functions, including use of hot leys and 
Windows-like functionality (e.g. cut, copy, and paste) 

      

294. 
MARC 21 character set fonts (support Polish and Spanish 
languages) 

      

295. 
Default templates that are user-specific for a given 
cataloging session 

      

296. 
Ability to change record formats (e.g. book to sound 
recording) 

      

297. 
Customizable templates containing required and 
recommended bibliographic fields 

      

298. 10 and 13 digit ISBN searching       

299. 
Scan ISBN in cataloging module and it takes you directly to 
the MARC encoding screen 

      

300. Macros for repetitive data entry tasks       
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301. 
Ability to combine and overlay records from bibliographic 
utilities using library-defined match points 

      

302. 
UNICODE for non-Roman characters (including accept, 
store, retrieve, and display diacritics) 

      

303. Indexing of 505 subfield codes       

304. Allowance for local subject headings       

305. Allowance for local notes (local author, donations, etc.)       

306. 
MARC validation tables for both imported and manually 
created records 

      

307. MARC view of bibliographic records in OPAC       

308. 
Ability to export all or part of the bibliographic database in 
full MARC 21 format without vendor intervention 

      

309. 
Ability to support search and limitation features on any 
data element within any cataloging record 

      

310. 
Preview option of bibliographic records as they would 
appear in OPAC, including active URLs 

      

311. 
Ability to suppress bibliographic records if all copies are 
marked lost, billed, claims returned, etc. 

      

312. URL checker for 856 tags       

313. Compatibility with RDA and metadata records       

314. 
Ability to copy existing authority records from selected 
Z39.50 sites directly into system 

      

315. Spellcheck       

316. 
Ability to transfer volumes or items to another branch or 
bibliographic record 

      

317. 
Ability to support SEE and SEE ALSO references (with 
validation) 

      

318. 
Personal, corporate, and topical name headings in 
authority file (with validation) 

      

319. 
Title, uniform title, and series entries in title index (with 
validation) 

      

320. 
Subject headings in a subject authority file (with 
validation) 

      

321. Ability to regularly maintain and update authority file       
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322. 
Ability to match/validate LC or other national standard 
authority records against local file 

      

323. Ability to load/validate authority records from vendor       

324. Support an unlimited number of item types       

325. 
Ability to create many items for the same bibliographic 
record and distribute those items across different 
branches, all in one operation (order, item, serial records) 

      

326. Ability to create multiple distribution patterns       

327. 
Safeguards to prevent deletion of bibliographic records if 
actively linked to item records 

      

328. 
Ability to add/edit/delete multipart and volume series 
items simply 

      

329. 
Ability to link form an open multipart item directly to all 
other multipart items linked to same bibliographic record 

      

330. 

Item records that include: local number (unique 
identifier), volume number, call number, call number 
prefix, call number suffix, item barcode, 
primary/secondary locations, material type, price, 
circulation status, date acquired, last date of circulation, 
due date, circulation count, copy indicator, floating, 
holdable, circulates/reference 

      

331. 
Circulation use statistics (year to date for current year and 
previous years, and library defined) 

      

332. 
Unlimited number of collection codes that can be globally 
changed as needed 

      

333. 
Ability to edit item records regardless of circulation status 
(e.g. checked-out, on hold, etc.) 

      

334. Ability to see current item status as displayed in OPAC       

335. Ability to copy bibliographic and item records       

336. 
Ability for the collection code to default to the 
appropriate circulation code (e.g. reference item with 
reference circulation code) 

      

337. Option to have note field for check-in/check-out       
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338. 
Spine label printing utility – change layout and have 
multiple templates to permit a batch of skinny labels and 
horizontal labels 

      

339. Ability to easily replace barcodes       

 
 

Acquisitions Requirements 
 
We expect that all vendors provide basic and advanced acquisitions 
functionality. Specific features should include: 
 

C A T D N Comments 

340. 

A fully functional, integrated acquisitions system that 
automatically manages encumbrances and expenditures 
in multiple library-defined accounts including but not 
limited to: selecting, ordering, receiving, claiming, 
cancelling, invoicing, and reporting 

      

341. 
Ability to maintain a complete audit trail for fund 
allocations and adjustments by staff members 

      

342. Real-time accounting activities       

343. 
Ability to move between acquisitions, serials, cataloging, 
and circulation modules without having to log into each 
system 

      

344. 
Different order types including firm orders, subscriptions, 
continuations, donations, depository agreements, gifts, 
and grants 

      

345. 

Data in acquisitions file must include but not be limited to: 
bibliographic information, acquisitions type, status 
information, library/branch/copy/fund info, invoice 
information, vendor information, vendor report 
information, accounting information, instructions to 
vendor, requestor information, internal processing notes, 
and public notes 

      

346. 
Ability to support multiple overlap[ping fiscal periods in 
fund accounting structure 
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347. 
Ability to create, manipulate and order/receive in multiple 
fiscal years 

      

348. 
Capability to produce fund summary reports that include 
fund allocations, amount encumbered and expended, and 
remaining percentage free for a given fiscal year 

      

349. 
Audit trail tracks date, time, and user who made manual 
adjustments to fund 

      

350. 
Ability to adjust amount encumbered and expended in a 
fund, and ability to transfer monies between funds 

      

351. 
Fund file records must include amount budgeted, amount 
encumbered, amount expended, fund limits, 
uncommitted balance, and total fund balance 

      

352. Ability to split funds per order record including taxes       

353. 
Ability to search orders/requests, approvals, main 
cataloging, cataloging working file 

      

354. Ability to create new entries (orders, invoices, etc.)       

355. 
Ability to create and activate new vendor accounts 
without vendor intervention 

      

356. 
Ability to create an order and import from a vendor 
website 

      

357. 
EDI capability for all possible vendors (preferred list: Baker 
and Taylor, Amazon, Gale Thorndike) 

      

358. 
Ability to print purchase orders for vendors when EDI is 
not an option 

      

359. 
Ability to determine item format (DVD, CD) when 
manually adding titles to an order 

      

360. 
Ability to distinguish incorrect ISBN numbers when 
ordering/receiving 

      

361. Use of barcode scanner when searching ISBNs       

362. 
Ability to search order numbers, titles, authors, 
ISBNs/ISSNs, vendor codes/names/titles, and transaction 
numbers 

      

363. Ability to retrieve last/previous order worked on       
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364. 
Ability to place holds on on-order items or items in 
processing 

      

365. 
Ability to view any holds attached to a title on receiving 
screen and must be able to transfer holds placed on on-
order items to complete MARC records 

      

366. Ability to track an item through processing       

367. 
Receive/un-receive functions and the ability to change 
status of orders and individual items 

      

368. 
Full electronic invoicing including automatic generation of 
vendor invoices 

      

369. Must be able to receive and invoice in one step       

370. Ability to place orders using overspent funds       

371. 
Ability to receive items not ordered via acquisitions 
module (e.g. local purchases) 

      

372. 
Ability to accept invoices, prepayments, and credit memos 
for non-electronic orders 

      

373. Ability to receive and pay for incomplete orders       

374. 
Ability to edit amounts and funds when paying, which 
automatically adjust encumbrances 

      

375. Ability to set US exchange rate or change monthly       

376. 
Ability to sort orders by invoice number, PO number, 
vendor 

      

377. Ability to receive a partial order       

378. Ability to receive items without PO or order       

379. 
Ability to suppress on-order items and on-order 
bibliographic records from displaying in OPAC depending 
on order type 

      

380. 
Ability to detect duplicate orders and provide alert of 
duplication at the time order is created 

      

381. 
Acquisitions state report that includes encumbrances, 
expenditures, and funds available (e.g. outstanding 
orders) 

      

382. 
Ability to report fill rate of vendors and date of 
order/received 
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383. Reports on specific budget(s) expenditures/encumbrances       

384. 
Ability to create/run holds to copy ratio that includes: 
title, number of items on order, number of current copies, 
item statuses, with the option to limit by item type 

      

385. Monthly reports: generation, verification, payment       

386. 
Year-end reports: year-end process, fund summary, year-
end rollover process 

      

387. 
Create various item distribution templates for the purpose 
of receiving 

      

388. 
Ability to delete items from order or re-order with 
different vendor 

      

389. Ability to add new title to existing PO or change quantities       

390. Ability to deal with duplicate invoice numbers       

391. 
Ability to transfer outstanding item from previous years to 
new year 

      

392. 
Ability for branches to have access to reports for funds 
and orders 

      

393. 
Ability to report and compare vendor shipping costs, 
dates order placed and received 

      

394. 
Ability for item price to follow item through cataloging 
and item processing 

      

395. 
Ability to set default item costs or use previous year 
averaging for purposes of budget projections/estimates 

      

396. Ability to set/adjust tax rates       

397. 
Ability to apply both or only one tax rate to certain 
material types or specific budget codes 

      

 
 

Serials Control Requirements 
 
We expect that all vendors provide basic and advanced serials control 
functionality, including: 
 

C A T D N Comments 

398. Holdings and publication pattern maintenance       
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399. Check-in       

400. Claiming (including email and print claim notices)       

401. Serials routing       

402. Summary holdings, by copy       

403. Subscription maintenance (including payments)       

404. Deleting data such as serial title and issue records        

        
Specific features should include/allow for:       

        

405. 

Ability to accommodate all types of serial publications, 
including: periodicals, continuations, newspapers, 
annuals, government documents, supplements, indices, 
loose-leaf materials, and law reports 

      

406. Storing the following data:       

 A) subscription dates (start, expiration)       

 B) source (vendors)       

 C) frequency       

 D) subscription price       

 E) fund       

 F) location information       

 G) claiming information       

 H) prediction information       

 I) date of payment       

 J) holdings       

 K) routing information       

 L) note fields       

 M) active or non-active indicator       

 N) retention guidelines       

407. 
Ability to choose from established publication patterns by 
title 

      

408. 
Ability to generate prediction patterns for the arrival of 
the next expected issue of a serial 
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409. 
Regular, normalized irregular and totally irregular 
prediction patterns 

      

410. 
Ability to predict chronology and enumeration of issues 
based on a pattern entered into the control record by 
staff 

      

411. 
Ability to review a periodical’s expected issue pattern 
prior to inputting it in the system 

      

412. Ability to save patterns as templates for future use       

413. 
A publication pattern to be closed and re-opened, 
retaining the information for future use 

      

414. 
Ability to record staff and public notes at the holdings 
record, pattern record and issue level 

      

415. 
Ability to enter a unit price per issue in the holdings 
record which is then automatically copied to the item, and 
them modify this as required at check-in 

      

416. 
Upon check-in, the ILS must automatically record the issue 
number and/or chronology, date received, notes, and 
claim any copies expected and not received 

      

417. 
Ability to check-in items by scanning the SICI (Serial Item 
and Contribution Identifier) 

      

418. 
The user to override the predicted number if the received 
issue is not the expected issue, but does conform to the 
prediction pattern 

      

419. 
Ability for multiple users to check-in issues as they are 
received at each branch 

      

420. 
Ability to combine issues that arrive unexpectedly as a 
combined issue 

      

421. 
Ability to undo the check-in of issues erroneously 
checked-in 

      

422. 
Ability to change the name of a publication either when 
there is a name change or merge of publications, while 
maintaining all the data for that publication 

      

423. 
Option to print routing slips at check-in, individually, or in 
a batch 
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424. 
A routing list to be maintained for each copy of each title 
to be received or a specific number of issue(s) for each 
title received 

      

425. Automatic prompts for routing lists available at check-in       

426. 
Route lists can support multiple print output formats (e.g. 
receipt printer) 

      

427. 
Option to print labels for each issue received as needed, 
individually or in batch 

      

428. 
Ability to view and edit serial holding records, summary 
holdings, missing volumes, etc., during the check-in 
process 

      

429. 
Ability to temporarily hide the display of received items to 
facilitate check-in of expected/claimed issues 

      

430. 
Ability to suppress all issues linked to a particular holdings 
record from displaying in the OPAC 

      

431. 
Display retention information (e.g. last 12 issues) and a 
concise holdings statement in the OPAC (multiple 
branches all having a subscription to the same title) 

      

432. 
Ability to automatically summarize individual issue 
holdings into a consolidated statement of holdings 

      

433. 
Ability for the Library to control the number of issues 
displayed in the OPAC 

      

434. Ability to display serial issues in a compressed format       

435. 
Ability for the user to expand the compressed holdings to 
view an itemized display 

      

436. 
Ability to manage subscriptions (additions, renewals, 
cancellations) 

      

437. 
Ability to cancel a single serial title where multiple copies 
are being received without disabling the ability to receive 
remaining subscriptions 

      

438. 
Ability to view a subscription list, indicating all 
subscription eligible to be renewed 

      

439. Ability to cancel or reopen a subscription       

440. Allow automatic claiming or mediated claiming       
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441. 
Claim notices must be available in print and electronic 
formats 

      

442. 
Claiming data must include: supplier information, 
subscription ID, claim response, claim reason, notes, claim 
history, issue claimed, number of issues claimed 

      

443. 
When a claimed issue is checked-in, the claim history 
must indicate this 

      

444. Ability to enter claim data for subscription       

445. 
Ability for staff to claim issues from a list of pending 
claims 

      

446. 
Ability to maintain a vendor list and update it (add, 
change, delete) 

      

447. Ability to delete serial holdings by piece or in batch       

 
 

Administration Requirements C A T D N Comments 

448. 

ILS must employ n-tier architecture with an intelligent 
client accessing a central database through software on a 
server optimizing processing power through distribution 
of business logic 

      

449. 
ILS must be fully self-contained and capable of being 
operated by Library staff with no dependency on vendor 
for its routine operation 

      

450. 
ILS  must permit, but must not require, distribution across 
multiple servers, specifically to an application server, a 
database server, and/or a web server 

      

451. 
ILS must be an open system, with no dependency on the 
use of specific models or models of equipment operating 
systems, etc., to ensure the future viability of the system 

      

452. 
ILS must keep a log of each transaction which alters the 
database. Logs must be date and time stamped so as to 
allow the system to reconstruct activity for any period. 
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453. 
Describe software’s expandability and portability with 
specific reference to the system capacity requirements 
presented in this RFP 

      

454. 
Describe the server platforms that may be used with the 
proposed system 

      

455. 
Describe the minimum and recommended requirements 
for staff PC workstations 

      

456. 
ILS must support a variety of TCP/IP network 
configurations (actual network will be provided by the 
owner) 

      

457. 

ILS must offer web services and application programming 
interfaces (apis) that enable the owner to develop custom 
interfaces to all modules (vendor must provide 
documentation) 

      

458. 
ILS must provide security at database, workstation, and 
individual operator levels. Describe. 

      

459. 
ILS must include granular and customizable staff 
permission. Describe. 

      

460. 
ILS must check each user’s access privileges at login, and 
automatically disable or enable client functions (in real 
time) based on the user’s profile 

      

461. 
ILS must comply fully with the latest version of the Z39.50 
version 3 standards on both the client and the server sides 

      

462. 
General release software updates, upgrades, uplifts, 
enhancements or bug fixes for subsystems under 
maintenance must be provided free of charge 

      

463. 
Vendor must migrate the Library’s present databases to 
the proposed system so that the ILS must be fully  
operational on “Day One” 

      

464. 
ILS must enable operator’s access to any and all systems 
functions for which they are authorized from any screen 
on any workstation; limited only by the Library’s choice 
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465. 
ILS should not require a separate login to access different 
subsystems; the initial login should set all privileges for all 
subsystems 

      

466. 
ILS must support international date formats, such as 
dd/mm/yyyy, uniformly throughout the system 

      

467. 
Library must be able to select the appropriate date format 
to be used throughout the system 

      

468. 
Support to specify closed days globally and irregular 
closures 

      

469. 
ILS must include the following products and services to 
the full extent required for successful system 
implementation and operation: 

      

 
A) data migration services (include MARC record 
improvement) 

      

 B) software (operating system, database and applications)       

 C) software installation       

 D) policy profiling and generation       

 E) workflow analysis       

 F) installation and database loading       

 G) training on all subsystems       

 H) administration on all subsystems       

 I) “go-live” on-site support       

 J) documentation       

 K) software maintenance       

 L) backup system(s)       

 M) Project Management services       

470. 

Single web based client must support all staff operations, 
including but not limited to: circulation, cataloging, 
acquisitions, serials control, report generation, policy 
setup and management, and operations of any other 
operational subsystems the Library may select 

      

471. Is the staff client Java based?       

472. 
The ILS must be scalable to manage high volume 
transaction for a large sized, multi-branch institution 
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without impacting performance. Transactions as high as 
but not limited to 100,000 per month must be 
accommodated. Future growth is anticipated. Please 
describe scalability. 

473. 
The vendor must be able to provide an overview of the 
system architecture upon request 

      

474. 
The ILS must be able to handle generation of reports on 
the production server without impacting the day to day 
transaction speed or search response times 

      

475. 
Describe any other considerations for impacting response 
time and search speed 

      

476. Describe where the OPAC resides       

477. 
The user interface to the OPAC should be available to edit 
via any standard commercial web authoring utility 

      

478. 
Updates to the OPAC software manual must not override 
any local, customized screens, or web authored 
modifications that the Library creates 

      

479. 
The vendor should offer a subscription option to enhance 
the content of the Library’s catalog records and OPAC 
through automatic web links to: 

      

 A) book reviews, summaries, and book jacket images       

 B) author biographies and tables of content       

 
C) most popular titles, subjects, and authors based on 
automatic analysis of the Library’s recent circulation 
statistics 

      

 
D) staff clients must be able to run on a variety of web 
based workstations 

      

480. 

Staff clients must be compatible with current Library 
peripherals such as desktop and network printers, receipt 
printers, label printers, and barcode scanners (ask for a 
list of supported peripherals as we may upgrade in the 
near future) 

      

481. 
The vendor must provide system performance 
characteristics 
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482. 
The vendor must provide a mechanism to protect against 
unintentional loss of data and system programs to provide 
for full data and system recovery 

      

483. 
The vendor must provide a procedure to submit 
enhancement proposals to the application software and 
also provide examples of this process 

      

484. 
The vendor must provide a list of enhancements under 
development and the schedule for implementation 

      

485. 

The vendor will be responsible for installing and 
maintaining backend management software and ensuring 
that new software updates will not impact any local 
customizations made by or for the Library 

      

486. 
The vendor will provide the Library with a release 
schedule of new software versions 

      

487. 

The vendor must access the web and online catalog 
functions via standard browsers such as Internet Explorer, 
Edge, Safari, Firefox, and Chrome, including release 
numbers, as well as mobile device browsers and specify 
any features not implemented by or supported by the 
browsers 

      

488. 
The system must have a means by which to export 
bibliographic records to a third party server (e.g. 
Wowbrary, NoveList, etc.) 

      

489. 
Unlimited number of concurrent users system for which 
the system is licensed 

      

 
 

Customer Support Requirements C A T D N Comments 

490. 
Customer support hours of operations will be available 
24/7 

      

491. 
Vendor will provide clear procedures and means for all 
support contact between the vendor and library, including 
emergency procedures if the library system goes down 
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492. 

Vendor will track all bug or hotline incidents reported by 
the Library. The Library will be able to view all incidents 
(including open and closed) via the vendor’s tracking 
system. 

      

493. 
The ILS should be operational 99% of the time excluding 
maintenance windows 

      

494. 
100% of the database schema will be available online to 
the Library purposes of developing custom reports 

      

495. 

Report permissions granular enough to allow full access to 
selected staff, while allowing some staff access to selected 
staff, and group reports to be shared to some but not all 
staff 

      

496. 
Describe report generation (on the fly against the live 
server, scheduled after hours, separate server) 

      

497. Describe how renewal are counted       

498. Describe for inter-branch transfers are counted       

499. 
Library staff may search the vendor’s knowledge base as a 
self-service 

      

500. 
Full documentation will be available online and fully 
searchable by keyword 

      

501. 
The vendor should provide an extranet for customers as 
part of maintenance and ongoing training and knowledge 
resource 

      

502. 
The Library will be able to download customer-developed 
reports via the extranet or other means 

      

503. 
The Library may upload customer-developed reports to 
share with other customers 

      

 
 

Training Requirements C A T D N Comments 

504. 
Describe any workflow analysis services to review the 
owner’s current procedures and to create new ones that 
take advantage of the capabilities in the ILS 
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505. 

Vendor will take full responsibility to coordinate all 
aspects of the system’s configuration, data conversion, 
implementation, and training, but may call upon the 
Library’s resources as required for assistance 

      

506. 
Vendor will provide training (basic and intermediate) in all 
functioning subsystems for the independent operation of 
the system, including regular maintenance 

      

507. 
Vendor will provide training for personnel who will 
manage the system 

      

508. 
Training will be planned in accordance with a mutually 
agreeable schedule between library and the vendor 

      

509. 
Library staff will be trained to manage and operate the 
system on a daily basis 

      

510. Training will include the following:       

 
A) Project Implementation visit to cover the 
implementation process, policy files creation, data 
migration issues, project planning and staff/client system 

      

 
B) application training to cover OPAC, patron services, 
cataloging, acquisitions, serials control, workflow and any 
other subsystem provided/purchased 

      

 

C) system administration training to cover the system 
administration interface, vendor database structure and 
reports, the programming languages/syntax used and any 
other report writing interface provided 

      

511. 

Vendor must create an implementation schedule detailing 
delivery, configuration, integration, testing, and training, 
and performance milestones must be identified along the 
schedule 

      

512. 
The implementation schedule must show tasks required 
of the Library’s staff with the timeline of 
events/milestones 

      

513. 
Vendor must estimate the “hours of effort” for any tasks 
requiring library staff involvement 
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Appendix B: Library Location 
Hammond Public Library, 564 State Street, Hammond, IN 46320 
 

 
 
 


