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1. Introduction

This needs assessment has been prepared to cover the ministerial software portion of [company project]. 
1. Purpose

This document describes the software requirements for the church ministerial needs of [church]. It describes predominantly the “what”, not the “how”, of the needs that [church] has in choosing software to power its church management. The intended audience of this document includes any senior executive, director, or pastor at [church], as well as any account manager, software consultant, or other key individual that is expressly involved in offering potentials solutions to fill these needs.

2. Scope

The needs included in this document cover the church ministerial areas of [church], specifically those responsible for storing information about our local church members. 

Not included is any part of the business operations needs of [church], such as:
· retail operations

· event management

· finance

· constituent records

· mass communication

Those needs have been detailed in a separate document.
The goal of this process is find software that helps us doing the following things better than our current solutions do:

i. Managing existing church commitments

ii. Moving people from a non-committed state into a committed state

iii. Managing people within the assimilation process

We are seeking a single best-in-breed solution to handle these needs in a straight-forward manner, offering a simple, intuitive interface to our ministerial staff, as well as self-service tools to our members and small-group leaders around the city. The software needs to handle segregation into top-level multi-site groups, as well as roll-up reporting across the entire church. The software needs to handle giving & tithing data in a standardized way, allowing for regular exports to our financial software. We require a rich application programming interface (API) to integrate this church management solution with our core business operations solutions. 

3. Overview of Document

This document contains the following sections, which serve the purposes described:

Introduction

Briefly describes the document & our process.


Purpose
The purpose of the process, and the intended audience of the document.


Scope
The scope of the process and needs detailed, plus the desired outcome of the process.


Overview
This guide to the parts of the document.

Requirements

The needs that a proposed solution must address.


Use Case Requirements
Defines the quantifiable needs that must be met.



Actor List
All of the actors that have needs, and what those essential needs are, with priorities.



Requirements List
A detailed breakdown of all the needs listed for the actors, with descriptions and use-cases.


Non-Functional Requirements
Details how the above needs should be met (more qualitative).



System Requirements
Compatibility and basic system requirements.



Usability Requirements

Who’s using the software, and how do they need to use it?



Performance Requirements
How the system must perform.



Delivery Requirements
Method of solution delivery to end-users.



Legal Requirements
Legal and auditory constraints.



Scalability Requirements
Response to growth.



Data Retention Requirements
Historical data handling.


Interface Requirements

Interactivity with the solution via other means.


Machine Interfaces
Physical hardware interface requirements.



External System Interfaces
Connectivity to other systems and solutions.

Project Issues


Projected Development Effort
Perspective on any custom development required.


Proposed Project Schedule
Schedule of the project.


Conversion / Load Requirements



Data Population
What data we currently hold.


Data Conversion Strategy
What data we wish to convert to the new system.



Data Conversion Assumptions and Constraints

Concerns surrounding data conversion.

Sign-Off

Approval from key decision makers.

2. Requirements
The Requirements section defines the Functional and Non-Functional requirements that [church] has identified.

1. Use Case Requirements

The following section details the actors who have requirements, lists their basic requirements, and then details those requirements. Requirements have been gathered and analyzed through a process of ministerial study and group discussion.

1. Actor List

Pastors

Congregational leaders at one of any a number of church campuses.

Administrative Staff

Those who assist the pastor in the administrative duties of church management.

Senior/Executive Pastors

Leaders of a multi-site church who are typically looking at reports over the whole health of their church, and not generally working with member properties.

Small Group Leaders

Those who lead small groups that meet regularly for personal fellowship and growth.

Welcome Staff

Those who welcome people and start the process to connect them to Christ and to people in our church.

Teachers

Those who teach a class or provide instruction for events, assimilation tracks, etc.

Accounting Staff

Those who work in the back-office and manage the finances of the organization.

Software Developers

Those who develop custom software and solutions around the products we use.

Members

Someone who considers themselves a member of the church congregation.

Visitors

Someone who has attended the church but is not necessarily a committed member.

The following tables list all of the requirements that each actor above has. Requirements in larger text indicate a primary need, smaller text indicates sub-requirements (secondary needs) of the primary need. Needs with a tab indent are sub-level requirements of the secondary need (tertiary needs). These distinctions are made clear in the section following these tables, which details all the needs and provides use cases. The priority column is ordered with 1 being the highest priority within each primary/secondary/tertiary need. The presence of a hyphen/dash indicates that there are multiple needs in that section with the same priority. All repeated needs have been given the same priority, regardless of the perceived need of that particular actor (the priority is to the organization, not to the actor specifically).

	Actor
	Requirement
	Priority

	Pastors
	Manage address and biographical information for members
	1-

	
	Members - Manage address and contact information
	1-

	
	Members - Manage spiritual life information
	2-

	
	Members - Manage security and screening information
	2-

	
	Members - Manage free-form biographical information
	3-

	
	Members - Manage social networking contacts
	1-

	
	Members - Scrape social networking sites and save data to member profile
	2-

	
	Members - Manage family relationships between members
	2-

	
	Members - Handle flexible definitions of a family
	3

	
	Members - Manage non-family relationships between members
	3-

	
	Members - Establish assimilation & progress workflows
	1-

	
	Define and manage campus designations
	1-

	
	Campuses - Establish demographic and “focus” information about a campus
	1-

	
	Campuses - Establish location information about a campus
	1-

	
	Campuses - Display campus information online on the Internet
	1-

	
	Campuses - Track campus membership changes
	1-

	
	Campuses - Establish campus service opportunities
	2

	
	Define and manage small group designations
	1-

	
	Small groups - Record leadership information
	1-

	
	Small groups - Save historical information on leadership
	1

	
	Small groups - Track small group members
	1-

	
	Small groups - Save historical information on group membership
	1

	
	Small groups - Track small group attendance
	2

	
	Small groups - Find small groups online
	1-

	
	Define and manage event or class participation
	2

	
	Classes - Establish classes or “tracks”
	1

	
	Classes - Record attendance & participation in classes
	2

	
	Classes - Class equivalents / substitution / back-dating
	3

	
	Receive tithes and offerings from members
	1-

	
	Communicate with and send notifications to staff and members
	1-

	
	Communications - Mass email functionality
	2

	
	Communications - Individual communications
	1

	
	Communications - Automated notifications
	1

	
	Communications - Auto-dialer notifications
	3

	
	Communications - SMS notifications
	2

	
	Obtain detailed reports
	1-

	
	Reports - Financial reports
	1-

	
	Reports - Financial forecasts
	1

	
	Reports - Membership reports
	1-

	
	Reports - Small group participation
	2-

	
	Reports - Small group leadership tree
	3

	
	Reports - Geographical reports
	1-

	
	Reports - Leadership potential
	1-

	
	Reports - Member transitioning
	2-

	
	Reports - Trending reports
	1-


	Actor
	Requirement
	Priority

	Admin. Staff
	Manage address and biographical information for members
	1-

	
	Members - Manage address and contact information
	1-

	
	Members - Custom fields for data tracking
	1-

	
	Members - Manage spiritual life information
	2-

	
	Members - Manage security and screening information
	2-

	
	Members - Manage free-form biographical information
	3-

	
	Members - Manage social networking contacts
	1-

	
	Members - Scrape social networking sites and save data to member profile
	2-

	
	Members - Manage family relationships between members
	2-

	
	Members - Handle flexible definitions of a family
	3

	
	Members - Manage non-family relationships between members
	3-

	
	Members - Establish assimilation & progress workflows
	1-

	
	Define and manage campus designations
	1-

	
	Campuses - Establish demographic and “focus” information about a campus
	1-

	
	Campuses - Establish location information about a campus
	1-

	
	Campuses - Display campus information online on the Internet
	1-

	
	Campuses - Track campus membership changes
	1-

	
	Campuses - Establish campus service opportunities
	2

	
	Define and manage small group designations
	1-

	
	Small groups - Record leadership information
	1-

	
	Small groups - Save historical information on leadership
	1

	
	Small groups - Track small group members
	1-

	
	Small groups - Save historical information on group membership
	1

	
	Small groups - Track small group attendance
	2

	
	Small groups - Find small groups online
	1-

	
	Define and manage event or class participation
	2

	
	Classes - Establish classes or “tracks”
	1

	
	Classes - Record attendance & participation in classes
	2

	
	Classes - Class equivalents / substitution / back-dating
	3

	
	Receive tithes and offerings from members
	1-

	
	Giving - Process donations in cash, cheque & credit card
	1-

	
	Giving - Cheque scanning and processing
	2

	
	Giving - Export giving history to accounting software
	1-

	
	Communicate with and send notifications to staff and members
	1-

	
	Communications - Mass email functionality
	2

	
	Communications - Individual communications
	1

	
	Communications - Automated notifications
	1

	
	Communications - Auto-dialer notifications
	3

	
	Communications - SMS notifications
	2

	
	Obtain detailed reports
	1-

	
	Reports - Financial reports
	1-

	
	Reports - Financial forecasts
	1

	
	Reports - Membership reports
	1-

	
	Reports - Small group participation
	2-

	
	Reports - Small group leadership tree
	3

	
	Reports - Geographical reports
	1-

	
	Reports - Leadership potential
	1-

	
	Reports - Member transitioning
	2-

	
	Reports - Trending reports
	1-


	Actor
	Requirement
	Priority

	Senior / Executive Pastors
	Obtain detailed reports

	1-

	
	Reports - Financial reports
	1-

	
	Reports - Financial forecasts
	1

	
	Reports - Membership reports
	1-

	
	Reports - Geographical reports
	1-

	
	Reports - Leadership potential
	1-

	
	Reports - Trending reports
	1-


	Actor
	Requirement
	Priority

	Small Group Leaders
	Manage address and biographical information for members
	1-

	
	Members - Manage address and contact information
	1-

	
	Members - Manage spiritual life information
	2-

	
	Members - Manage free-form biographical information
	3-

	
	Members - Manage social networking contacts
	1-

	
	Members - Scrape social networking sites and save data to member profile
	2-

	
	Define and manage small group designations
	1-

	
	Small groups - Track small group members
	1-

	
	Small groups - Save historical information on group membership
	1

	
	Small groups - Track small group attendance
	2

	
	Small groups - Find small groups online
	1-

	
	Communicate with and send notifications to staff and members
	1-

	
	Communications - Mass email functionality
	2

	
	Communications - Individual communications
	1

	
	Communications - Automated notifications
	1

	
	Communications - Auto-dialer notifications
	3

	
	Communications - SMS notifications
	2


	Actor
	Requirement
	Priority

	Welcome Staff
	Manage address and biographical information for members
	1-

	
	Members - Manage address and contact information
	1-

	
	Members - Manage spiritual life information
	2-

	
	Members - Manage free-form biographical information
	3-

	
	Members - Manage family relationships between members
	2-

	
	Members - Handle flexible definitions of a family
	3

	
	Campus - On-site check-in
	1-

	
	Campus - Name badge printing
	1

	
	Communicate with and send notifications to staff and members
	1-


	Actor
	Requirement
	Priority

	Teachers
	Define and manage event or class participation
	2

	
	Classes - Establish classes or “tracks”
	1

	
	Classes - Record attendance & participation in classes
	2

	
	Classes - Class equivalents / substitution / back-dating
	3

	
	Communicate with and send notifications to staff and members
	1-

	
	Communications - Mass email functionality
	2

	
	Communications - Individual communications
	1


	Actor
	Requirement
	Priority

	Accounting Staff
	Receive tithes and offerings from members
	1-

	
	Giving - Process donations in cash, cheque & credit card
	1-

	
	Giving - Cheque scanning and processing
	2

	
	Giving - Export giving history to accounting software
	1-

	
	Obtain detailed reports
	1-

	
	Reports - Financial reports
	1-


	Actor
	Requirement
	Priority

	Software Developers
	Software developers need to be able to programmatically control a number of the requirements listed by other actors. This would typically be accomplished via the use of an API. Following are the requirements that would need to have API methods.
	

	
	Members - Manage address and contact information
	1-

	
	Members - Manage family relationships between members
	2-

	
	Members - Manage non-family relationships between members
	2-

	
	Campuses - Display campus information online on the Internet
	4-

	
	Campuses - Track campus membership changes
	4-

	
	Small groups - Record leadership information
	3-

	
	Small groups - Find small groups online
	4-

	
	Classes - Record attendance & participation in classes
	3-

	
	Giving - Process donations in cash, cheque & credit card
	3-

	
	Giving - Export giving history to accounting software
	1-


	Actor
	Requirement
	Priority

	Members
	Member goals are included generally if the member is involved in the process, such as browsing a website, or using a kiosk. Many of the goals are phrased from the perspective of the organization; look for clarification in parenthesis.

	

	
	Members - Allow members to update their own address and contact information (update via the web)
	1

	
	Members - Allow members to update their own spiritual life information (update via the web)
	2

	
	Campuses - Display campus information online on the Internet
	1

	
	Campuses - Display campus service opportunities on the Internet
	2

	
	Campus - On-site check-in
	1-

	
	Campus - Name badge printing
	1

	
	Track small group members (view only)
	1-

	
	Small Groups - Find small groups online
	1

	
	Receive tithes and offerings from members (give only)
	1-

	
	Giving - Process donations in cash, cheque & credit card (give)
	1-

	
	Giving - Self-service giving kiosks
	2

	
	Giving - Accept donations online (give online)
	1-

	
	Giving - Review giving history online
	2

	
	Communicate with and send notifications to staff and members (receive)
	1-

	
	Communications - Mass email functionality (receive)
	2

	
	Communications - Individual communications (receive)
	1-

	
	Communications - Automated notifications (receive)
	1-

	
	Communications - Auto-dialer notifications (receive)
	3

	
	Communications - SMS notifications (receive)
	2


	Actor
	Requirement
	Priority

	Visitors
	Visitor goals are included generally if the visitor is involved in the process, such as browsing a website, or using a kiosk. Many of the goals are phrased from the perspective of the organization; look for clarification in parenthesis.
	

	
	Campuses - Display campus information online on the Internet
	1

	
	Campuses - Preregister attendance plans to a campus
	2-

	
	Campuses - Display campus service opportunities on the Internet
	2-

	
	Campus - On-site check-in
	1-

	
	Campus - Name badge printing
	1

	
	Track small group members (view only)
	1-

	
	Small Groups - Find small groups online
	1

	
	Receive tithes and offerings from members (give only)
	1-

	
	Giving - Process donations in cash, cheque & credit card (give)
	1-

	
	Giving - Self-service giving kiosks
	2

	
	Giving - Accept donations online (give online)
	1-

	
	Communicate with and send notifications to staff and members (receive)
	1-

	
	Communications - Mass email functionality (receive)
	2

	
	Communications - Individual communications (receive)
	1-


2. Requirement Details


Name:
Manage address and biographical information for members
Description:
The ability to keep track of addresses and other biographical information for church members.
Level:
Primary
Primary Actor

· Pastors

· Welcome Staff

· Small Group Leaders

· Administrative Staff

Name:


Manage addresses, contact and demographic information
Description:
The ability to input and track addresses and contact information, as well as basic demographic information such as date of birth, gender, etc.
Level:

Secondary
Primary Actor

· Pastors

· Welcome Staff

· Small Group Leaders

· Administrative Staff

Use Case:
To accurately track and assist a member we need to know where they live, how to reach them, what their preference of contact is, etc.
Name:

Allow members to update their own address and contact information
Description:
The ability for members to log in to a website on the Internet and update their addresses and contact information.
Level:

Tertiary
Primary Actor

· Members

Use Case:
When a member changes address they can log in to our website themselves and update their address.
Name:


Custom fields for data tracking
Description:
The ability to create new fields to store particular data that the system may not initially support, with validation functionality to control datatypes.
Level:

Secondary
Primary Actor

· Administrative Staff

Use Case:
Various pieces of information may be necessary to track, beyond what the system has support for, so custom fields that we create, are necessary. Fields should have datatypes, so we can establish whether this is a text field, a number field, etc.
Name:


Manage spiritual life information
Description:
The ability to input and track various pieces of information specific to a member’s spiritual life, but not specifically related to stored entities such as small groups, event participation, etc.
Level:

Secondary
Primary Actor

· Pastors

· Welcome Staff

· Small Group Leaders

· Administrative Staff

Use Case:
Pastors may wish to record information about a person’s commitment to Christ, commitment to this church, their conversion, their spiritual gifts, baptism date, etc.
Name:

Allow members to update their own spiritual life information
Description:
The ability for members to log in to a website on the Internet and update their own spiritual life information.
Level:

Tertiary
Primary Actor

· Members

Use Case:
When a member identifies their spiritual gifts, they may wish to tell us so that we can have them volunteer for jobs in the church. If a member gets baptised, they should be able to let us know online.
Name:


Manage security and screening information
Description:
The ability to input and track security information about members, such as police checks, background checks, etc.
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff

Use Case:
Pastors may wish to find volunteers to work in Children’s Ministry, and so can look at all members who have completed Police Checks in the past to ensure they are safe childcare workers.
Name:


Manage free-form biographical information
Description:
The ability to input and track biographical information about a church member.
Level:

Secondary
Primary Actor

· Pastors

· Welcome Staff

· Small Group Leaders

· Administrative Staff

Use Case:
Pastors may wish to record certain free-form notes about a member, or the member may have even supplied biography information about themselves, what they are looking for, etc. 
Name:


Manage social networking contacts
Description:
The ability to input social networking contact details for all members, such as Twitter name, Facebook URL, blog URL, etc.
Level:

Secondary
Primary Actor

· Pastors

· Small Group Leaders

· Administrative Staff

Use Case:
Some pastors communicate with their staff almost exclusively by social networking tools, and so storing this information is very helpful.
Name:

Auto-scrape social networking sites and save data to member profile
Description:
The ability to parse & scrape data from social networking sites such as Twitter and Facebook, and store these informational updates in the member profile.
Level:

Tertiary
Primary Actor

· Pastors

· Small Group Leaders

· Administrative Staff

Use Case:
Some pastors communicate with their staff almost exclusively by social networking tools, and many members use their social tools to post personal updates. If a member has lost a family-member recently they will have likely posted a message about this, which could be scraped and stored against their profile, so a pastor observing that member profile would know right away to get in contact with that individual.
Name:


Manage family relationships between members
Description:
The ability to manage relationships between church members to create family records.
Level:

Secondary
Primary Actor

· Pastors

· Welcome Staff

· Administrative Staff

Use Case:
Our churches have many families, and it’s valuable to keep track of who is related to whom, through marriage, parent/child relationships, etc.
Name:

Handle flexible definitions of a family
Description:
The modern family may look very different to traditional families of the past, and we need the ability to link people together into families with great “structural” flexibility.
Level:

Tertiary
Primary Actor

· Pastors

· Welcome Staff

· Administrative Staff

Use Case:
We have families where the grandparents raise the children and the biological parents are “not in the picture”. There are also families where the wife does not change her last name, or where the husband takes his wife’s name, so this must be reflected. Marriage units may also need to be established regardless of gender.
Name:


Manage non-family relationships between members
Description:
The ability to manage non-family relationships between church members such as coworkers, employee/employer relationships, etc.
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff

Use Case:
Our churches have many families, and it’s valuable to keep track of who is related to whom, through marriage, parent/child relationships, etc.
Name:


Establish assimilation & progress workflows
Description:
The ability to manage workflows, allowing people to change through different designations, or to pass through a serious of classes and tracks, etc. 
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff

Use Case:
Managing the flow of people through the church is a difficult task, and this functionality is key to changing visitors to members, members to leaders, and so on.
Name:
Define and manage campus designations
Description:
The ability to define a campus (or similar designation) that has various properties and that members can be associated with.
Level:
Primary
Primary Actor

· Pastors

· Administrative Staff

Name:


Establish demographic and “focus” information about a campus
Description:
The ability to indicate what kind of people a campus would appeal to, including typical demographics, etc. so that a new visitor may find the campus most suitable to their stage in life.
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff

Use Case:
We have many campuses and some of them have a specific focus or “style”.
Name:


Establish location information about a campus
Description:
The ability to record the address and location of a campus.
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff

Use Case:
We have many campuses around the city, knowing the address can help someone to find a campus.
Name:


Display campus information online on the Internet
Description:
The ability to search a list of campuses on a website on the Internet, allowing people to find the a campus that is geographically closest to them, or might meet their lifestyle needs the best.
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff

· Visitors

· Members

Use Case:
New visitors and existing members may be looking for a local campus, and should be able to find this easily online.
Name:

Preregister attendance plans to a campus
Description:
The ability for a visitor to inform a campus ahead of time via the Internet, that they are planning to attend this campus on the weekend.
Level:

Tertiary
Primary Actor

· Visitors

Use Case:
New visitors may declare their intent to come to a campus, which would prepare the pastor to greet them and make them feel welcome.
Name:


Track campus membership changes
Description:
The ability to make note of someone changing from one campus to another within the larger church, and making notes of why they changed campus.
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff

Use Case:
A family may move from one campus to another because they did not find the atmosphere very family-friendly, and this information would be valuable to capture.
Name:


Establish campus service opportunities
Description:
The ability to define service opportunities (volunteering) within a campus, that members can be assigned to fill.
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff

Use Case:
A woman may join a campus who is a trained barista, and her campus can let her know that they have a need for volunteers in the cafe.
Name:


Display campus service opportunities on the Internet
Description:
The ability to display service opportunities (volunteering) for a campus, that members can choose to fill.
Level:

Secondary
Primary Actor

· Members

· Visitors

Use Case:
A woman may join a campus who is a trained barista, and she notices online that her campus can has a need for volunteers in the cafe.
Name:


On-site check-in
Description:
The ability to check-in to the campus, or a sub-program at the campus, when you arrive.
Level:

Secondary
Primary Actor

· Welcome Staff

· Members

· Visitors

Use Case:
A campus may wish to track regularly attendance, and so offers people the ability to check-in. A kids program may require check-in for all kids at the program.
Name:

Name badge printing
Description:
The ability to have a name badge printed beforehand, or on-site when you check-in.
Level:

Secondary
Primary Actor

· Welcome Staff

· Members

· Visitors

Use Case:
A children’s program at a campus may wish to give name badges to all kids, and should be able to pre-create them OR print them off immediately when the child checks-in.
Name:
Define and manage small group designations
Description:
The ability to define small groups (or similar designation) that have various properties including nesting, and that members can be associated with.
Level:
Primary
Primary Actor

· Pastors

· Administrative Staff

· Small Group Leaders

Name:


Record leadership information
Description:
The ability to record who is a leader of a small group, including detailed historical information.
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff

Use Case:
Staff need to track who is a leader of a small group.
Name:

Save historical information on leadership
Description:
The ability to see who has lead what small group at what time, how long they led it for, etc.
Level:

Tertiary
Primary Actor

· Pastors

· Administrative Staff

Use Case:
Staff may need to review who has been leading a small group for a long time, and may make a good candidate for a new campus pastor.
Name:


Track small group members
Description:
The ability to record who is a member of a small group (or multiple small groups), including detailed historical information.
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff

· Small Group Leaders

Use Case:
Staff need to track who is a member of a small group.
Name:

Save historical information on group membership
Description:
The ability to see who has been a member of what small group at what time, how long they were a member, etc.
Level:

Tertiary
Primary Actor

· Pastors

· Administrative Staff

· Small Group Leaders

Use Case:
Staff may need to review who has been attending a small group for a long time without becoming a leader themselves, or may wish to query those people who have changed groups many times.
Name:


Track small group attendance
Description:
The ability to record attendance at regular small group meetings.
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff

· Small Group Leaders

Use Case:
Staff need to track who is a member of a small group.
Name:


Find small groups online
Description:
The ability to search a list of small groups on a website on the Internet, allowing people to find the a small group that is geographically closest to them, or might meet their lifestyle needs the best.
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff

· Small Group Leaders

· Visitors

· Members

Use Case:
Visitors and members should be able to find a group that is geographically close to them, or similar in style to their preferences.
Name:
Define and manage event or class participation
Description:
The ability to define participation events and track members activity.
Level:
Primary
Primary Actor

· Pastors

· Administrative Staff

· Teachers

Name:


Establish classes or “tracks”
Description:
The ability to establish a set of classes or “tracks” that occur in time, that members may be attending.
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff

Use Case:
A newcomer class may be offered to new Christians.
Name:


Record attendance & participation in classes
Description:
The ability to record member attendance and participation records in classes.
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff

· Teachers

Use Case:
A member may be attending a Leadership Class that is being offered, and the leader of this class should be able to record who was present each week.
Name:


Class equivalents / substitution / back-dating
Description:
The ability to mark a member as having completed classes that they really haven’t, via substituting equivalent classes or back-dating their class history.
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff

Use Case:
A person may join our church who has attended churches before, and may have been to seminary for example. They should not have to complete all of our basic Christianity classes, and so staff should be able to mark a member as having completed basic criteria by back-dating or otherwise substituting prior Christian training.
Name:
Receive tithes and offerings from members
Description:
The ability to receive tithes and offerings from church members.
Level:
Primary
Primary Actor

· Pastors

· Administrative Staff

· Accounting Staff

Name:


Process donations in cash, cheque & credit card
Description:
The ability to receive donations from a person in typically “offline” payment methods.
Level:

Secondary
Primary Actor

· Administrative Staff

· Members

· Visitors

· Accounting Staff

Use Case:
A member may wish to give money in cash, and this should be accommodated.
Name:


Cheque scanning and processing
Description:
The ability to scan cheques from customers and process their payment information digitally.
Level:

Secondary
Primary Actor

· Administrative Staff

· Accounting Staff

Use Case:
A member may wish to donate via cheque, in which case a staff member could use a cheque scanner to digitally process the cheque.
Name:


Self-service giving kiosks
Description:
The ability to provide self-service giving kiosks to customers, from which they can donate and give to the ministry.
Level:

Secondary
Primary Actor

· Members

· Visitors

Use Case:
A member may wish to donate debit or credit card, and should be able to use a self-service kiosk at the meeting center to do this.
Name:


Accept donations online
Description:
The ability for customers to give donations online via the Internet, including recurring donations, in all the common payment methods available today.
Level:

Secondary
Primary Actor

· Members

· Visitors

Use Case:
A member may wish to sign up for regular tithe payments, and should be able to do so on a website online, using credit card, e-cheque, Paypal, etc.
Name:

Review giving history online
Description:
The ability for customers to review their prior giving history online via the Internet, and print a report.
Level:

Tertiary
Primary Actor

· Members

Use Case:
A member may wish to see how much tithe they have paid this year, and should be able to login and view this information, as well as print the information.
Name:


Export giving history to accounting software
Description:
The ability to export all financial records for any given time period to make GL entries in accounting software.
Level:

Secondary
Primary Actor

· Administrative Staff

· Accounting Staff

Use Case:
All financial information tracked from members must be exportable so that proper accounting can be performed in an enterprise accounting application.
Name:
Communicate with and send notifications to staff and members
Description:
The ability to communicate with staff and members, and send automatic notifications.
Level:
Primary
Primary Actor

· Pastors

· Welcome Staff

· Small Group Leaders

· Teachers

· Members

· Visitors

· Administrative Staff

Name:


Mass email functionality
Description:
The ability to send mass email to all members or a subset of members.
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff

· Small Group Leaders

· Teachers

· Members

· Visitors

Use Case:
A church meeting may be cancelled due to dangerous weather, and a pastor should be able to communicate this to all members via email.
Name:


Individual communications
Description:
The ability for staff, members and visitors to receive personal communications, such as welcome messages or questions about a topic.
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff

· Small Group Leaders

· Teachers

· Members

· Visitors

Use Case:
A pastor may wish to send a message to one of his staff members concerning a particular member, and should be able to do so from within the application.
Name:


Automated notifications
Description:
The ability for staff, members and visitors to receive automated notifications, such as reminders about a class or preparation required for a small group meeting.
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff

· Small Group Leaders

· Members

Use Case:
A member may be marked as attending a class, and should receive an email reminding them about the class the day before it is scheduled.
Name:

Auto-dialer notifications
Description:
The ability for staff, members and visitors to receive automated phone calls regarding an event they are scheduled to attend, etc.
Level:

Tertiary
Primary Actor

· Pastors

· Administrative Staff

· Small Group Leaders

· Members

Use Case:
A pastor may wish to communicate with a group of members urgently via telephone, and send a pre-recorded message.
Name:

SMS notifications
Description:
The ability for staff, members and visitors to receive SMS notifications (text messaging).
Level:

Tertiary
Primary Actor

· Pastors

· Administrative Staff

· Small Group Leaders

· Members

Use Case:
A small group leader may wish to communicate with his group to let them know of a last minute meeting cancelling, and should be able to send an SMS (text message) to all members of the group.
Name:
Obtain detailed reports
Description:
The ability to obtain detailed reports from the system about staff, members, visitors, church health, etc, and filter these reports by campus and/or whole church.
Level:
Primary
Primary Actor

· Pastors

· Administrative Staff

Name:


Financial reports
Description:
The ability to obtain reports regarding the church or a campus’s finances.
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff

· Accounting Staff

Name:

Member contributions
Description:
The ability to pull a report of members financial contributions to a specific campus or fund.
Level:

Tertiary
Primary Actor

· Financial Staff
Use Case:
A financial manager may need to query who is a regular giver in their congregation.
Name:

Financial forecasts
Description:
The ability to pull a report of financial forecasts based on current giving patterns.
Level:

Tertiary
Primary Actor

· Pastors

· Administrative Staff

Use Case:
A pastor may wish to see how giving may drop over the summer months.
Name:


Membership reports
Description:
The ability to obtain reports regarding people and their involvement.
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff

Name:

Small group participation
Description:
The ability to pull a report of who is in small group, and who is not.
Level:

Tertiary
Primary Actor

· Pastors

· Administrative Staff

Use Case:
A pastor may wish to see how many people have not found small groups yet.
Name:

Small group leadership tree
Description:
The ability to pull reports scaling out all the leaders of groups, and which groups they are in, like a tree view.
Level:

Tertiary
Primary Actor

· Pastors

· Administrative Staff

Use Case:
A pastor may wish to see how many nested levels of cell groups there are in his campus.
Name:

Geographical reports
Description:
The ability to pull reports of members based on location information.
Level:

Tertiary
Primary Actor

· Pastors

· Administrative Staff

Use Case:
A pastor may be evaluating the best location for a new campus, and would use this report to see which areas of the city contain many members but no local campus.
Name:

Leadership potential
Description:
The ability to pull reports examining member training and class attendance, to display leadership potential.
Level:

Tertiary
Primary Actor

· Pastors

· Administrative Staff

Use Case:
A pastor may be looking for a new pastor to join his team, and may pull a report detailing all of the non-pastors who have completed courses and are leading small groups.
Name:

Member transitioning
Description:
The ability to pull reports examining transitions between all major identification types, such as children becoming youth becoming adults becoming seniors, singles becoming married, couples becoming divorced and so on.
Level:

Tertiary
Primary Actor

· Pastors

· Administrative Staff

Use Case:
A pastor may wish to see how many children will leave the kids program and start the youth program next year, or may be looking to see everyone who got married in the past year.
Name:


Trending reports
Description:
The ability to obtain reports examining trends over time for various types of data.
Level:

Secondary
Primary Actor

· Pastors

· Administrative Staff


Use Case:
A pastor may wish to see how their congregation changes over the year, and would use these reports to view those historical trends.

2. Non-Functional Requirements
The non-functional requirements for a system are typically constraints on the functional requirements – that is, not what the system does, but how it does it (e.g. how quickly, how efficiently, how easily from the user’s perspective, etc.).  

Other non-functional requirements may be required characteristics that are not part of the system’s functionality, e.g., conformance with legal requirements, scalability, interoperability, etc. 

1. System Requirements

Server Requirements

· Compatible with Windows Server 2003 Standard x64 & Windows Server 2008 Standard R2 x64

· Compatible with Microsoft SQL Server Standard 2005 and higher

· Compatible with Microsoft IIS 7.5 and ASP.Net 2.0 and higher.

Client Requirements

· Compatible with Windows XP, Windows 7 (x86 and x64), Windows Server 2003 x64, Windows Server 2008 R2 x64

· Compatible with Microsoft Windows Terminal Services (Remote Desktop Protocol).

· Compatible with Mac OS X 10.5 and higher OR compatible with MS Terminal Services as described above.

· Compatible with Microsoft Internet Explorer 7 and above, Apple Safari 5 and above, Google Chrome 6 and above,  and Mozilla Firefox 3.0 and above.

2. Usability Requirements

The software will be used by internal staff, as well as external (web) church members. Staff interfaces should be clearly and logically laid out, retaining a similarity between different functional sections where possible. Five steps should not be required where two would suffice. Kiosk software needs to feature large buttons and graphics suitable for a touch-interface.

Church-member facing web interfaces should be clean and feature an intuitive workflow, with description text for those customers using screen-reader devices.

3. Performance Requirements

Given the web-based nature of this solution, users should generally not have to wait for the system to respond when performing tasks. All functions of the system must be written and established with performance in mind.

4. Security Requirements

Software must be fully compliant with the Payment Card Industry Data Security Standard (PCI DSS), as well as data security best-practices. Web facing tools must be protected against SQL injection attacks and other known attack vectors. The vendor should be update software regularly to provide patches and other security fixes as they become available, in response to security bulletins and the vendor’s own security testing.

Additionally, software solutions must feature robust security controls for restricting access to functionality of the software, and segments of data, such as following:

· Ability to establish methods of synchronised user credentials between solutions, such as single-sign-on solution.

· Ability to establish groups of privileges to assign to users at once.

· Ability to restrict functions displayed in the user interface based on security rights/roles assigned to the user.

· Ability to create security templates that contain security settings and/or user interface customisations, which can be deployed to users or groups.

5. Delivery Requirements

Solution will be accessed via staff and members on web pages via the Internet and/or company network. 

Any functionality that is used on-site at a campus must be accessible in an off-line environment, as not all campuses have Internet access. This means check-in equipment and kiosks must be delivered via other means, such as software that is installed on local computers.

6. Legal Requirements

[company] is under certain standard obligations that can be seen in Security Requirements (PCI compliance, specifically) and Data Retention Requirements (audit trail and storing years of history). Beyond this, [company] operates under the laws of the Provincial Government of Ontario, and the Federal Government of Canada, and all solutions presently must comply with the laws of those bodies, including customer privacy requirements such as PIPEDA. Further requirements may be negotiated, and should be make clear in the Terms and Conditions provided by the vendor.

7. Scalability Requirements

Ability to handle many thousands of member/visitor records and many hundreds of small groups and attendance records.

8. Data Retention Requirements

For legal and auditory requirements all financial data must be retained for at least 7 years, beyond this specific requirement, most data needs to be retained indefinitely. Data archiving would be considered an asset to reduce the burden on the live system for data that is historic.

3. Interface Requirements

1. Machine Interfaces

Giving Kiosks

Kiosks are required to enable simple on-site giving. Internet access cannot be assumed at campus locations, so kiosks must be able to run offline.

Cheque Scanners

These will be used by donations staff to store cheque history for a member.

Check-in Terminals

Used to check people in for events, classes, etc. Internet access cannot be assumed at campus locations, so terminals must be able to run offline.

Label Printers

Used during a check-in process to provide name tags, allergy information for kids, etc.

Barcode Scanners

Used during a check-in process to register children into a program.

2. External System Interfaces

Application programming interfaces, software development kits and/or other methods of customisation and extensibility are required. Custom functionality may need to be developed, including the ability to synchronise data to other databases, or embed web elements into other websites (iFrames, Javascript, etc.). Export functionality will be required to send financial data to enterprise finance software. External Interfaces should be developed in languages and using tools that are commonly used within the industry.

3. Project Issues
1. Projected Development Effort

Our goal is to find a solution that features all existing requirements, minimizing our need for custom development of core functionality. Items that are not mission critical may be developed as customisations, if they are not in the product, though our goal is to operate as close to out-of-the-box as is reasonably possible. Custom development will be pursued to accomplish extended business requirements beyond the scope of this document. 

2. Proposed Project Schedule

April 2011 - A vendor will be chosen to provide a church management solution.

May 2011 - Contracts will be signed by the end of the month. Software will be installed in test environments OR initial accounts will be set up in hosting environments.

June - July 2011 - Detailed development, process & conversion scopes will be established. Conversion data will be collected and trials performed to gauge effectiveness. Software workflows and processes will be tested heavily; pastoral process change planning will commence. 

August 2011 - Development will commence. Training will commence. Data conversion will enter final stages of testing. 

September 2011 - Data conversion processes will be reviewed prior to go-live. Training will be reviewed prior to go-live. Development will be nearing completion. Buy-in will be received from all actors regarding go-live readiness. 

October 2011 - Go-live. Some development may go live after this date, depending on external project progress. Continued live training and process adjustment. Performance & system load is evaluated in case of an on-premise solution.

February 2012 - Legacy systems reviewed for ongoing requirements. Development needs reviewed.

April 2012 - Entire system is reviewed against this needs assessment and against new needs. New projects may be begun.

3. Conversion / Load Requirements

This section provides a high-level description of the conversion and load requirements for the system.

1. Data Population

We are currently maintaining a database of approximately 3000 members, 200 small groups, 10 campuses, and 800 attendance records.

2. Data Conversion Strategy

Over the last few years, our church has seen significant membership change-over, and too much time is being spent managing the changes to the existing data-sets. To minimize this kind of problem in the future, we will be only be converting data to the new system that is deemed to have sufficient value, and that is too time-consuming to re-enter manually. Member information will be evaluated strictly, and members will be converted only if they are deemed to be actively involved in our organization, or recently in attendance. Small group information and class/track information will be manually input by leaders. Tithing history will not be converted to the new system at all prior to launch.

3. Data Conversion Assumptions and Constraints

Our data is stored predominantly in a Microsoft-SQL database, but also in Excel spreadsheets. We have full access to the SQL database and detailed data dictionaries. Exporting this data from our current system should not prove particularly difficult. Importing the data will naturally depend on the functionality of the chosen system, however with our strategy above, we are not foreseeing a major effort being required on data conversion.
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