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[bookmark: _Toc31880855]Introduction 

[bookmark: _Toc31880856]Overview

The current system used by the Department of Commerce for liquor permitting and management includes License Issuance and Tracking System (LITS) and CICS. CICS is a mainframe system that can no longer support the needs of the department and its customers. LITS covered documents, printing, and other functions. This project is to replace LITS/CICS and its current functions, as well as position Commerce for future growth. 
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[bookmark: _Toc299623365]The approach to this project is to first create a Proof of Concept, which will include a portion of the full system functionality. This document contains the high-level requirements for the full system, indicates which are in scope for the Proof of Concept, and includes use cases for the Proof of Concept-designated functionality. 
[bookmark: _Toc31880857]References
[bookmark: _Toc31880858]Definitions/Abbreviations
	Term
	
	Definition

	Application
	A permit that is in a draft, submitted, or other unfinished status

	DOLC
	Division of Liquor Control, a division of the Ohio Department of Commerce

	LITS
	License Issuance and Tracking System

	Local Option
	Allows a permit request based on the outcome of a local election; by area, by individual location, or by location/legal entity combination. The location or area will be labeled as wet or dry.

	Permit
	A permit is a collection of data representing a request from a customer to handle a portion of liquor management: sales, manufacture, or distribution. Permits can be many statuses and an application for a permit is still defined as a permit in this document. 

	Quota
	The number of permits available in a geographic area; based on census data, current active permits, and submitted applications

	DORA
	Designated Outdoor Refreshment Area (created by local legislative authority)

	Customer
	In this document, customers are external users, applicants, permit holders, etc.

	User
	In this document,” user” refers to any user of the system, internal or external, unless otherwise specified

	Case
	An entity that may be factored into permit process, such as tax hold, violations, complaints, etc.

	CED
	Community Entertainment District; created by a local legislative authority (ORC 4301.80 and 4303.181(J) that allows a quota of D-5J liquor permits to be issued. Based on the acreage and boundaries within the CED meeting certain criteria.

	Revitalization
	A special district/area that is a bounded area that includes or will include a combination of entertainment, retail, educational, sporting, social, cultural, or arts establishments within close proximity to some or all of the following types of establishments within the district, or other types of establishments similar to these: Hotels, Restaurants, Retail sales establishments, Enclosed shopping centers, Museums, Performing arts theaters, Motion picture theaters, Night clubs, Convention facilities, Sports facilities, Entertainment facilities or complexes.



  
[bookmark: Data_Reqs][bookmark: _3.1._State_Procurement][bookmark: _3.2._Benefits_to][bookmark: _Benefits_to_other][bookmark: _Toc330982323][bookmark: _Toc333922746][bookmark: _Toc31880859]Scope
The full project scope will ultimately:
· Develop and implement a licensing request, approval, and management system to process and report on all licensing applications received by the DOLC
· Retire the current mainframe system 
[bookmark: _Toc31880860]Full System Scope
· Create an external website that will allow applicants and permit holders to:
· Apply for new permits or to transfer existing permits, including:
· Completion of forms
· Generate, download & upload documents
· Make payments
· Check permit and permit application status
· Manage their permits and legal entity data
· Cancel Permits
· Update permit applications and supplemental data
· Note: Permits include permits for sales, manufacture, and distribution of beer, wine, and liquor as well as permits for labels/products.
· Create an internal website that will allow users to:
· Manage permits including:
· Accept/reject/update applications
· Accept and process payments online and manually
· Handle permit transfers and renewals
· Manage and review documents
· View and resolve validation issues
· Maintain quota and local option information
· Handle investigations
· Manage and use a role-based workflow to process and review applications
· Generate, tag with meta-data, and store documents
· Manage document templates and merge templates with system data for document output
· Manage dynamic content for online presentation and documents
· Handle accounting and general ledger functions
· Migrate existing permit images and data to the new system
· Include barcoding functionality to manage and store documents received via mail
· Provide reporting on applications and permits
· Maintain interfaces with other systems
· Be secure, scalable, and responsive
· Serve as a platform for future applications
[bookmark: _Toc31880861]Proof of Concept Scope
The Proof of Concept will take a subset of permit types through a portion of the functionality. Functionality for new permit types and transfers are requested for:
· D1
· D2
· D3
· D3A
· D5
· D5J
· D6

Proof of Concept functionality includes:
· Create an external website that will allow users to:
· Apply for new permits or to transfer existing permits, including:
· Completion of forms
· Generate, download & upload documents
· Make payments
· Update permit applications
· Create an internal website that will allow users to:
· Manage permits including:
· Accept/reject/update applications
· Accept and process payments online and manually
· Handle permit transfers
· Manage and review documents
· View and resolve validation issues
· Maintain (add, update, deactivate) quota and district/area information
· Manage and use a role-based workflow to process and review applications
· Generate, tag with meta-data, and store documents
· Migrate existing permit images and data to the new system

[bookmark: _Toc333922747][bookmark: _Toc31880862] Dependencies
· Users will be authenticated via the state’s enterprise identity provider via OpenID Connect, SAML or HTTP header-based assertions.
· The system must be capable of delegating external user registration and business entity registration to the State’s Enterprise Identity Management (EIDM) system.  (OHID.ohio.gov)
· The future solution’s User Interface should be capable of integrating with State’s Portal platform based on IBM, now HCL, Digital Experience (DX) product stack. 
· The solution’s user interfaces should follow State of Ohio enterprise digital Style Guide framework for user interface design. The Style Guide is published at http://ux.ohio.gov

· 
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[bookmark: _Facility_License_Number][bookmark: _Toc31880863]Requirements
The requirements below support the full project scope, creating internal and external applications (sharing a database) that will support all existing aspects of the licensing process. The requirements describe what the system must do to support a specific business need. 

Proof of Concept Requirements are indicated in the Notes column. 

There are no requirements for design, formatting, and navigation. That will be part of the detailed design.

[bookmark: _Toc31880864]User Management 
The business needs role-based permissions that control application and widget access. For DOLC and other State Agency users, the accounts must integrate with the existing Active Directory implementation. For external users, the system must implement an internal mechanism to manage roles and accounts.

[bookmark: _Toc31880865]Account Management
	[bookmark: _Hlk15479187]
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	1.1.1
	The system must allow a customer to register using a unique email address.
	Full
	
	
	
	
	

	1.1.2
	The system must provide new customers the ability to create an account.  
	Full
	
	
	
	
	

	1.1.3
	The system must allow customers to provide access to their accounts for other users. For example, a permit holder can allow a partner or a lawyer with a DOLC user account to access their permits/applications. 
	Full
	
	
	
	
	

	1.1.4
	The system must provide current permit holders credentials to access their existing accounts.
	Full
	
	
	
	
	

	1.1.5
	The system must provide the ability for users to maintain contact and account information.
	Full
	
	
	
	
	

	1.1.6
	The system must provide the ability for users to search for any applicant/permit holder and to display their account information subject to permissions/visibility rules that will be defined.
	Full
	
	
	
	
	

	1.1.7
	The system must only allow users with the appropriate role to create, manage, and remove user accounts.
	Full
	
	
	
	
	

	1.1.8
	The system must require a confirmation from a customer before activating a newly created account. The system must delete an account after 7 days if the account has not been confirmed by the new customer.
	Full
	
	
	
	
	

	1.1.9
	The system must provide a password recovery method for customers.
	Full
	
	
	
	
	

	1.1.10
	The system must require a configurable minimum password complexity for all accounts.
	Full
	
	
	
	
	

	1.1.11
	The system must allow an applicant/permit holder to select their communication preferences: i.e. mail, email, SMS…
	Full
	
	
	
	
	



[bookmark: _Toc31880866]Role Management
	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	1.2.1
	The system must support multiple roles for users.
	POC
	
	
	
	
	

	1.2.2
	The system must allow user to add, delete, & update roles.
	Full
	
	
	
	
	

	1.2.3
	The system must allow user to assign users to one or more specific roles.
	Full
	
	
	
	
	

	1.2.4
	The system must allow user to grant/restrict role capabilities via a matrix of allowable functions (No Access, View Only, Edit) by role. 
	Full
	
	
	
	
	

	1.2.5
	All portions of the internal system need to be governed by role-based access. Note: Anytime these requirements refer to “user”, this means “user with the appropriate role”. 
	Full
	
	
	
	
	

	1.2.6
	The system must restrict access for users to the data pertaining to their defined role.
	Full
	
	
	
	
	

	1.2.7
	The system must allow access for users to private fields after application submission.
	Full
	
	
	
	
	

	1.2.8
	The system must allow access for users to Supporting Documents after application submission.
	Full
	
	
	
	
	

	1.2.9
	The DOLC role-based permissions must be established in a manner that will allow for additional permissions tied to functionality to be added in the future. In other words, additional permissions must be anticipated for the roles in the long-term.
	Full
	
	
	
	
	











[bookmark: _Toc31880867]Authentication
	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	1.3.1
	The system must authenticate DOLC users utilizing the state’s enterprise identity provider to leverage SSO (Single Sign-On) via OpenID Connect, or SAML 2.0 assertions.
	POC
	
	
	
	
	

	1.3.2
	The system must authenticate non-DOLC users through utilizing the state’s enterprise identity provider to leverage SSO (Single Sign-On) via OpenID Connect, or SAML 2.0 assertions.
	POC
	
	
	
	
	

	1.3.3
	The system must be capable of delegating external user registration and business entity registration to the State’s Enterprise Identity Management (EIDM) system.  (OHID.ohio.gov).
	Full
	
	
	
	
	



[bookmark: _Toc31880868]Permitting
The business needs to be able to submit, approve, create, maintain, and adjust the different types of permits issued by the State. Both permit applications and renewals will flow through the system. 

[bookmark: _Hlk19109948]Permits include retail sales, manufacture, and distribution of beer, wine, mixed beverages, and spiritous liquor as well as label and product registrations.

[bookmark: _Lookups_&_Search][bookmark: _Toc31880869]Lookups & Search
	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	2.1.1
	The system must provide address validation services across the board for all permits and account setup.
	Full
	
	
	
	
	

	2.1.2
	The system must perform lookups into event addresses, existing permits at those addresses, status of permit holders at those addresses and drive a message/requirement to applicant based on findings such as:
· Duplicate permit holder at this address
· Duplicate pending permit request for this location 
	POC
	
	
	
	
	

	2.1.3
	The system must provide lookup functionality into permit holders allowing customers to select an existing permit to reuse data instead of re-entering duplicate data. For example, request a new class of permit for an existing location.
	POC
	
	
	
	
	

	2.1.4
	The system must allow users to view and search applications/permits by status, applicant, location, permit type.
	POC
	
	
	
	
	

	2.1.5
	The system shall display search results in rows that allow sorting by column.
	POC
	
	
	
	
	

	2.1.6
	The system must support the capability to export all data grids to either MS Excel, MS Word and/or in PDF format. Data grids include search results, list screens, reports, etc..
	Full
	
	
	
	
	

	2.1.7
	Allow the user access to wildcard searches. For example, “Entering ‘%Smith%’ in the name search will return all results that include ‘Smith’ anywhere in the name. 
	Full
	
	
	
	
	

























[bookmark: _Toc31880870]Applications
At a high level, the logical process for new permits is as follows. While there is flexibility in the order of the validations, the most efficient path is desired.  

 
	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	2.2.1
	The new system must support the permit types described in the following: http://www.com.ohio.gov/liqr/permitClasses.aspx  as well as label and product registrations. 
	POC
	
	
	
	
	

	2.2.2
	The application submission and process must be built based on the content of the current application forms. See “Links to Current License Applications” for more information. 
	POC
	
	
	
	
	

	2.2.3
	The system must assign a permit number using the current permit numbering logic already in use by DOLC. (See “DOLC License Number Formatting” section for more details).
	POC
	
	
	
	
	

	2.2.4
	The system must accept the submission of electronic applications, as well as allow the Division the ability to enter a paper submitted application into the system. Also, a combination should be allowed.
	POC
	
	
	
	
	

	2.2.5
	The system must provide a user-friendly approach, walking the applicant/permit holder through a wizard to determine the appropriate permit type. See “Permit Wizard” for more details.
	POC
	
	
	
	
	

	2.2.6
	The system must dynamically supply questions and data collection fields to the user based on permit type, location, previously answered questions, etc..
	POC
	
	
	
	
	

	2.2.7
	The system must allow the applicant/permit holder to select permit type from a list and apply directly.
	Full
	
	
	
	
	

	2.2.8
	The system must provide the applicant/permit holder with online real-time status of all the customer’s permits.
	POC
	
	
	
	
	

	2.2.9
	The system must check for compliance to basic rules on permit applications: max number of permits reached, organization type, event end time, available permit classes, violations, type of business entity, etc..
	POC
	
	
	
	
	

	2.2.10
	The system must take the applicant/permit holder through all sections of the applications, prompting for attestation/acknowledgement of general instructions, warnings, and checklist items.
	POC
	
	
	
	
	

	2.2.11
	The system must require all sections of an application to be completed before moving to the payment phase. This includes required answers and attachments.
	POC
	
	
	
	
	

	2.2.12
	The system must prompt the applicant/permit holder for the amount due based on business rules.
	POC
	
	
	
	
	

	2.2.13
	The system must allow the applicant/permit holder to pay any required fees, such as the permit fee and processing fee, via credit card.
	POC
	
	
	
	
	

	2.2.14
	The system must dynamically render questions/fields based on the permit and action types. See “Permit Form Questions” for more details. 
	POC
	
	
	
	
	

	2.2.15
	The system must only allow submission of application after payment has been processed.
	POC
	
	
	
	
	

	2.2.16
	The system must allow the applicant/permit holder to add other attachments that are not required to the application.
	Full
	
	
	
	
	

	2.2.17
	The system must allow the applicant/permit holder to complete application in multiple sittings. This includes the ability to save and continue the application later or update original application prior to submission.
	POC
	
	
	
	
	

	2.2.18
	The system must allow the applicant/permit holder to update submitted application by adding more attachments, comments and corrections.  The system must also alert DOLC users of any changes/additions made and prevent permit from being issued prior to review of changes/additions.
	Full
	
	
	
	
	

	2.2.19
	The system must provide the applicant/permit holder with the ability to e-sign the permit application.
	POC
	
	
	
	
	

	2.2.20
	The system must allow the applicant/permit holder to print completed application. 
	Full
	
	
	
	
	

	2.2.21
	The system must pre-populate information from the application into the required attachment templates for user to print and have any required third parties sign. See “Document Generation & Management” for more information.
	POC
	
	
	
	
	

	2.2.22
	The system must allow the applicant/permit holder to cancel an application that is in draft status or that has already been submitted. Any assigned user must be automatically notified.
	Full
	
	
	
	
	

	2.2.23
	The system must allow the applicant/permit holder to print a temporary version of the permit (for use until they receive the official permit) once it’s approved and available.
	Full
	
	
	
	
	

	2.2.24
	The system must allow the applicant/permit holder to attach or remove scanned or electronically generated documents that support the application.
	POC
	
	
	
	
	

	2.2.25
	The system must restrict supporting documents to defined, acceptable file types, i.e. PDF, PNG JPG.
	Full
	
	
	
	
	

	2.2.26
	The system must restrict supporting documents to defined, acceptable file size parameters, i.e. no more than 40MB.
	Full
	
	
	
	
	

	2.2.27
	The system must identify required supporting documents based on application requirements.
	POC
	
	
	
	
	

	2.2.28
	The system must associate documents with specific required document types at the time of attachment. (See “Document Generation & Management” section for more details).
	POC
	
	
	
	
	

	2.2.29
	The system must indicate to the applicant/permit holder that a supporting document has been successfully attached to the application.
	POC
	
	
	
	
	

	2.2.30
	The system must allow the applicant/permit holder to view any supporting documents (regardless of who uploaded them) to which they have access (based on business rules) associated with in-process permit applications.
	POC
	
	
	
	
	

	2.2.31
	The system must allow the user to directly enter application data for new and existing applicants/permit holders. 
	Full
	
	
	
	
	

	2.2.32
	The system must capture all current and future content as defined by DOLC. This will include mandatory and optional content.
	POC
	
	
	
	
	

	2.2.33
	The system must allow the authorized role the ability to override any requirement during data entry as it will be solely based on what was provided by applicant/permit holder.
	Full
	
	
	
	
	

	2.2.34
	The system will allow for single points of data entry for users and applicant/permit holders, removing entry of duplicate information and presenting information in clear and concise terms.
	POC
	
	
	
	
	

	2.2.35
	The system must indicate to the applicant/permit holder that entered application data has been entered and saved.
	POC
	
	
	
	
	

	2.2.36
	The system must identify invalid entries to the applicant/permit holder based on parameters.
	POC
	
	
	
	
	

	2.2.37
	The system must support statuses for the applications/permits including but not limited to:
· Draft
· Submitted
· Pending Review
· Approved
· Active
· Denied
· Awaiting Quota Opening
· Pending Renewal
	POC
	
	
	
	
	

	2.2.38
	The system must update the status of permit based on business rules that include data entry, document uploads, dates, workflow, etc. 
	POC
	
	
	
	
	

	2.2.39
	The system must allow a user to update the status of a permit.
	Full
	
	
	
	
	

	2.2.40
	The system must allow user the ability to cancel a permit application on behalf of the applicant/permit holder.
	Full
	
	
	
	
	

	2.2.41
	The system must proactively look up duplicate company, brands, products, etc. and prompt user of matching existing data.
	Full
	
	
	
	
	

	2.2.42
	The system must display mouse-overs or pop-ups, etc. to provide users with definitions of fields or more information on what an entity on the screen is.
	Full
	
	
	
	
	

	2.2.43
	Allow the system to delete draft permits that have not been updated after a certain period.
	Full
	
	
	
	
	

	2.2.44
	The system must allow applications that are entered by an internal user to add a submission date/time stamp based on receipt date/time, not data entry date/time.
	Full
	
	
	
	
	



[bookmark: _Toc31880871]Internal Application Review
	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	2.3.1
	The system must allow a user to approve a permit.
	POC
	
	
	
	
	

	2.3.2
	The system must generate a checklist per permit type, allowing the user to ensure all requirements are met.
	POC
	
	
	
	
	

	2.3.3
	The system must require all checklist items be completed prior to approval.
	POC
	
	
	
	
	

	2.3.4
	The system must provide extensive search capabilities to user to look up permits, addresses, violations, restrictions, etc. (See “Lookups & Search” for more information).
	POC
	
	
	
	
	

	2.3.5
	The system must provide notifications of applications in a specific status for greater than a set number of days.
	Full
	
	
	
	
	

	2.3.6
	The system must create/generate the permit to be sent, both electronically and allow for printing on paper to be mailed, to the applicant based on provided valid template.
	Full
	
	
	
	
	

	2.3.7
	The system must allow review of any supporting document associated with in process permit application.
	Full
	
	
	
	
	

	2.3.8
	The system must be able to track a situation that would prevent an application from being completed.
	Full
	
	
	
	
	

	2.3.9
	The system must allow modification of default checklists.
	Full
	
	
	
	
	

	2.3.10
	The system must allow users to customize checklists of individual applications currently assigned to them.
	Full
	
	
	
	
	

	2.3.11
	The system must check application data against available quota and local option data and display results.
	POC
	
	
	
	
	

	2.3.12
	The system must flag applications with violations based on business rules or background check hits to be submitted to Investigative Services for review.
	Full
	
	
	
	
	

	2.3.13
	The system must allow escalation of a case to next level.
	Full
	
	
	
	
	

	2.3.14
	The system must make submitted changes on the application pending until approval and systematically push the changes upon order approval completion.
	Full
	
	
	
	
	

	2.3.15
	The system must retain customer data history and status changes per a retention policy as defined by DOLC.
	Full
	
	
	
	
	

	2.3.16
	The system must allow customer data to be sortable, searchable and easily accessible.
	Full
	
	
	
	
	

	2.3.17
	The system must, based on business rules, initiate a request for refund to Fiscal.
	Full
	
	
	
	
	

	2.3.18
	The system must not allow a permit to be issued until payment has been posted by Fiscal against that account.
	Full
	
	
	
	
	

	2.3.19
	If a permit is declined, the system must trigger a refund of the permit fee to the applicant. Business rules will dictate which fees and how much of them get refunded based on the situation. 
	Full
	
	
	
	
	

	2.3.20
	The system must allow the user to see a complete history of a permit including transfers across holders, suspensions, etc..
	Full
	
	
	
	
	

	2.3.21
	The system must allow the user to cancel a permit, with a cancel reason.
	Full
	
	
	
	
	

	2.3.22
	The system must initiate notifications and workflows based on cancel reason.
	Full
	
	
	
	
	

	2.3.23
	The system must allow future decisioning based on cancel type (example, Rule 8 says if a permit is revoked, that location cannot have another permit for 1 year).
	Full
	
	
	
	
	

	2.3.24
	The system must allow a suspended permit location to become “unsuspended” by user intervention or expiration date (example, 1 year after Rule 8 goes into effect).
	Full
	
	
	
	
	

	2.3.25
	The system must allow a review of complaints/inspections/permits by address to determine if an address should not receive a permit.
	Full
	
	
	
	
	

	2.3.26
	The system must allow the user to flag a permit for various reasons. Reasons should be specific to permit types. Examples include, but are not limited to:
· Pending renewal payment
· Shipping list watch
· Pending investigation
	Full
	
	
	
	
	



[bookmark: _Toc31880872]Renewals
	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	2.4.1
	The system must initiate the renewal process for specific permits in a timely manner based on business rules.
	Full
	
	
	
	
	

	2.4.2
	The system must provide a list of pending renewals and allow the list to be exported (to Taxation).
	Full
	
	
	
	
	

	2.4.3
	The system must allow users to remove or add tax holds via a UI and allow tax holds to be added by importing files received from Taxation.
	Full
	
	
	
	
	

	2.4.4
	The system must notify DOLC users, per business rules, when tax holds are added or removed.
	Full
	
	
	
	
	

	2.4.5
	The system must generate notifications for permit holders with tax holds based on records from Taxation.
	Full
	
	
	
	
	

	2.4.6
	The system must upload a taxation file at each renewal period and associate the file with corresponding permit holders.
	Full
	
	
	
	
	

	2.4.7
	The system must generate a notice to all legislative authorities of renewals within the upcoming renewal district or period.
	Full
	
	
	
	
	

	2.4.8
	The system must generate time-driven notifications and applications for all eligible permit holders in that renewal period. This will include email notifications and online applications as well as physical mailed letters with paper applications for permit holders with no email address on file. 
	Full
	
	
	
	
	

	2.4.9
	The system must allow online renewal and manual renewal entry upon receipt of renewal application after mailed application is received.
	Full
	
	
	
	
	

	2.4.10
	The system must allow online payment as well as manual entry of payment received. This includes paying for multiple locations using a single payment. 
	Full
	
	
	
	
	

	2.4.11
	The system must generate a report listing renewal-eligible permit holders that did not renew by a specified time. (Send letters to seller and buyer at this point).
	Full
	
	
	
	
	

	2.4.12
	The system must automatically renew a permit if specific criteria are met.
	Full
	
	
	
	
	

	2.4.13
	The system must allow the fees for renewals to be charged by renewal type and time until renewal.
	Full
	
	
	
	
	

	2.4.14
	The system must recognize if the permit to be renewed is in the process of transferring and notify the buyer of the renewal (system generated letter).
	Full
	
	
	
	
	

	2.4.15
	During the renewal process, the system must trigger notifications to the permit holders about the status of the renewal and anything that they need to do.
	Full
	
	
	
	
	

	2.4.16
	If the permit holder fails to submit their renewal request and pay their renewal fee within a set timeframe, the system must flag the permit for Cancellation Failure to Renew (CFRE).
	Full
	
	
	
	
	

	2.4.17
	The system must allow a user to indicate that a permit under CFRE has a pending appeal, and to indicate when the appeal is resolved.
	Full
	
	
	
	
	

	2.4.18
	The system must allow users to enter and manage data pertaining to the appeal.
	Full
	
	
	
	
	

	2.4.19
	The system must indicate to the user the list of permits under CFRE that do not have an active appeal, so the user may cancel the permits.
	Full
	
	
	
	
	

	2.4.20
	The system must provide the users with the ability to bulk cancel permits under CFRE and with no appeal.
	Full
	
	
	
	
	

	2.4.21
	When a renewal fee has been paid and a tax hold indicated, the system must generate a tax non-renewal order (letter to the holder, certified mail) and not further process the renewal until the tax hold is cleared.
	Full
	
	
	
	
	

	2.4.22
	The system must provide users with the ability to bulk cancel permits with tax holds and no appeals on file.
	Full
	
	
	
	
	

	2.4.23
	The system must allow users to enter and manage data pertaining to tax clearances.
	Full
	
	
	
	
	












[bookmark: _Toc31880873]Transfers
	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	2.5.1
	The system must support transfer of a permit from one person/entity to another. This can be an owner, a location, or both. 
	POC
	
	
	
	
	

	2.5.2
	The system must provide a screen that shows the assigned Agency history for a permit holder, i.e. assigned Agency, assignment dates, transfers, reason for transfer, etc..
	POC
	
	
	
	
	


[bookmark: _Toc31880874]Other Transactions/Supplemental Data
	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	2.6.1
	The system must allow holders of specific permits to access UI forms and documents that they must complete on a scheduled basis (for example, S permit holders must supply customer lists annually).
	Full
	
	
	
	
	

	2.6.2
	The system must allow online submission of documents.
	Full
	
	
	
	
	

	2.6.3
	The system should also allow an internal user to enter data on behalf of the customer.
	Full
	
	
	
	
	

	2.6.4
	This supplemental data entered must be available for reporting.
	Full
	
	
	
	
	

	2.6.5
	The system must provide a mechanism for the DOLC to know when this data is coming due, due, required but missing so that they can act on it.
	Full
	
	
	
	
	

	2.6.6
	The system must allow a user to add supplemental data to the permit. For example, assigned agency, etc..
	Full
	
	
	
	
	















[bookmark: _Toc31880875]Dependent Data
[bookmark: _Toc31880876]Oversight and Enforcement
	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	3.1.1
	The system must allow the creation of a new case (and entity to be tracked and that business rules will validate against) related to violations, watches, tax holds, complaints, other, etc..
	Full
	
	
	
	
	

	3.1.2
	The creation of specific types of cases will be based on who is entering the case and/or a selection of case type.
	Full
	
	
	
	
	

	3.1.3
	The system must allow users to create and manage cases, including type, notes, status, and supporting documentation. 
	Full
	
	
	
	
	

	3.1.4
	The system must allow entry of BCI results of background check results received via mail.
	Full
	
	
	
	
	

	3.1.5
	The system must allow the user to update permits for the purposes of safekeeping, closing authority, expansion/diminution.
	Full
	
	
	
	
	

	3.1.6
	The system must generate a notification/task for Investigative Services if a 2nd renewal is processed for a permit in active safekeeping status or a closing authority has exceeded 180 days.
	Full
	
	
	
	
	

	3.1.7
	The system must generate status notifications to applicant/permit holders. Online applicants will receive e-notifications, mail applicants will receive mailed notifications generated from letter templates.
	Full
	
	
	
	
	

	3.1.8
	The system must generate notifications to designated departments on specific milestones of a case.
	Full
	
	
	
	
	

	3.1.9
	The system must generate reminders to users who initiated a correction notice by the deadline to follow up on permit holder response.
	Full
	
	
	
	
	

	3.1.10
	The system must provide the ability to integrate assigned tasks with Outlook.
	Full
	
	
	
	
	

	3.1.11
	The system must provide a quick summary of upcoming tasks so that user can immediately know upon logging in tasks that are imminently due.
	Full
	
	
	
	
	

	3.1.12
	The system must allow user to search for cases using multiple data elements, including but not limited to permit#, permit holder name, task#, etc..
	Full
	
	
	
	
	






[bookmark: _Toc31880877]Quota

	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	3.2.1
	The system must support management of population/census data from the State that is used to determine permit quota allowances.
	POC
	
	
	
	
	

	3.2.2
	The system must support management of quota exemption data and allow manual edit (and override) of quota data.
	POC
	
	
	
	
	

	3.2.3
	The system must allow a user to track, report and manually edit district structure when cities are dissolved or incorporated or as necessary.
	Full
	
	
	
	
	

	3.2.4
	The system must allow different types of quotas to be captured based on area zones.
	POC
	
	
	
	
	

	3.2.5
	The system must track application/permits awaiting quota openings.
	POC
	
	
	
	
	

	3.2.6
	The system must provide the ability to attach received docs from the State on population/census data changes. 
	Full
	
	
	
	
	

	3.2.7
	The system must display permit quota related details on a per taxing district basis, e.g. permit classes, populations ratios, permits possible, permits issued, permit openings, and applications on file.
	POC
	
	
	
	
	

	3.2.8
	The system must allow quota updates to go through an approval process.
	Full
	
	
	
	
	



[bookmark: _Toc31880878]Local Option

	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	3.3.1
	The system must support management of local option data from the Board of Elections that is used to determine whether an address is wet/dry and allow manual editing of data.
	POC
	
	
	
	
	

	3.3.2
	The system must provide historical data of local option at an address and track changes.
	Full
	
	
	
	
	

	3.3.3
	The system must provide the ability to attach received docs from the Board of Elections on Local Option data.
	Full
	
	
	
	
	















[bookmark: _Toc31880879]Districts/Areas

	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	3.4.1
	The system must support the entry, update, and management of various types of designated areas including Community Entertainment Districts, Revitalization Districts, Resort Areas, and Designated Outdoor Refreshment Areas (DORA).
	POC
	
	
	
	
	

	3.4.2
	The system must validate permits against these districts according to business rules.
	POC
	
	
	
	
	



















[bookmark: _Toc31880880]Organization
	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	3.5.1
	The system must support the entry, update, and management of various types of authorities including, legislative authorities, city engineers, board of elections, police departments, etc. 
	Full
	
	
	
	
	

	3.5.2
	The system must be able trigger letters to these entities based on business rules.
	Full
	
	
	
	
	





[bookmark: _Toc31880881]Document Generation & Management
The business needs to be able to upload, store, tag, retrieve, generate, mail and send documents and emails across internal and external systems. 

Documents to be generated include:
· All the documents required for permits/applications, which can be found at: https://www.com.ohio.gov/liqr/default.aspx
· Email notifications
· Mailed letters (including ATO and tax renewals)
· Permits

Documents to be stored include all of the above, plus any inbound letters and emails as well as supporting documentation. 


	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	4.1.1
	The system must provide document tagging and storage capabilities.
	POC
	
	
	
	
	

	4.1.2
	The system must allow paper-based documents to be scanned and associated with specific customer applications.
	Full
	
	
	
	
	

	4.1.3
	The system must allow for document attributes, i.e. doc type, sensitivity, etc., to be associated at the point of scanning or captured at upload.
	POC
	
	
	
	
	

	4.1.4
	The system must be able to generate documentation and emails appropriate to stages within the workflow.
	POC
	
	
	
	
	

	4.1.5
	The system must be able to dynamically generate documentation based on the specific permit for the user and that includes user-entered data as part of the document (for example, print a form containing user-entered data for notarization).
	POC
	
	
	
	
	

	4.1.6
	The system must retain generated documents, as complete files, for a configurable timeframe. (If a reprint is requested, it must be from a complete file, not a new re-generated document).
	Full
	
	
	
	
	

	4.1.7
	The system must associate all documents (unless unidentifiable) to either an application ID and/or Permit Number. 
	POC
	
	
	
	
	

	4.1.8
	The system must generate Documents in PDF format.
	POC
	
	
	
	
	

	4.1.9
	The system must be able to print generated and uploaded documents.
	POC
	
	
	
	
	

	4.1.10
	The system must provide a method for printing outputs for mailing purposes (i.e. labels or envelope format).
	Full
	
	
	
	
	

	4.1.11
	The system must provide means to generate appropriate output.
	Full
	
	
	
	
	

	4.1.12
	The system must be able to generate special output formats required: i.e. permits for premises display, solicitor cards, etc..
	Full
	
	
	
	
	

	4.1.13
	The system must allow generation of high-volume printouts without ITG intervention.
	Full
	
	
	
	
	

	4.1.14
	The system must provide a method to record received documentation that is not related to any application ID or permit number on file. i.e. background check.
	Full
	
	
	
	
	

	4.1.15
	The system must allow review of all untagged documents.
	Full
	
	
	
	
	

	4.1.16
	The system must allow users to “tag” untagged documents, effectively linking them to a permit/application.
	Full
	
	
	
	
	

	4.1.17
	The system must track sent or received documentation and record any update made to the original.
	Full
	
	
	
	
	

	4.1.18
	The system must allow access to specific documents based on user role.
	Full
	
	
	
	
	

	4.1.19
	The system must allow documents to be uploaded and shared across the internal and external applications.
	Full
	
	
	
	
	

	4.1.20
	The system must allow uploading of new/updated templates by document or email type.
	Full
	
	
	
	
	

	4.1.21
	The system must generate emails or reports/letters by merging database content with a chosen template. 
	Full
	
	
	
	
	

	4.1.22
	The system must send an email based on an email template with an optional attached report/letter based on a template.
	Full
	
	
	
	
	

	4.1.23
	The system must allow a user to send letters using existing templates to different stakeholders.
	Full
	
	
	
	
	

	4.1.24
	The system must allow users with appropriate role to update document templates for document generation.
	Full
	
	
	
	
	

	4.1.25
	The system must allow the user to designate which documents require signature and allow the user to designate the field location(s) on the document for the signature(s) to be placed.
	Full
	
	
	
	
	

	4.1.26
	The system must allow users to mass print documents across the entire platform as part of a single batch print job, based on the process or request.
	Full
	
	
	
	
	

	4.1.27
	The system must barcode the generated document to support linking/designating where they belong once received.
	Full
	
	
	
	
	

	4.1.28
	The system must be able to link barcoded documents to the appropriate entity.
	Full
	
	
	
	
	



[bookmark: _Toc31880882]Accounting
	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	5.1.1
	The system must allow users to pay by credit card, cash, money order, or by check.
	Full
	
	
	
	
	

	5.1.2
	The system must charge the customer one or more fees by permit type and action. 
	Full
	
	
	
	
	

	5.1.3
	The system must allow reversal of payments and note the reason (such as NSF, returned by bank, etc.)
	Full
	
	
	
	
	

	5.1.4
	The system must interface/integrate with OAKS and send/receive payment and refund data. The state’s preference is to use existing capabilities within the OAKS API/service catalog where possible.  In the event that an existing service is not available, the vendor is required to work with the state to deploy a REST-based API or service, brokered through the Oracle Fusion Middleware/SOA Suite platform, following the foundational principles of Service Oriented Architecture.
	Full
	
	
	
	
	

	5.1.5
	The system must trigger refunds to be sent from OAKS as required by the business rules.
	Full
	
	
	
	
	

	5.1.6
	The system must provide notifications when payment is outstanding or when a refund is due.
	Full
	
	
	
	
	

	5.1.7
	The system must indicate payment status to the user.
	Full
	
	
	
	
	

	5.1.8
	The system must provide reports of payment-related items including inbound customer payments, refunds, and information required for taxing district disbursements.
	Full
	
	
	
	
	

	5.1.9
	The system must calculate the portion of the permit fees to be paid to each taxing district and output the values and permit details.
	Full
	
	
	
	
	

	5.1.10
	The system must trigger remittance letters/notifications to payment recipients detailing the refund or payment information.
	Full
	
	
	
	
	










[bookmark: _Toc31880883] Tasks & Workflow
The business needs a robust workflow capability that can support Permitting. It must be customizable based on permit attributes. For this section, “user” refers to internal users only.

	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	6.1.1
	The system must implement a workflow with the steps defined by DOLC.
	POC
	
	
	
	
	

	6.1.2
	The system must associate received documentation and saved data with specific steps within the workflow and systematically drive the subject along and prompt users accordingly.
	POC
	
	
	
	
	

	6.1.3
	The system must drive application data entry end to end, accounting for different phases and favoring quick intervention from responsible users to move subject along.
	Full
	
	
	
	
	

	6.1.4
	The system must allow rejection of applications back to previous users if a requirement is missing from previous step.
	Full
	
	
	
	
	

	6.1.5
	The system must allow for workflow rules to be defined based on application parameters and processing stages.
	POC
	
	
	
	
	

	6.1.6
	The system must allow multiple workflow triggers, including action-response base, follow up timers, wake up events, system/application data, Doc-type driven, etc.
	Full
	
	
	
	
	

	6.1.7
	The system must allow a user to indicate unavailable timeframes for workflow item assignment.
	POC
	
	
	
	
	

	6.1.8
	The system must allow activities presently assigned to a user to be re-assigned to another user.
	POC
	
	
	
	
	

	6.1.9
	The system must track workflow attributes including all phase, assignee, and date changes. 
	POC
	
	
	
	
	

	6.1.10
	The system must display all outstanding alerts/tasks for the user.
	POC
	
	
	
	
	

	6.1.11
	The system must allow creation and scheduling of tasks.
	Full
	
	
	
	
	

	6.1.12
	The system must allow tasks to be assigned different priority levels and highlight the levels visually.
	Full
	
	
	
	
	

	6.1.13
	The system must allow tasks to be assigned and unassigned to users. 
	POC
	
	
	
	
	

	6.1.14
	The system must use a combination of First-In First-Out (FIFO) and Imminent event date to provide a logic that drives priority order in which applications should be processed.
	Full
	
	
	
	
	

	6.1.15
	The system must be able to route applications to users and/or queues based on predefined criteria.
	POC
	
	
	
	
	

	6.1.16
	The system must allow internal management users to assign applications to users and/or queues.
	Full
	
	
	
	
	

	6.1.17
	The system must allow tasks creation and assignment to other users/teams/queues in relation to applications.
	POC
	
	
	
	
	

	6.1.18
	The system must provide the ability to generate notifications to applicant/permit holder on milestones, and to user on updates/changes made by applicant/permit holder post submission.
	Full
	
	
	
	
	

	6.1.19
	The system must allow a user to assign a customer account to specific users.
	Full
	
	
	
	
	

	6.1.20
	The system must allow user with proper credential to reassign tasks/applications to another user, individually or in bulk.
	POC
	
	
	
	
	

	6.1.21
	The system must allow an escalation process.
	Full
	
	
	
	
	

	6.1.22
	The system must provide a way to indicate unwanted/uncategorized files.
	Full
	
	
	
	
	

	6.1.23
	The system must provide regional work queues made of several zip codes and assigned to specific compliance agents and the ability to automatically route or manually override/assign requests.
	Full
	
	
	
	
	

	6.1.24
	The system must allow user with appropriate credentials to make assignments or to edit regional zip code queues and assigned compliance agent.
	Full
	
	
	
	
	

	6.1.25
	The system must allow a task to be created and assigned to another internal team for review/recommendation.
	Full
	
	
	
	
	

	6.1.26
	The system must allow users to add notes to tasks as needed.
	POC
	
	
	
	
	

	6.1.27
	The system must allow users to open and close tasks as needed.
	POC
	
	
	
	
	



[bookmark: _Document_Generation_&][bookmark: _Toc31880884]Communications & Notes
	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	7.1.1
	The system must provide the capability to send emails and/or SMS messages to system users, contacts, and customers.
	POC
	
	
	
	
	

	7.1.2
	The system must allow any call or correspondence in relation to applications to be logged with date/time, who was involved, description, and action/follow-up/resolution. 
	Full
	
	
	
	
	

	7.1.3
	The system must allow the user to click on a link or button, initiating an email to an applicant/permit holder.
	Full
	
	
	
	
	

	7.1.4
	The system must allow the user to enter notes, visible to other users, on the application. 
	POC
	
	
	
	
	



[bookmark: _Toc31880885]Reporting
The business needs several on demand reports and scheduled reports to maintain permit processing and identify issues. Additionally, the business needs the ability to create ad-hoc reports and convert them to scheduled reports. All data must be made available to the state on demand and on scheduled refresh for reporting and analytics outside of the system at the discretion of the state.  Offerors must demonstrate methods for data extraction or access and identify any costs, now or in the future, associated with data extraction, connection, or egress.  

	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	8.1.1
	The system must include scheduled reports as provided by DOLC
	Full
	
	
	
	
	

	8.1.2
	The system must allow a user to maintain the report schedule.
	Full
	
	
	
	
	

	8.1.3
	The system must maintain the produced reports for a minimum of 2 years and make them available for viewing, downloading, and printing.
	Full
	
	
	
	
	

	8.1.4
	The system must allow additional reports to be defined and scheduled.
	Full
	
	
	
	
	

	8.1.5
	The system must allow ad-hoc reporting based on data attributes defined by DOLC.
	Full
	
	
	
	
	

	8.1.6
	The system must generate a report/summary of all documentation submitted/received with each application.
	Full
	
	
	
	
	

	8.1.7
	The system must allow private fields to be redacted in any report or generated document.
	Full
	
	
	
	
	

	8.1.8
	The system must serve as new database for what is currently being used as OSS Permit log and automatically generate Registration Numbers.
	Full
	
	
	
	
	












[bookmark: _Toc31880886]External interfaces
The business has several existing interfaces to other State or third-party systems that must be reproduced. While new functionality is not required for many of these interfaces, the existing functionality must be maintained.

	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	9.1.1
	The licensing system must interface with the retail side of DOLC to share permit holder, inspection, legal, and agency information.
	Full
	
	
	
	
	

	9.1.2
	The system must provide a link to BCI to display Web Check results from Background check results or push a daily file to DOLC that will be uploaded into permit holder records.
	Full
	
	
	
	
	

	9.1.3
	The system must interface with the Ohio Automated Securities Information Submission (OASIS) so that all liquor permit information continues to be sent to Ohio Department of Public Safety (ODPS).
	Full
	
	
	
	
	

	9.1.4
	The system must interface with Taxation so that safekeeping/closing authority applications, terminations notifications, and tax holds can be sent back and forth to Taxation.
	Full
	
	
	
	
	

	9.1.5
	The system must interface with OAKS for payment and accounting information. 
	Full
	
	
	
	
	

	9.1.6
	The system must interface with Ohio Development Services Agency for census information.
	Full
	
	
	
	
	

	9.1.7
	The system must provide publicly available permit data to the DOLC website for public permit and violation lookups. 
	Full
	
	
	
	
	

	[bookmark: _Hlk22301752]9.1.8
	The solution’s User Interface should be capable of integrating with State’s Portal platform based on IBM, now HCL, Digital Experience (DX) product stack. 
	POC
	
	
	
	
	

	9.1.9
	The solution’s user interfaces should follow State of Ohio enterprise digital Style Guide framework for user interface design. The Style Guide is published at http://ux.ohio.gov
	POC
	
	
	
	
	



[bookmark: _Toc31880887]Supportability
The business needs training and documentation to maintain and support the system for its staff, partners, and customers. Specific materials include online help documentation within the internal application and training and documentation described in the Other Requirements section of this document.

	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	10.1.1
	The system must provide searchable online help capability. 
	Full
	
	
	
	
	






[bookmark: _Toc31880888]Other Requirements

[bookmark: _Toc31880889]Regulatory, Security, & Compliance
The business needs the new system to meet all existing and new Ohio Liquor Laws & Rules, adaptable by DOLC. This would include accessibility requirements, retention schedule, security procedures, and data masking in relation to Confidential Personal Information (“CPI”) and Personally Identifiable Information (“PII”). 

The complete policies are located at: https://das.ohio.gov/Divisions/Information-Technology/State-of-Ohio-IT-Policies 
Standards are located at: https://das.ohio.gov/Divisions/Information-Technology/State-of-Ohio-IT-Standards



	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	11.1.1
	The system's interface must adhere to the State-specified accessibility standards. Refer to the Web Content Accessibility Guidelines (WCAG) 2.0, Level A and Level AA
	Full
	
	
	
	
	

	11.1.2
	The system must maintain all permitting-related data until manually purged from the system
	Full
	
	
	
	
	

	11.1.3
	The system must follow state guidelines for all security procedures
	Full
	
	
	
	
	

	11.1.4
	The system must follow state guidelines for data masking, where required
	Full
	
	
	
	
	

	11.1.5
	The system must be secure in terms of log in access and account verification
	Full
	
	
	
	
	

	11.1.6
	The system must comply with all state mandated confidential personal information (CPI) policy
	Full
	
	
	
	
	

	11.1.7
	The system must define all application data fields as either private or public
	Full
	
	
	
	
	

	11.1.8
	The system will be compliant with state policies
	Full
	
	
	
	
	






















[bookmark: _Toc31880890]Operational 
The business needs the new applications to support both the current number of users and any anticipated growth while maintaining stability of the system. The design for the internal site should accommodate a significant number of users who may be using outdated hardware and connections. The external site should balance speed, functionality, and aesthetics for the optimal customer experience.

	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	20.2.1
	The system must support a minimum of 200 DOLC users and a minimum of 200 other state agency users.
	Full
	
	
	
	
	

	20.2.2
	The system must support up to 5,000 concurrent users.
	Full
	
	
	
	
	

	20.2.3
	The system should be able to support a minimum of 100,000 permit holders and permit holder designees (external users).
	Full
	
	
	
	
	

	20.2.4
	The system must allow DOLC administrators to adjust user session timeout limits.
	Full
	
	
	
	
	

	20.2.5
	The system shall be available except during scheduled maintenance. 
	Full
	
	
	
	
	

	20.2.6
	System data shall be backed up daily.
	Full
	
	
	
	
	

	20.2.7
	System data shall be retained according to state data retention policy.
	Full
	
	
	
	
	

	20.2.8
	Time out of the input screen shall not be less than 10 minutes.
	Full
	
	
	
	
	

	20.2.9
	The system must update account with all approved permits real time so that rules and regulations can be applicable to the most updated records.
	Full
	
	
	
	
	

	20.2.10
	The system must be architected/built such that 95% of web transactions (internal and external) complete ≤2.0 seconds
	Full
	
	
	
	
	

	20.2.11
	The system must ensure that the applicant/permit holder site can be rendered and fully functional on phones and tablets
	Full
	
	
	
	
	

	20.2.12
	The system must support IE, Chrome, and Firefox browsers, including the current version and previous versions.
	Full
	
	
	
	
	

	20.2.13
	The system will be designed in a manner that will allow future additional functionality to be added for DOLC or even the Dept of Commerce. In other words, the permitting-related functions should be anticipated to be a sub-system from a design standpoint.
	Full
	
	
	
	
	




[bookmark: _Toc22558084][bookmark: _Toc22558085][bookmark: _Toc22558086][bookmark: _Toc22558087][bookmark: _Toc22558088][bookmark: _Toc22558089][bookmark: _Toc22558090][bookmark: _Toc22558091][bookmark: _Toc22558092][bookmark: _Toc22558093][bookmark: _Toc22558094][bookmark: _Toc22558095][bookmark: _Toc22558096][bookmark: _Toc31880891]User Interface
[bookmark: _Toc262470092][bookmark: _Toc330982363][bookmark: _Toc333922794]
	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	20.3.1
	Every screen will follow consistent aesthetic standards that will include attributes such as:
· Color scheme
· Header, footer, navigation bar
· Font style and size
	Full
	
	
	
	
	

	20.3.2
	All date fields shall provide calendar tool for date selection.
	Full
	
	
	
	
	

	20.3.3
	All validation messages shall display in a visually obvious way, so the user can see errors/issues.
	Full
	
	
	
	
	

	20.3.4
	Should not allow the user to enter more characters than field allows.
	Full
	
	
	
	
	














[bookmark: _Toc31880892]Data Migration Requirements
The business needs all existing data and documents to be loaded into and consumable in the new system.

	
	
	
	Indicate with “X”
	

	Reqmnt. Number
	Requirement Description
	Project Phase Relevant
(“POC” / “Full”)
	  (F)  Fully Met - Configuration
	  (P)  Fully Met - 3rd Party
	  (M)  Fully Met - Modification
	  (D)  Not Met
	Offeror Narrative and Response
(This column MUST be completed for every requirement)

	20.4.1 
	The system must accept a one-time load of permitting related data, including all current and past permit holders, violations, inspections, and documents. 
	POC
	
	
	
	
	

	20.4.2 
	The system must accept a one-time load of all current and past support documentation currently available as directed by DOLC.
	POC
	
	
	
	
	

	20.4.3 
	The system must accept a one-time load of all in-process reports to be generated by the current ITG overnight batch process. This load must be in electronic form.
	POC
	
	
	
	
	

	20.4.4
	The system must migrate all data currently being handled by ABCS and ensure the database functionality continues
	POC
	
	
	
	
	

	20.4.5
	The system must allow users to pull a report on data currently captured in ABCS which will be migrated.
	Full
	
	
	
	
	

	20.4.6
	The system must migrate all quota data currently captured in CICS.
	POC
	
	
	
	
	

	20.4.7
	The system must migrate all current local option data captured in CICS
	POC
	
	
	
	
	

	20.4.8
	The system must migrate all district and area (CED, DORA, Resort, Revitalization, etc.) information captured in CICS
	POC
	
	
	
	
	



[bookmark: _Toc31880893]Non-system Requirements
The business must also be provided with:
· Appropriate role-based training on the new application
· An understanding of the customer-facing application, to be able to assist customers
· A reference guide to be able to help customers through the external application
· 
IT must be provided with:
· Standards documentation for future enhancements
· Technical designs and architecture 

[bookmark: _Toc31880894][bookmark: Facility_Numbering]System Elements
[bookmark: _DOLC_License_Number][bookmark: _Toc31880895]DOLC License Number Formatting
The format of the license/certification number is determined based on the application type and the number of licenses for the applicant. 

[image: ]


New classes of permit for an existing location, will re-use the existing number. For example, a request for a D3A will be assigned as the same number for the D3 that the applicant already possesses. 
[bookmark: _Common_Data_Elements][bookmark: _Permit_Wizard][bookmark: _Permit_Types][bookmark: _Tasting_Application_Elements][bookmark: _Document_Forms]

[bookmark: _Quota_Elements][bookmark: _Toc31880896]Proof of Concept Use Cases – 
This section describes how internal and applicant/permit holders will interact with the system. These interactions are organized as use cases. Each use case describes a different kind of interaction, usually corresponding with something the user wants to accomplish using the system.

Every use case has a chart that describes the steps that typically occur. Some use cases also have alternate scenarios to address variations that may occur.  

Preconditions and Postconditions are given for each use case. The Preconditions place the use case within a context of what has happened before the use case begins. The Postconditions describe the situation after the use case completes. Preconditions and postconditions apply to the entire use case, i.e. the typical steps and any alternate scenarios.  

The flow of the use cases for the Proof of Concept is as follows:

[image: ]


[bookmark: _Toc333922774]
[bookmark: _Toc31880897]UC X.X Login applicant/permit holder
	Step
	User 
	System 

	1
	
	Allow customer to enter username and password

Provide the following options:
· Login
· Reset Password


	2
	Enter a user ID and password.  Select Login.
	Validate the user ID and password.  Verify that user account is active.

If the user ID and password are invalid or inactive, display an error message and repeat this step.

· If account is invalid display error message “The username and/or password entered is incorrect.  Please try again.”

· If account is inactive display error message “The username entered is inactive.  Please contact your system administrator for additional assistance.”

Otherwise, retrieve the user’s role.  Display the user’s name across the top ‘Welcome <user first and last name>” and display system home page.

Display a list of Permits/Applications, grouped by legal entity, then by location, in table format. Title the list “Permits” and include the following in the list:
· Legal Entity
· Location
· Permit/Application Number (Link to view incident)
· Status (If Status = ‘Draft’, provide option to delete.  See UC X.X)
· Permit Type/Class
· Date Started
· Date Submitted to DOLC
· Date Approved
· Next Renewal 

Provide the following menu options:
· My Account 
· Add Legal Entity
· Add New Location
· Request New Permit for this Location (at the location level. If no location, do not display)
· Transfer (This option will be displayed for each permit where transfers are allowed). If transfers are not allowed, display “non-transferable” and allow mouseover or help to explain why.


	3
	Select My Account.
	(Not in scope for Proof of Concept)

	4
	Select Add Legal Entity.
	Go to UC X.X Add Legal Entity

	5
	Select Add Location.
	Go to UC X.X Add Location

	6
	Select Request New Permit for this Location.
	Go to UC X.X Apply for Permit for this Location



Preconditions
The user accessed the system home page via a supported browser. 

Postconditions
The user has logged on and can view their home screen.


[bookmark: _Toc31880898]Complete Permit Application
[bookmark: _UC_X.X_Determine][bookmark: _Toc31880899]UC X.X Add Legal Entity
	Step
	User 
	System 

	1
	
	Allow customer to enter:
Type of business
· Individual
· Partnership
· Corporation
· LLC
· Non-profit
Legal Entity
· Business/Applicant Name
· DBA
· Is this a fictitious name? (Do not display if Individual)
· If yes, Enter official name
· Tax ID (SSN if Individual)
· Phone
· Email
· Contact Name
· Mailing Address Line 1
· Mailing Address Line 2
· Mailing City
· Mailing State
· Mailing Zip
Attorney (Optional)
· Attorney Name
· Address Line 1
· Address Line 2
· City
· State
· Zip
· Phone
· Email
· Should your attorney have access to your permit in this system? 

Provide the option to:
· Continue (show if type is NOT individual)
· Add Location (UC X.X Add Location) (show if type is individual)
· Cancel

	2
	Click Continue

	Display a screen that allows the customer to enter the officer, partner, shareholder data. This will be used when the business type is not = Individual.

See “Entity Disclosure” for details on what to display/require here. 

Provide the option to:
· Add Location (UC X.X Add Location)
· Cancel



Preconditions
The user has successfully logged into the application via a supported browser and selected the option to add a legal entity.

Postconditions
The customer may have created an application and submitted the application for review, or they may have created a legal entity
[bookmark: _Toc31880900]UC X.X Add Location

	Step
	User 
	System 

	1
	
	Allow customer to enter:
Location
· DBA
· Is this a fictitious name? (Do not display if Individual)
· If yes, Enter official name
· Permit Premise Address Line 1
· Permit Premise Address Line 2
· Permit Premise Township (if outside city limits)
· Permit Premise City
· Permit Premise Zip
· Permit Premise County
· Phone
· Email
· Contact Name
· Premise Type
· Restaurant/Bar
· Private Club for Members Only

(If Restaurant/Bar) Where is this restaurant/bar located (select one):
· Hotel
· Boat
· Railroad
· Airport
· Enclosed Shopping Center
· Resort Area
· Community Entertainment District
· Revitalization District
· None of the above

If CED is selected, display a drop down of designated Community Entertainment Districts in the system and require the user to select their district. Filter the list based on the location address.


Provide the option to:
· Save
· Apply for Permit (UC X.X Apply for Permit)
· Cancel



Preconditions
The customer has successfully logged into the application via a supported browser and selected the option to create a location for a legal entity.

Postconditions
The customer may have created an application and submitted the application for review, or they may have created a location.
[bookmark: _Toc31880901]UC X.X Apply for Permit
This use case describes how the system guides the customer through the process to determine which permit to apply for. 

The customer will have the ability to save the application and return later to complete.  Once the application is complete, the customer may select to submit the application to the DOLC.

Note: Each application is unique in the information collected. See Section 3 for additional detailed information. 

This use case includes the steps in the chart below.

	Step
	User 
	System 

	1
	
	Prompt the customer to select the type of application they wish to create:  

Create Application for Permit Type:
· Temporary Special Event
· New Bar, Restaurant, or Carry-out
· Purchase a permit as a transfer
· Manufacturer
· Distributor
· Label
· Product
· Renewal 
· Tasting

	2
	Select Special Event
	Go to UC X.X Temporary Special Event (Not in scope for Proof of Concept)

	3
	Select Retail
	Go to UC X.X New Bar, Restaurant, or Carry-out

	4
	Select Transfer
	Go to UC X.X Initiate Permit Transfer

	5
	Select Manufacturer
	Go to UC X.X Manufacturer (Not in scope for Proof of Concept)

	6
	Select Distributer
	Go to UC X.X Distributor (Not in scope for Proof of Concept)

	7
	Select Label
	Go to UC X.X Label (Not in scope for Proof of Concept)

	8
	Select Product
	Go to UC X.X Product (Not in scope for Proof of Concept)

	9
	Select Renewal
	Go to UC X.X Renewal (Not in scope for Proof of Concept)

	10
	Select Tasting
	Go to UC X.X Tasting (Not in scope for Proof of Concept)

	11
	Select Purchase a permit as a transfer

	Go to UC X.X Initiate Permit Transfer as a Buyer



Preconditions
The customer has successfully logged into the application via a supported browser and selected the option to create an application.

Postconditions
The customer may have created an application and submitted the application for review, or they may have created an application and saved as a draft.

[bookmark: _UC_X.X_Special]UC X.X Retail
	Step
	User 
	System 

	1
	
	Based on legal entity, location, and existing permit data, the system will determine which permits are applicable for the customer to request.  See “Permit Wizard” and “Business Rules for Validation” for more information.

The screen will have two options, a self -service selection of the permit type/class, or a guided option. 

For the self-service method, display a list of applicable permit types/classes. Include a high-level description for each (Example: D6: Sunday Sales).

Also display fields required to determine which applicable permit type to choose. Allow the self-service selection to pre-populate the fields so that customers may verify their self-service selection. 

Likewise, as the customer is selecting permit options, activate or deactivate permit type options from the list, based on the user’s selections. 

Self-service
· Applicable permits (drop down based on known data and biz rules)

Help me determine my permit
· How items will be consumed (multi-select)
· On premises
· Carry-out
· What will be sold (multi-select)
· Beer
· Wine
· Mixed Beverages
· Spirituous Liquor
· Sales until (only ask if on-premise consumption is occurring)
· 1am
· 2:30am

Provide the option to:
· Continue
· Back


	2
	Click Continue

	Validate all required fields are complete or display appropriate error message.

If validation passes:
· Store application information
· Display Retail Questions as indicated in “Permit Form Questions – Retailer (New)” for the determined permit type.
Allow customer to answer question per the spreadsheet.

Provide the option to:
· Continue
· Back


	3
	Click Continue

	Display terms and conditions for customer based on permit type. See Terms and Conditions for more information. 

Provide the option to:
· Agree 
(Go to UC X.X Download Permit Documents)
· Back




Preconditions
The customer has successfully logged into the LITS application via a supported browser and chosen to request a new Retail Permit.  

Postconditions
The customer may have added information for the application.



UC X.X Initiate Permit Transfer as Seller

	Step
	User 
	System 

	1
	
	On the customer’s permit list after login, if the permit type is transferrable (See “Quota/Transferrable Restrictions” for which permit types are transferrable), provide an option for the customer to initiate a transfer request. 

If the permit type is not transferrable, do not display the option to transfer to the customer


	2
	Click Transfer

	Prompt the customer:
Will the permit premises be moved to a new location? 

Is this a court ordered or appointment transfer?

(If Yes)
Select the transfer type:
· By-Pass Estate
· From Estate/Heir
· Administrator/Partner to Remaining Partner
· Court Order- Sale to New Owner
· Transfer to Trust
· Transfer to US Marshall
· Seizure of Business by IRS
· Repossession of Business due to Default
· Transfer of Concessionaire on Government Property

(If No)
Select the transfer type:
· Basic Sale/ Transfer of business
· Sale/Transfer via Economic Development TREX
· Permit Holder Transfer to Individual, Corporation, LLC or Partnership
· Permit Holder Adding Officer, Stockholder, Member or Partner
· Sale/Transfer due to Divorce
· Merger from Existing Entity to Another
· Assignment of Interest to Another Individual or Entity
· Dissolution of Entity

Provide the option to:
· Save for Later
· Continue


	3
	Click Continue
	If there is a buyer, allow customer to search for and select or enter the buyer legal entity. 
Go to UC X.X Add Legal Entity
Go to UC X.X Lookup Legal Entity/Location

If the permit will be moved to a new location, allow the user to search for and select or enter the location. 
Go to UC X.X Add Location
Go to UC X.X Lookup Legal Entity/Location


	4
	
	Based on the selection above, display the questions to be answered for transfer. See “Permit Form Questions: Transfer” for more information. Pre-populate any data that already exists for this permit, like seller attorney, etc. 

Provide the option to enter the data and answer the questions then choose:
· Save for Later
· Continue


	5
	Click Continue
	Save the information
Create relationships for legal entities and locations and permits as needed. 

(Go to UC X.X Download Permit Documents)
(Go to UC X.X Upload Permit Documents)
(Go to UC X.X Make Payment)
(Go to UC X.X Sign Permit)
(Go to UC X.X Submit Permit for Approval)




Preconditions
The customer has successfully logged into the LITS application via a supported browser, searched for and selected a permit.  

Postconditions
The customer may have initiated a permit transfer

UC X.X Initiate Permit Transfer as Buyer

	Step
	User 
	System 

	1
	
	Prompt the customer for permit information:

· Permit Number 

Allow the customer to enter more than one permit number.
(Future use case will be added to allow the user to initiate transfer by location without having the permit number.)


	2
	Click Transfer

	Prompt the customer:
Will the permit premises be moved to a new location? 

Is this a court ordered or appointment transfer?

(If Yes)
Select the transfer type:
· By-Pass Estate
· From Estate/Heir
· Administrator/Partner to Remaining Partner
· Court Order- Sale to New Owner
· Transfer to Trust
· Transfer to US Marshall
· Seizure of Business by IRS
· Repossession of Business due to Default
· Transfer of Concessionaire on Government Property

(If No)
Select the transfer type:
· Basic Sale/ Transfer of business
· Sale/Transfer via Economic Development TREX
· Permit Holder Transfer to Individual, Corporation, LLC or Partnership
· Permit Holder Adding Officer, Stockholder, Member or Partner
· Sale/Transfer due to Divorce
· Merger from Existing Entity to Another
· Assignment of Interest to Another Individual or Entity
· Dissolution of Entity

Provide the option to:
· Save for Later
· Continue


	3
	Click Continue
	Guide the customer to set up their buyer information:
Go to UC X.X Add Legal Entity
If “Will the permit premises be moved to a new location?” = NO, go to UC X.X Lookup Legal Entity/Location
If “Will the permit premises be moved to a new location?” = YES, go to UC X.X Add Location



	4
	
	Based on the selection above, display the questions to be answered for transfer. See “Permit Form Questions: Transfer” for more information. Pre-populate any data that already exists for this permit, like attorney, etc. 

Provide the option to enter the data and answer the questions then choose:
· Save for Later
· Continue


	5
	Click Continue
	Save the information
Create relationships for legal entities and locations and permits as needed. 

(Go to UC X.X Download Permit Documents)
(Go to UC X.X Upload Permit Documents)
(Go to UC X.X Make Payment)
(Go to UC X.X Sign Permit)
(Go to UC X.X Submit Permit for Approval)




Preconditions
The customer has successfully logged into the LITS application via a supported browser, searched for and selected a permit.  

Postconditions
The customer may have initiated a permit transfer





[bookmark: _Toc31880902]UC X.X Download Permit Documents
Permit documents that must be signed by external parties will be downloaded, printed, signed, and uploaded with signatures. 

	Step
	User 
	System 

	1
	
	Display documents screen showing the documents forms available for download for the specific permit (See “Documents by Permit Type” for more details)
The document forms should be pdf format and pre-filled with the data that the applicant has provided for the permit.

If there are no documents required for external intervention, skip to UC X.X Upload Permit Documents


	2
	Click on a document to download
	The system will display a window allowing the customer to browse to their file download location.

	3
	Selects a download location and chooses to continue
	The system will download the selected pdf to the applicant’s location of choosing. The downloaded pdf’s will be pre-filled with the appropriate information that has been entered for the application. See “Document Forms” for more information

At this point, the applicant will gather necessary external signatures/notarizations. 



Preconditions
The customer has successfully logged into the LITS application via a supported browser, selected a permit application to work with, and chosen to review documents for the application.  

Postconditions
The customer may have downloaded documents for the application. 

[bookmark: _Toc31880903]UC X.X Upload Permit Documents

	Step
	User 
	System 

	1
	Click Upload Documents
	Display a screen that allows the customer to browse to selected file(s) and upload. The user may upload more than one file at a time. 

	2
	Locate and select document(s) to upload
	Display a list of document file names selected for upload and a drop-down list next to each. The dropdown list will display the list of required and optional documents for the permit being requested. (Preferred option)

OR 

Visually separate the screen into document types and allow the customer to upload each document individually into the correct doc type area. (Less optimal)

The system must indicate to customers which documents are required for submission vs which are require for approval

(See “Documents by Permit Type” for more details)

	3
	Select a document type for each file being uploaded.
Click Continue
	The system will save the uploaded documents as the document types that the customer selected. And return the customer to the document list screen and display a status of uploaded documents that indicates that they are uploaded. Show a status of missing required documents that indicates that they have not been uploaded. 

If all required documents for submission are uploaded, allow the customer to Continue.

Provide the option to:
· Save for Later
· Continue (go to UC X.X Make Payment)




Preconditions
The customer has successfully logged into the LITS application via a supported browser, selected a permit application to work with, and chosen to upload documents for the application.  

Postconditions
The customer may have uploaded documents for the application.

[bookmark: _Toc31880904]UC X.X Make Payment
	Step
	User 
	System 

	1
	
	The system will display a message to the customer telling them what they owe for the permit. See “Fees” for more information.

Allow the customer to:
· Save for Later
· Pay Now

 

	2
	Selects option to pay now
	Collect the customer’s payment information (credit card). Securely transfer the payment information. 

If the payment is declined, display the decline message to the customer with the options:
· Save for Later
· Use another payment method

If the payment is approved:
· Display a thank you for your payment message
· Email the customer that a permit application payment has been made, include receipt
· Provide the option to:
· Save for Later
· Continue (go to UC X.X Sign Permit)




Preconditions
The customer has successfully logged into the LITS application via a supported browser, selected a permit application to work with, and completed all required information/documents for the permit, and chosen to pay for the permit.  

Postconditions
The customer may have paid for a permit application.

[bookmark: _Toc31880905]UC X.X Sign Permit 

	Step
	User 
	System 

	1
	Click Sign Application
	The system will:
· Generate documents for e-signature using system data, generated documents, and customer uploaded documents as necessary for the permit type. 
Present the e-sign documents to the customer by either linking to the e-sign site or by installing an e-sign widget in the DOLC site.  

	2
	E-signs the documents as required by the e-signing authority
	Before and during e-sign process, the system will allow the customer to complete e-signing or save progress and return later

	3
	Completes e-sign process
	System will:
· Save the e-signed documents 
· Display a message to the customer “E-signatures are complete. You are ready to submit your application.”

Provide the option to:
· Save for Later
· Submit Application 




Preconditions
The customer has successfully logged into the LITS application via a supported browser, selected a permit application to work with, and completed all required information/documents for the permit.  

Postconditions
The customer may have signed the application for approval.
[bookmark: _Toc31880906]UC X.X Submit Permit for Approval

	Step
	User 
	System 

	1
	
	Provide the option to:
· Save for Later
· Submit Application (go to Step 3)


	2
	Click Save for Later

	Save any changes made by the customer. Indicate that changes have been saved. 


	3
	Click Submit Application
	The system will:
· Save any changes made by the customer.
· Update the permit status to Submitted
· Assign the permit number. See “License Number Formatting” for more information. 
· Display the license number on the screen.
· Display a message to the customer “Your application has been submitted for review.”
· If permit type requires it, initiate business rule validations. See “Business Rules for Validations” for more information.
· If validation errors exist, display them to customer and allow them to make updates to the application and re-submit. 
· Create task for review based on workflow rules




Preconditions
The customer has successfully logged into the LITS application via a supported browser, selected a permit application to work with, completed all required information/documents for the permit and e-signed the required documents.  

Postconditions
The customer may have submitted the application for approval.
[bookmark: _Toc31880907]UC X.X Lookup Legal Entity/Location

	Step
	User 
	System 

	1
	
	Display the following search elements:

· Organization Name
· Customer Name
· Address
· Address 1
· Address 2
· Township
· City
· State (default to OH)
· County

Allow a wildcard search for each field. 

Provide the following options:
· Search


	2
	Enter search criteria into appropriate elements and select Search.
	Display list of entities and locations in table format that match the entered search criteria in ascending order by Organization Name with the following fields:

· Organization Name
· Customer Name
· Address
· Address 1
· City
· State
· County

Each row may be selected to view the legal entity or location details   

Each column is sortable ascending and descending.

If there are no entities or locations that match the entered search criteria, display message “No records found.”

Provide the following options:
· Search Again
· Export to Excel (Go to Step 5)


	3
	Select Search Again.
	Return to step 1.

	4
	Select search result row you wish to view.
	Return to the action that initiated the lookup, with the selected entity/location indicated. 


	5
	Select Export to Excel
	Provide an xls document to the user that contains the output of their search



Preconditions
The user has successfully logged into the LITS application via a supported browser and chosen to look up a legal entity or location.  

Postconditions
The user may have looked up a legal entity or location.


[bookmark: _Toc333922763][bookmark: _Toc31880908]UC X.X Login User
	Step
	User 
	System 

	1
	
	Allow internal user to enter username and password

Provide the following options:
· Login


	2
	Enter a user ID and password.  Select Login.
	Validate the user ID and password.  Verify that user account is active.

If the user ID and password are invalid or inactive, display an error message and repeat this step.

· If account is invalid display error message “The username and/or password entered is incorrect.  Please try again.”

· If account is inactive display error message “The username entered is inactive.  Please contact your system administrator for additional assistance.”

Otherwise, retrieve the internal user’s role.  Display the internal user’s name across the top ‘Welcome <user first and last name>” and display system home page.

Display a list of tasks currently assigned to the internal user:
· Task Number (Links to the Task)
· Task Name
· Date Assigned
· Customer Name

Provide the following menu options that the internal user can access based on their role permissions:
· Permits
· Data
· Management
· Administration
· Reporting
· Settings

	3
	Select Task Number
	Go to UC X.X.

	4
	Select Permits
	Go to UC X.X.

	5
	Select Data.
	Go to UC X.X.

	6
	Select Management.
	Go to UC X.X.

	7
	Select Administration.
	Go to UC X.X.

	8
	Select Reporting.
	Go to UC X.X.

	9
	Select Settings.
	Go to UC X.X.








Preconditions
The user accessed the system home page via a supported browser. 

Postconditions
The user has logged on and can view their task list.

[bookmark: _Toc339547019][bookmark: _Toc31880909]UC X.X Search Permits/Applications - User
This use case describes how users will search for permits within the system.  The search shall function as a partial search and search based on the combination of search elements entered.  For example, the user may enter partial information into the Permit Number field to return permits that contains the entered value.  The user may also enter a partial Customer Name and a partial Permit Number to return the values that meet both partial criteria. 
Note: Later additions to search feature must include Agency Search, Duplicates, etc. 


	Step
	User 
	System 

	1
	
	Display the following search elements:

· Permit Number
· Permit Type
· Organization Name
· Customer Name
· Permit Address
· Address 1
· Address 2
· Block (address range)
· Township
· City
· Taxing District Code
· County
· Permit Status
· Assigned To
· Last Updated Date

Default display list should be permits where Status = Submitted and Assigned To is blank. Sort by Last Updated Date, ascending

Allow a wildcard search for each field. 

Provide the following options:
· Search


	2
	Enter search criteria into appropriate elements and select Search.
	Display list of permits in table format that match the entered search criteria in ascending order by Organization Name with the following fields:

· Permit Number
· Permit Type
· Organization Name
· Customer Name
· Permit Address
· Address 1
· Address 2
· City
· County
· State Date (mm-dd-yyyy)
· Submit Date (mm-dd-yyyy)
· Issued Date (mm-dd-yyyy)
· Expiration Date (mm-dd-yyyy)
· Permit Status 
· Has Validation Errors?

Each row may be selected to view the license or certification.   

Each column is sortable ascending and descending.

If there are no permits or applications that match the entered search criteria, display message “No permit found.”

Provide the following options:
· Search Again
· Export to Excel (Go to Step 5)


	3
	Select Search Again.
	Return to step 1.

	4
	Select search result row you wish to view.
	Go to UC X.X View Permit Application

	5
	Select Export to Excel.
	Export the following fields to Excel in ascending order by Organization Name, then Permit Type with the following fields:

· Permit Number
· Permit Type
· Organization Name
· Customer Name
· Address
· City
· County
· State Date (mm-dd-yyyy)
· Submit Date (mm-dd-yyyy)
· Issued Date (mm-dd-yyyy)
· Expiration Date (mm-dd-yyyy)
· Permit Status 

System shall allow user to open file in Excel or to save the file.





Preconditions
The user has logged into the system and selected Permits from the main menu. 

Postconditions
The user may have searched for permits and exported the list to excel.


[bookmark: _Toc339547021][bookmark: _Toc31880910]UC. X.X Search Legal Entities/Locations
This use case describes how users will search for legal entities and locations.  The search shall function as a partial search and search based on the combination of search elements entered.  


	Step
	User 
	System 

	1
	
	Display the following search elements:

· Organization Name
· Customer Name
· Address
· Address 1
· Address 2
· Township
· City
· State (default to OH)
· County

Allow a wildcard search for each field. 

Provide the following options:
· Search


	2
	Enter search criteria into appropriate elements and select Search.
	Display list of entities and locations in table format that match the entered search criteria in ascending order by Organization Name with the following fields:

· Organization Name
· Customer Name
· Address
· Address 1
· Address 2
· Township
· City
· State
· County

Each row may be selected to view the legal entity or location details   

Each column is sortable ascending and descending.

If there are no entities or locations that match the entered search criteria, display message “No records found.”

Provide the following options:
· Search Again
· Export to Excel (Go to Step 5)


	3
	Select Search Again.
	Return to step 1.

	4
	Select search result row you wish to view.
	Go to UC X.X View Permit Application

	5
	Select Export to Excel.
	Export the following fields to Excel in ascending order by Organization Name, then Permit Type with the following fields:

· Organization Name
· Customer Name
· Address
· Address 1
· Address 2
· Township
· City
· State
· County

System shall allow user to open file in Excel or to save the file.





Preconditions
The user has logged into the system and selected Permits from the main menu. 

Postconditions
The user may have searched for permits and exported the list to excel.


[bookmark: _Toc31880911]UC X.X View Permit/Application
This use case describes how an authorized user views a Permit or Application for Permit.  

Note:  Application will be editable if the user has proper permissions.  Otherwise, application will be view only.

Permit menu options by Permit Type  
Note: This table covers more than just Proof of Concept scope functionality. Proof of Concept scope only includes the Retailer column.
	Widget, Tab, or Link
	Retailer
	Manufacturer
	Distributor
	Special Events
	

	Applicant
	X
	X
	X
	X
	

	Permit History
	X
	X
	X
	X
	

	Permit Status
	X
	X
	X
	X
	

	Transfer
	X
	X
	X
	
	

	Renew
	X
	X
	X
	
	

	Investigations
	X
	X
	X
	X
	

	Supplemental Data
	
	
	X
	
	

	Documents
	X
	X
	X
	X
	

	Notes
	X
	X
	X
	X
	

	Agency
	X
	X
	X
	
	

	Checklist
	If Status= Submitted
	If Status= Submitted
	If Status= Submitted
	If Status= Submitted
	



The use case below describes all possible menu options, but each application shall show only the menu options detailed above.

This use case includes the steps in the chart below.

	Step
	User 
	System 

	1
	
	Display the selected permit with applicable menu options (tabs):

(Based on permit type.  See Section 3 System Elements and the use case notes for further detail)

· Applicant
· Permit History
· Permit Status
· Transfer (See “Quota/Transferrable Restrictions” for when this is allowed)
· Renew (Biz rules will dictate when this option is available – Not in Proof of Concept scope)
· Investigations
· Supplemental Data (See table above for when this is available)
· Documents
· Agency
· Notes
· Checklist (See table above for when this is available)

The application should default to a tab that displays high level information about the permit and displays any system flags that are applicable at that time. For example, if the permit is submitted, display results of a quota check. If the application is within its renewal period, indicate that as well as payment status for the renewal.  See “View Permit Flags/Notifications” for more information. 

Provide the ability to:
· Easily navigate to other areas of the permit
· Initiate actions such as transfer
· Print Permit (if applicable and approved)


	2
	Update the applicable organization information on the organization tab and select Save.
	Validate all required fields are complete or display appropriate error message. 

If validation passes:
· Store Organization information including date/time and User who modified.

	3
	Select Applicant.
	Go to UC X.X Manage Applicant.

	4
	Select Print Permit.
	Go to UC X.X Print Permit.

	5
	Select Permit History.
	Go to UC X.X Review Permit History

	6
	Select Permit Status.
	Go to UC X.X Maintain Permit Status.

	7
	Select Transfer.
	Go to UC X.X Manage Transfer.  

	8
	Select Renew.
	Go to UC X.X Manage Renewal. (No functionality for Proof of Concept)

	9
	Select Investigations.
	Go to UC X.X Manage Investigations (No functionality for Proof of Concept)

	10
	Select Supplemental Data.
	Go to UC X.X Manage Supplemental Data. (No functionality for Proof of Concept)

	11
	Select Documents. 
	Go to UC X.X Manage Documents.

	12
	Select Notes.
	Go to UC X.X Add/View Notes.

	13
	Select Checklist.
	Go to UC X.X View/Update Checklist.

	14
	Select Agency
	Go to UC X.X Manage Agency



Preconditions
The user has successfully logged into the application via a supported browser, searched for the permit/application they wish to view and selected to open that permit/application.

Postconditions
The user may have viewed application information for the selected permit.

[bookmark: _Toc31880912]UC X.X Manage Applicant, Legal Entity, Location
This use case describes how to view or maintain applicant information.  

	Step
	User 
	System 

	1
	
	Display existing submitted permit applicant, legal entity, and location information.  

Provide option to view and/or update the applicant information, legal entity, or location information. 

Provide the following option:
· Save
· Cancel


	2
	Update information and select Save.
	Validate all required fields are complete or display appropriate error message.

If validation passes:
· Save updated information and store the date/time and user that made the update

Return to step 1.

	3
	Select Cancel.
	Return to step 1.  Do not update applicant information.



Preconditions
The customer chooses to review a permit. 

Postconditions
The customer may have updated legal entity, applicant, or location information.

[bookmark: _Toc31880913]UC X.X Review Permit History
This use case describes how to view permit history.  The history is a timeline of change of status of the permit as well as a timeline of significant changes to the permit.  Significant changes are items such as renewals, transfers, change in organization contacts, etc.…

Note:  Permit History is read-only.

This use case includes the steps in the chart below.

	Step
	User 
	System 

	1
	
	Display license history in table format in descending order by status date including:
· Change Type
· Created Date
· Created By
· Status
· Status Date
· Permit Holder Name
· Permit Location

Note: Change Types include:
· Application initiation
· Status changes
· Payments made
· Transfer
· Address change

Allow the user to sort and filter all columns.



Preconditions
The user has successfully logged into the application via a supported browser and the permit they wish to view has been located.  The user has selected the Permit History menu (tab) option.

Postconditions
The user may have viewed history for the permit. 
[bookmark: _Toc31880914]UC X.X Maintain Permit Status
This use case describes how to view or maintain permit status information.  

Note:  The system shall maintain a history of the permit status for each permit/application.  Each time the status is changed, the status and status date will be stored.  Prior status values may not be modified or deleted from the system.


This use case includes the steps in the chart below.

	Step
	User 
	System 

	1
	
	Display existing permit status information.  

History of permit status changes shall be displayed in table format including the following fields in ascending order by Plan Start Date:

· Status
· Data Changes
· Change By
· Notes

Provide option to:
· Edit Status

Note: Date shall be displayed as mm/dd/yyyy.

Provide the following option:
· Save
· Cancel


	7
	Select new status, enter notes, and select Save.
	Validate all required fields are complete or display appropriate error message.

If validation passes:
· Store new status and add a new row to the status history grid

Return to step 1.

	8
	Select Cancel.
	Return to step 1.  Do not update status information.



Preconditions
The customer has successfully logged into the application via a supported browser and the permit they wish to maintain status information for is displayed.  The user has selected the Permit Status menu option (tab) for the permit.

Postconditions
The customer may have added, viewed or modified permit status information.

[bookmark: _Toc31880915]UC X.X Manage Documents
This use case describes how to view existing documents or attach additional documents to a permit

This use case includes the steps in the chart below.

	Step
	User 
	System 

	1
	
	Display list of existing attachments where filename is a link to open the document. Each row contains the following data:
· Filename
· File Type
· Date Uploaded
· Uploaded By

Show a list of additional documents required for approval. See “Documents by Permit Type” for more information

Provide option to:
· Delete each document individually
· Print each document individually
· Attach Document 


	2
	Select Delete.
	Go to UC X.X Delete Document.

	3
	Select Attach Document.
	Go to UC X.X Attach Document.

	4
	Select the title of the document you wish to view for the list of attachments.
	Open the selected document




Preconditions
The customer has successfully logged into the application via a supported browser and the permit they wish to view has been located.  The user is viewing the selected permit and selected the Documents tab.

Postconditions
The customer may have added or viewed attachments for the application. 

UC X.X Attach Documents
This use case describes how to attach additional documents to a permit file.

This use case includes the steps in the chart below.

	Step
	User 
	System 

	1
	Select Attach Document.
	Display the following text:

Attachments may be added to your application with the following restrictions:

· File size is limited to 2 MB.
· File types are limited to PDF

Items that do not meet these restrictions cannot be attached to the application.

To attach your file, please select browse and browse to the location of the file you wish to attach.  Then select the document type from the drop-down list. See “Document Forms” for more information
Then select Save.

· Provide customer with functionality to browse for file.

Provide option to:
· Save


	2
	Browse for the file to attach, select document type, and select Save.
	Perform validation to ensure that file meets specifications identified in step 2.  

If validation fails, display appropriate error message.  

If validation passes, save attachment.  

Display list of saved attachments with a document type drop down for each attachment. 

	3
	Select the document type for each document uploaded
	Provide option to:
· Cancel
· Save


	4
	Click Cancel
	Do not save changes and return customer to the documents screen

	5
	Click Save
	Save all changes and return customer to the documents screen, showing all the documents by type, including those recently added. 



Preconditions
The customer has successfully logged into the application via a supported browser and the permit they wish to view has been located.  The user is viewing the selected permit and selected the Documents tab.

Postconditions
The customer may have added attachments for the application.

UC X.X Delete Document
This use case describes how to attach additional documents to a permit

This use case includes the steps in the chart below.

	Step
	User 
	System 

	1
	
	Display list of existing attachments where filename is a link to open the document. Each row contains the following data:
· Filename
· File Type
· Date Uploaded
· Uploaded By

Provide option to:
· Delete each document individually
· Attach Document 


	2
	Click Delete for a specific document
	Prompt the customer: “Are you sure you want to delete [Document Type]?”

Provide option to:
· Cancel
· Yes, delete document


	3
	Click Cancel
	Do not make changes. Return to Step 1.

	4
	Click Yes, delete document
	Delete the attached document. Return to Step 1.



Preconditions
The customer has successfully logged into the application via a supported browser and the permit they wish to view has been located.  The user is viewing the selected permit and selected the Documents tab.

Postconditions
The customer may have deleted attachments for the application.

[bookmark: _Toc31880916]UC X.X Manage Agency
This use case describes how to view and update assigned agency information for a permit holder

	Step
	User 
	System 

	1
	
	If an agency is already assigned, display it here. If not, allow the customer to assign an agency by selecting one. 

Display:
· Agency Number
· Agency Name
· Agency Address
· City
· County

Provide option to:
· Update
· Add Agency (if one is not assigned)


	2
	Select Add Agency
	Make the fields above editable and allow Filter As Type. For example, if customer types “AB” populate the drop down with all values that start with “AB”.

Once customer selects an agency, allow them to:
· Save
· Cancel

	3
	Click Save
	Update the assigned agency.
Return to step 1 with the updated assigned agency. 
Trigger a letter to the permit holder, updating them of the change. 
Log the change and allow user to see the change history. 


	4
	Click Update
	(Same as Save function in previous step)



Preconditions
The customer has successfully logged into the application, chosen a permit, and chosen to view agency information.

Postconditions
The customer may have viewed or updated agency assignment.  
[bookmark: _Toc31880917]UC X.X Add/View Notes
This use case describes how to view or add notes to a permit.  Internal users can enter unlimited notes related to a permit.  Each note is stored separately with the name of the internal user who entered the note and the date/time the note was entered.

Note:  Notes may be modified or deleted from the system.by an authorized internal user.

This use case includes the steps in the chart below.

	Step
	User 
	System 

	1
	
	Display existing notes in table format in descending order by date. Include the following:
· Note
· Internal user who entered the note
· Date/time the note was created 

Provide option to:
· Add New Note.


	2
	Select Add New Note.
	Display Note field. 

Provide option to:
· Save


	3
	Enter the note and select Save.
	Validate all required fields are complete or display appropriate error message.

If validation passes:
· Store Note information including date/time and internal user.

Return to step 1.



Preconditions
The internal user has successfully logged into the application via a supported browser and the permit they wish to view has been located.  The internal user has selected the Notes menu (tab) option.

Postconditions
The internal user may have added or viewed notes for the permit.

[bookmark: _Review_Submitted_Application][bookmark: _Toc31880918]UC X.X View/Update Checklist

	Step
	User 
	System 

	1
	
	When the permit is in Submitted status, the Checklist menu option will be available. 

Display a list of failed system validations, if they exist. See “Business Rules for Permit Approval” for more information. 

Display the list of items to be reviewed for approval. This list is dependent upon permit type and other permit attributes. See “Checklist Logic” for more information on which values should be displayed. 

Provide a checkbox for each item in the list. The user will check each item as they review them. The checkboxes can also be unchecked in the event the user needs to make an update. 

Display an option to:
· Deny Permit See “Deny Permit” for more information

	2
	Select the checkbox as indicated items are reviewed
	Save the items as the user checks and unchecks them.
Log who made the change and when. 

When all required items are checked, display a message to the internal user: “All required items have been reviewed, would you like to Approve the application?”

Provide the following options:
· Yes, Approve
· No, Save for Later


	3
	Select No, Save for Later
	Make no changes and return to Step 1. 

	4
	Select Yes, Approve
	Go to UC X.X Approve Permit (Display once all required checklist items are complete)



Preconditions
The internal user has successfully logged into the application via a supported browser and the permit they wish to view has been located and is in Submitted status.  The user has selected the Checklist menu (tab) option.

Postconditions
The internal user may have checked or unchecked items in the checklist.
[bookmark: _Toc31880919]UC X.X Approve Permit 
	Step
	User 
	System 

	
	
	The system displays the permit as a task for the appropriate authorized internal user.

	1
	Select the permit and review its information.
	Allow the internal user to uncheck/recheck any items that were previously checked in the checklist. Log any changes.

Provide the following options:
· Approve Permit
· No, Save for Later


	2
	Click No, Save for Later
	Save the latest changes and return internal user to the Checklist screen with no messages.

	3
	Click Approve Permit
	Save the latest changes.

Indicate that the application has been approved by the internal user. 
Log the date/time and internal user. 

Follow workflow rules to see if further review is required.
If further review is required, create a task for the next level of review
If no further review is required:
· Update the permit status to be Approved
· Create a task to print the permit
· Create a document pdf of the permit for printing so the customer may print a copy of the permit
· Notify the customer that the permit has been approved
· If there is a task for this approval level, close the task.




Preconditions
The internal user has successfully logged into the application via a supported browser and the permit they wish to view has been located and is in Submitted status.  The user has selected the Checklist menu (tab) option.

Postconditions
The internal user may have checked or unchecked items in the checklist.

[bookmark: _Deny][bookmark: _Toc31880920]UC X.X Administrative Actions
	Step
	User 
	System 

	1
	
	On the checklist screen, when the status of the permit is Submitted, regardless of the status of the items on the checklist, provide the following options:
· Administrative Review


	2
	Click Deny Permit
	Display a text box for the internal user to explain the reason for the denial.

Provide the following options:
· Save (Active once there is data entered in the textbox)
· Cancel


	3
	Enter denial reason
	Save the latest changes.

Indicate that the application has been denied by the internal user. 
Log the date/time and internal user. 


	4
	Click Cancel
	Remove data from the denial reason checkbox, if any exists, and return internal user to the Checklist.

	5
	Click Save
	· Save the denial reason
· Permit status should be changed to Denied
· Notify the customer that the permit has been denied, including the reason
· If there is a task for this approval level, close the task.
 



Preconditions
The internal user has successfully logged into the application via a supported browser and the permit they wish to view has been located and is in Submitted status.  The user has selected the Checklist menu (tab) option.

Postconditions
The internal user may have denied the application.

[bookmark: _Toc31880921]UC X.X Manage State Data
	Step
	User 
	System 

	1
	Internal user chooses to manage data
	The system displays the types of data that the internal user can manage

· Quota
· Local Option
· Districts
· Contact Information



	2
	Select a data type
	Display the appropriate desired data:
· Quota (Go to UC X.X Manage Quota)
· Local Option (not in scope for Proof of Concept)
· Districts (Go to UC X.X Manage Districts)
· Contact Information (not in scope for Proof of Concept)




Preconditions
The internal user has successfully logged into the application via a supported browser and chosen to manage data.

Postconditions
The internal user may have searched for data to manage. 

[bookmark: _Toc31880922]UC X.X Manage Quota

	Step
	User 
	System 

	1
	
	Display the quota data for the selected area in a matrix format. Allow the internal user to sort and filter the results. For each municipality, display the following header level data:

· County Name
· County Code
· Municipality Name
· Municipality Code
· Population

And the following row level details:
· Permit Class
· Ratio
· Quota
· Permits Issued
· Permits Available
· Applications on File

Allow the internal user to indicate if they wish to update the data:
· Edit


	2
	Click Edit
	Make the fields editable. Allow the internal user to update the attributes in any of the fields. 

Allow the internal user to:
· Submit
· Cancel (Do not save changes, return to step 1.)

	3
	Prompt user to confirm changes
	Allow the internal user to:
· Confirm
· Cancel (Do not save changes, return to step 1.)

	4
	Click Confirm
	Save the internal user’s changes

If there are any permits in Awaiting Quota status, where a quota was increased, create a notification to review the oldest submitted application for permit due to increased quota. 

Any new permit requests will be validated against the updated quota data. 



Preconditions
The internal user has successfully logged into the application via a supported browser and chosen to manage quota information.

Postconditions
The internal user may have updated quota information. 

[bookmark: _Toc31880923]UC X.X Manage Districts/Areas

	Step
	User 
	System 

	1
	
	Display the district data for the selected area in a matrix format. Allow the internal user to sort and filter the results. For each District/Area, display the following row level details:

· County
· Municipality Name
· Municipality Code
· District/Area Name
· District/Area Type
· Size

Allow the internal user to indicate if they wish to update the data for a specific row or add a new row:
· Edit
· Add new district/area


	2
	Click Edit
	Display the details including the data from the previous page as well as location data. Allow the internal user to update the attributes in any of the fields:
· County
· Municipality Name
· Municipality Code
· District/Area Name
· District/Area Type
· Community Entertainment District
· Revitalization District
· Outdoor Refreshment Area
· Resort Area
· Size (enter number and select size type in miles or square feet)
· Quota (calculated based on size)
· Quota Exempt Indicator
· Boundary
(Provide a way for user to indicate the boundaries of the district. Historically, this has been done with address ranges by street.)
· Street Name 
· Number From
· Number To
· Odd/Even
· (Allow user to add rows and loop through more boundaries as needed)

Allow the internal user to upload documents in support of the district or area. These documents may include:
· Application to Legislative Authority
· Ordinance or Resolution creating district
· Certified Acreage
· Street Boundary Listing
· Miscellaneous documents

Allow the internal user to:
· Submit
· Deactivate District (not in Proof of Concept scope)
· See permit holders in district/area (not in Proof of Concept scope)
· Cancel (Do not save changes, return to step 1.)


	3
	Prompt user to confirm changes
	Allow the internal user to:
· Confirm
· Cancel (Do not save changes, return to step 1.)


	4
	Click Confirm
	Save the internal user’s changes.

New/updated districts will display in the District/Area drop down on the Location screen. 




Preconditions
The internal user has successfully logged into the application via a supported browser and chosen to manage district information.

Postconditions
The internal user may have updated district information. 

[bookmark: _Toc31880924]UC X.X View Tasks

	Step
	User 
	System 

	1
	Internal user chooses to view their assigned tasks
	The system displays all tasks opened or assigned to that internal user and allows the internal user to select each.

There should be a way for internal users to multi-select tasks and close or re-assign in bulk. 


	2
	Select a task
	Open the selected task. 

Take the internal user to the task screen and display details of the assigned task.

Allow the internal user to:
· Review permit (Links to the permit for which the task belongs. This option exists when the task is linked to a permit.)
· Add notes to the task (Go to UC X.X Add Notes to Task)
· Reassign the task (Go to UC X.X Reassign a Task)
· Close the task (Go to UC X.X Close a Task)
· Indicate their availability for task assignment (Go to UC X.X Manage Availability)




Preconditions
The internal user has successfully logged into the application via a supported browser and chosen to review their tasks.

Postconditions
The internal user may have reviewed a task. 

[bookmark: _Toc31880925]UC X.X Add Notes to Task
	Step
	User 
	System 

	1
	Internal user chooses to add notes to a task
	The system displays a large text field in which the internal user enters their note. 


	2
	Indicates note is complete
	The system saves the note, including the internal user who entered it and the date/time entered.

The note, internal user, and date/time are displayed in the notes list. Notes for the task are sorted by date/time, most recent first. 

Allow the internal user to:
· Add notes to the task (Go to UC X.X Add Notes to Task)
· Reassign the task (Go to UC X.X Reassign a Task)
· Close the task (Go to UC X.X Close a Task)




Preconditions
The internal user has successfully logged into the application via a supported browser and chosen to add notes to a task.

Postconditions
The internal user may have added notes to a task. 

[bookmark: _Toc31880926]UC X.X Reassign a Task
	Step
	User 
	System 

	1
	Internal user chooses to reassign the task
	The system displays a drop down that includes a list of all internal users that have permission to receive tasks.


	2
	Internal user selects a new task owner
	The system saves the assignment, including the internal user who entered it and the date/time entered.

The task will display on the Tasks list for the newly assigned internal user.

The re-assignment, internal user who performed it, and date/time are displayed in the notes list on the task. 




Preconditions
The internal user has successfully logged into the application via a supported browser and chosen to re-assign a task.

Postconditions
The internal user may have re-assigned a task. 

[bookmark: _Toc31880927]UC X.X Close a Task
	1
	Internal user chooses to close the task
	The system saves the update, including the user who entered it and the date/time entered.

The update, internal user who performed it, and date/time are displayed in the notes list on the task. 

The task will no longer display in the internal users Task List




Preconditions
The internal user has successfully logged into the application via a supported browser and chosen to close a task.

Postconditions
The internal user may have closed a task. 

[bookmark: _Toc31880928]UC X.X Manage Availability

	1
	Internal user chooses to manage their availability for task assignment
	Display a list of currently set unavailable dates for the internal user. 

Allow internal user to:
· Add New 
· Remove (for each currently indicated unavailable date range)


	2
	Click Remove
	Remove the unavailable date range
Redisplay the list without the removed date range


	3
	Click Add New
	Display a calendar widget and allow the internal user to select a date/time range indicating their out of office time.

Provide the option to:
· Save
· Cancel

	4
	Click Save
	Save the new record.
Return to step 1 and include the newly saved record in the list.

During the internal user’s unavailable time, the system will not automatically assign new tasks. 



Preconditions
The internal user has successfully logged into the application via a supported browser and chosen to manage their availability

Postconditions
The internal user may have updated their availability. 

[bookmark: _Print_License/Certification_Layouts]

[bookmark: _Appendix_A:_Links][bookmark: _Toc31880929]Links to Current License Applications
Current production forms:
	Permit Application Type
	URL

	Retail Store Carryout Restaurant/Club D1, D2, D3, D3A, D5J, D6
	https://www.com.ohio.gov/documents/liqr_4113.pdf

	Transfer of ownership/ Ownership & Location
	https://www.com.ohio.gov/documents/liqr_4120.pdf

	Transfer of location
	https://www.com.ohio.gov/documents/LIQR_4118.pdf

	Change in LLC membership
	https://www.com.ohio.gov/documents/LIQR_4259.pdf

	Change in corporate shareholders
	https://www.com.ohio.gov/documents/LIQR_4158.pdf



New draft forms to be used for proof of concept:






[bookmark: _Appendix_B:_Permit][bookmark: _Toc31880930]Workflow for Proof of Concept
The following diagram shows the workflow and system-assigned permit statuses to be followed for the proof of concept.
[image: ]
[bookmark: _Toc31880931]Permit Form Questions
The tables in this section indicate what questions & fields should be rendered to the customer for a specific permit type. 
Note: If an item is indicated for a specific permit type, it is a required data element that must be completed by the customer before the permit application can be submitted. 
[bookmark: _Special_Events]

[bookmark: _Retailer_(New)][bookmark: _Toc31880932]Retailer 

	Use when applicant is...
	Use when…
	Display

	Corp
	LLC
	Partnership
	Non-profit
	Individual
	All D's except D6
	D6 Sunday Sales
	Question
	Yes/No Radio button
	Text

	X
	X
	X
	X
	X
	X
	 
	Does the applicant or any partner, office holder, 5% shareholder, managing member, 5% or member, or 5% or more voting interest holder in a limited liability company, spouse, or other person involved in this permit hold or have any interest in another permit business currently or previously issued?
	X
	 

	X
	X
	X
	X
	X
	X
	 
	Provide permit number and business address
	 
	If = Yes

	X
	X
	X
	X
	X
	X
	 
	Has the applicant or any partner, office holder, 5% shareholder, managing member, 5% or member, or 5% or more voting interest holder in a limited liability company, spouse, or other person involved in this permit ever been convicted of a felony or misdemeanor, including any alcohol-related offenses?
	X
	 

	X
	X
	X
	X
	X
	X
	 
	Provide a detailed explanation
	 
	If = Yes

	X
	X
	X
	X
	X
	X
	 
	Will the spouse of a sole proprietor, partner, office holder, 5% or more shareholder, managing member, 5% or more member or 5% or more member or 5% or more voting interest holder in a limited liability company, work on the permit premises?
	X
	 

	X
	X
	X
	X
	X
	X
	 
	Enter spouse's name
	 
	If = Yes (then require personal history form for this person)

	X
	X
	X
	X
	X
	X
	 
	Has the applicant or any partner, office holder, 5% shareholder, managing member, 5% or member, or 5% or more voting interest holder in a limited liability company, spouse, or other person involved in this permit ever been refused a permit, denied a renewal, or had a permit revoked by this Division or the Liquor Control Commission?
	X
	 

	X
	X
	X
	X
	X
	X
	 
	Provide a detailed explanation
	 
	If = Yes

	X
	X
	X
	X
	X
	X
	 
	Does the applicant own the real estate on which the proposed business will be located? 
	X
	 

	X
	X
	X
	X
	X
	X
	 
	Will the applicant be the sole owner of the business and equipment? 
	X
	 

	X
	X
	X
	X
	X
	X
	 
	Will any person, partnership, LLC, or corporation, excluding banks or building and loan associations, have ANY financial interest (such as money, loans, installment contracts, property, or other interest) or share in the profits in the business or the property, real or personal? 
	X
	 

	X
	X
	X
	X
	X
	X
	 
	Provide a detailed explanation
	 
	If = Yes

	X
	X
	X
	X
	X
	X
	 
	Does the applicant or any partner, office holder, shareholder, managing member, member, or voting interest holder in a limited liability company, spouse, or other person involved in this permit own any stock or have any interest in the business of a manufacturer or wholesale distributor of alcoholic beverages?
	X
	 

	X
	X
	X
	X
	X
	X
	 
	Provide a detailed explanation
	 
	If = Yes

	
	
	
	
	
	
	
	
	
	




[bookmark: _Appendix_C:_Documents][bookmark: _Transfer][bookmark: _Toc31880933]Transfer

	Display
	Display when

	Questions/Fields
	Radio button
	Text
	Will permit location be moved? = YES
	All transfers

	Permit Holder Attorney Name
	If customer has attorneys already listed, display a drop down and allow customer to select or add new

	Permit Holder Attorney Address
	 
	 
	 
	 

	Line 1
	 
	X
	 
	X

	City
	 
	X
	 
	X

	Zip
	 
	X
	 
	X

	County
	 
	X
	 
	X

	Future Permit Holder Attorney Name
	 
	X
	 
	X

	Future Permit Holder Attorney Address
	 
	 
	 
	 

	Line 1
	 
	X
	 
	X

	City
	 
	X
	 
	X

	Zip
	 
	X
	 
	X

	County
	 
	X
	 
	X

	Does the applicant or any partner, office holder, 5% shareholder, managing member, 5% or member, or 5% or more voting interest holder in a limited liability company, spouse, or other person involved in this permit hold or have any interest in another permit business currently or previously issued?
	X
	 
	 
	X

	Provide permit number and business address
	 
	If Yes is selected
	 
	X

	Has the applicant or any partner, office holder, 5% shareholder, managing member, 5% or member, or 5% or more voting interest holder in a limited liability company, spouse, or other person involved in this permit ever been convicted of a felony or misdemeanor, including any alcohol-related offenses?
	X
	 
	 
	X

	Provide a detailed explanation
	 
	If Yes is selected
	 
	X

	Will the spouse of a sole proprietor, partner, office holder, 5% or more shareholder, managing member, 5% or more member or 5% or more member or 5% or more voting interest holder in a limited liability company, work on the permit premises?
	X
	 
	 
	X

	Enter spouse's name(s)
	 
	If Yes is selected
	 
	X

	Has the applicant or any partner, office holder, 5% shareholder, managing member, 5% or member, or 5% or more voting interest holder in a limited liability company, spouse, or other person involved in this permit ever been refused a permit, denied a renewal, or had a permit revoked by this Division or the Liquor Control Commission?
	X
	 
	 
	X

	Provide a detailed explanation
	 
	If Yes is selected
	 
	X

	Does the applicant own the real estate on which the proposed business will be located? 
	X
	 
	 
	X

	Will the applicant be the sole owner of the business? 
	X
	 
	 
	X

	Will the applicant be the sole owner of the equipment? 
	X
	 
	 
	X

	Will any person, partnership, LLC, or corporation, excluding banks or building and loan associations, have any financial interest (such as money, loans, installment contracts, property, or other interest) or share in the profits in the business or the property, real or personal? 
	X
	 
	 
	X

	Provide a detailed explanation
	 
	If Yes is selected
	 
	X

	Does the applicant or any partner, office holder, 
shareholder, managing member, member, or voting interest holder in a limited liability company, spouse, or other person involved in this permit own any stock or have any interest in the business of a manufacturer or wholesale distributor of alcoholic beverages?
	X
	 
	 
	If transferring C or D

	Provide a detailed explanation
	 
	If Yes is selected
	 
	If transferring C or D

	Does the applicant or any partner, office holder, shareholder, managing member, member, or voting interest holder in a limited liability company, spouse, or other person involved in this permit own any stock or have any interest in the business or a retail permit holder?
	X
	 
	 
	If transferring A or B

	Provide a detailed explanation
	 
	If Yes is selected
	 
	If transferring A or B

	Does the new location have an existing building?
	X
	 
	X
	 

	Please provide construction begin date
	 
	If No is selected
	X
	 

	Are you transferring all permit classes being used at your present location to the proposed location?
	X
	 
	X
	 

	Number of bars that will operate at this location
	 
	X
	X
	 




[bookmark: _Member_Information][bookmark: _Toc31880934]Entity Disclosure
	Questions/Fields
	Radio button
	Text

	Member 5% Information (Display the most current data from the database. Allow user to add, delete, update records)
	If buyer type = LLC or Partnership

	Member Name
	 
	X

	SSN or Federal Tax ID #
	 
	X

	Birthdate
	 
	X

	Office Held (Select CEO, President, Vice President, Secretary, Treasurer)
	 
	X

	Interest (Select Managing Member, Voting Interest, Membership Interest)
	X
	 

	%
	 
	If Voting interest or Membership interest is selected

	Stockholder 5% Information (Display the most current data from the database. Allow user to add, delete, update records)
	If buyer type = Corporation 

	Stockholder Name
	 
	X

	SSN or Federal Tax ID #
	 
	X

	Birthdate
	 
	X

	Number of shares issue for stock transfer (not percentages)
	 
	X

	Total Shares Issued
	 
	X

	Is stock traded on a National Exchange?
	X
	 

	Provide name of exchange and symbol
	 
	If Yes is selected

	Officer Information (Display the most current data from the database. Allow user to add, delete, update records for CEO/President, Vice-president, Secretary, Treasurer)
	If buyer type = Corporation, LLC, Partnership, Non-profit

	Officer Name
	 
	X

	SSN 
	 
	X

	Office Held (Select CEO, President, Vice President, Secretary, Treasurer)
	 
	X

	Birthdate
	 
	X



[bookmark: _Toc31880935]Documents Required by Permit Type
The following tables indicate which documents are required in each scenario and at what point they are required: at submission of the application or approval. 
[bookmark: _Toc31880936]Retailer
The following table indicates at what point various documents are required. 
	Doc
	Corp
	LLC
	Partnership
	Non-profit
	Individual

	Personal history background
	 
	 
	 
	 
	Submission

	Officer/Shareholder disclosure
	Submission
	 
	 
	 
	 

	LLC Membership disclosure
	 
	Submission
	 
	 
	 

	Partnership Disclosure
	 
	 
	Submission
	 
	 

	Signed partnership agreement
	 
	 
	Approval
	 
	 

	Non-profit disclosure
	 
	 
	 
	Submission
	 

	Background Check (for each person disclosed)
	Approval
	Approval
	Approval
	Approval
	Approval

	Fingerprint verification worksheet and supporting documents
	Submission
	Submission
	Submission
	Submission
	Submission

	Lease Agreement or Summary of Tenancy
	Req-d for Approval If "Do you own the real estate on which the proposed business will be located?" = No

	Financial Verification and supporting documents
	Approval
	Approval
	Approval
	Approval
	Approval

	Secretary of State Certificate of Good Standing
	Approval
	 
	 
	 
	 

	Secretary of State Certificate of Organization
	 
	Approval
	 
	 
	 

	Secretary of State Certificate of Continued Existence
	 
	 
	 
	Submission
	 

	Secretary of State Certificate of fictitious Name
	 
	 
	Req-d for Approval (If fictitious)  
	 
	 

	Secretary of State Certificate of Authority to do business in Ohio
	If not incorporated in Ohio
	 

	Copy of Food Service operator or food establishment license
	If filing for A1A, D1, D2, D3, D5, D5A, D5C, D5D, D5F, D5I, D5L, D5M, D5O, or D7

	Documentation of other persons’ interest
	Req-d for Approval If "Will the applicant be the sole owner of the business?" = No



[bookmark: _Business_Rules_for][bookmark: _Appendix_E:_Checklist][bookmark: _Toc31880937]Checklist Logic
[bookmark: _Toc31880938]Retailer (New)
	
	Restaurant/Night Club
	Other Specific Locations
	Sunday

	Item
	D1
	D2
	D3
	D3A
	D5
	D5J
	D6

	Class Fee
	X
	X
	X
	X
	X
	X
	X

	Processing Fee 
	X
	X
	X
	X
	X
	X
	X

	Ownership Disclosure Form
	X
	X
	X
	X
	X
	X
	 

	a.     4030 with Certificate of Good Standing from Secy. Of State
	X
	X
	X
	X
	X
	X
	 

	b.     4031 with Certificate of Fictitious Name Partnership Agreement from Secy. Of State; and Partnership Agreement
	X
	X
	X
	X
	X
	X
	 

	c.      4032 with Certificate of Organization from Secy. Of State 
	X
	X
	X
	X
	X
	X
	 

	Located within Community Entertainment District
	 
	 
	 
	 
	
	X
	 

	Notice to City Council (if in City)
	X
	X
	X
	X
	X
	X
	 

	Notice to County Commissioner (if in Township)
	X
	X
	X
	X
	X
	X
	 

	Notice to Township Trustees (if in Township)
	X
	X
	X
	X
	X
	X
	 

	Notice to Police Department
	X
	X
	X
	X
	X
	X
	 

	Personal History Background Form (DLC 4121) for each person disclosed
	X
	X
	X
	X
	X
	X
	 

	Police Check (for each person disclosed)
	X
	X
	X
	X
	X
	X
	 

	BCI&I Background Check
	X
	X
	X
	X
	X
	X
	 

	BCI Fee (for each person disclosed)
	X
	X
	X
	X
	X
	X
	 

	Report 
	X
	X
	X
	X
	X
	X
	 

	Final Report
	X
	X
	X
	X
	X
	X
	 

	Institutions within 500 feet of the premises can object, (if applicable)
	X
	X
	X
	X
	X
	X
	 

	Food Service Operator License (FSO)
	X
	X
	X
	X
	X
	X
	 

	Local Option and Annex
	X
	X
	X
	X
	X
	X
	X

	Financial Verification 
	X
	X
	X
	X
	X
	X
	 

	Tenancy/Lease Agreement
	X
	X
	X
	X
	X
	X
	 

	Issued Permit at this Address
	X
	X
	X
	X
	X
	X
	 

	Personal/Location Background -1st Reviewer
	X
	X
	X
	X
	X
	X
	 

	Personal/Location Background – Final Reviewer
	X
	X
	X
	X
	X
	X
	 

	Validate other required permits
	 
	 
	 
	 X
	 
	 
	X

	Verify if renewal pending
	 
	 
	 
	 
	 
	 
	X

	Verify if Transfer/Stock or LLC Transfer Pending
	 
	 
	 
	 
	 
	 
	X





[bookmark: _Toc31880939]Transfer

	Document or Verification
	Required when

	Personal history background
	All Transfers

	Officer/Shareholder disclosure
	If buyer is corporation

	LLC Membership disclosure
	If buyer is LLC

	Partnership Disclosure
	If buyer is Partnership

	Non-profit disclosure
	If buyer is Non-profit

	Certified copy of court Appointment
	If transfer to executor, administrator, or court appointed rep

	Certified copy of Court Appt bearing signature of judge & court time stamp, indicating whether you can operate
	If transfer to executor, administrator, or court appointed rep

	Applicable transfer application
	If transfer as Economic Development TREX

	Economic Development TREX Transfer Form
	If transfer as Economic Development TREX

	Background Check
	All Transfers

	Lease Agreement or Summary of Tenancy
	If "Do you own the real estate on which the proposed business will be located?" = No

	Signed copy of purchase agreement, merger agreement, or partnership agreement
	All Transfers

	Financial Verification
	All Transfers

	Secretary of State Certificate of Good Standing
	If buyer is corporation

	Secretary of State Certificate of Continued Existence
	If buyer is Non-profit

	Secretary of State Certificate of Organization
	If buyer is LLC

	Secretary of State Certificate of fictitious Name
	If fictitious partnership

	Secretary of State Certificate of Authority to do business in Ohio
	If not incorporated in Ohio

	Copy of Food Service operator or food establishment license
	If filing for A1A, D1, D2, D3, D5, D5A, D5C, D5D, D5F, D5I, D5L, D5M, D5O, or D7

	Check address for pending applications
	All Transfers

	Police check
	All Transfers

	Field report
	All Transfers

	Tax approval
	All Transfers

	Violations
	All Transfers

	Check if renewal is pending
	All Transfers





[bookmark: _Appendix_F:_Business][bookmark: _Toc31880940]Business Rules for Validation (Approval)
[bookmark: _Toc31880941]All Permit Types
[bookmark: _Toc31880942]Tax Department 
[bookmark: _Quota/Local_Option][bookmark: _Quota/Transferrable_Restrictions][bookmark: _Toc31880943]Quota/Transferrable Restrictions
This section explains the business rules that the system validate against use after a permit is submitted for approval. Depending upon the permit type, validations against the organization, dates, quota data, local option data, and even the applicant must be applied. 


	
	Restaurant/Night Club
	Other Specific Locations
	Sunday
	

	
	D1
	D2
	D3
	D3A
	D5
	D5J
	D6
	
	
	
	
	
	
	

	Transferrable?
	Y
	Y
	Y
	Y
	 Y
	*
	 Y
	
	
	
	
	
	
	

	Quota restriction?
	Y
	Y
	Y
	Y
	Y
	Y
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	*May only be transferred within the entertainment/revitalization district in which it originated

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	




[bookmark: _Tasting]
[bookmark: _Retailer_(New)_2][bookmark: _Toc31880944]Retailer (New)

	
	Restaurant/Night Club
	Sunday

	
	D1
	D2
	D3
	D3A
	D5
	D5J
	D6

	1 per two hundred thousand square feet of floor area or fraction of that floor area, up to a maximum of five D-5b permits for each enclosed shopping center. The number of D-5b permits that may be issued at an enclosed shopping center shall be determined by subtracting the number of D-3 and D-5 permits issued in the enclosed shopping center from the number of D-5b permits that otherwise may be issued at the enclosed shopping center under the formulas provided in this division
	 
	 
	 
	 
	 
	 
	 

	Only one D-5n permit may be issued per casino facility and not more than four D-5n permits shall be issued in this state
	 
	 
	 
	 
	 
	 
	 

	Requires A-1-A, A-2, A-2f, A-3a, C-2, D-2, D-3, D-3a, D-4, D-4a, D-5, D-5a, D-5b, D-5c, D-5d, D-5e, D-5f, D-5g, D-5h, D-5i, D-5j, D-5k, D-5l, D-5m, D-5n, D-5o, or D-7
	 
	 
	 
	 
	 
	 
	X

	Requires D2 and full quota
	 
	 
	 
	 
	 
	 
	 

	Requires D3
	 
	 
	 
	X
	 
	 
	 

	Issued within a qualified Community Entertainment District 
	
	
	
	
	
	X
	

	Can be issued within a DORA 
	X
	X
	X
	X
	X
	X
	
	
	
	





[bookmark: _Toc31880945]Transfer
See previous section for Retailer (New) validations. The validations for a transfer of these permit types is the same as the validation on new permits. 


[bookmark: _Retailer][bookmark: _Toc1981888][bookmark: _Toc1982170][bookmark: _Toc1981889][bookmark: _Toc1982171][bookmark: _Toc31880946]Permit Wizard
[bookmark: _Special_Events_1]The external site should guide users through figuring out which permit they need if they do not already know. The system should prompt the user for the minimum amount of data to determine which permit is to be requested. 
[bookmark: _Retailer_(New)_1][bookmark: _Toc31880947]Retailer (New)

	
	
	Restaurant/Night Club
	Other Specific Locations
	Sunday

	
	Permit
	D1
	D2
	D3
	D3A
	D5
	D5J
	D6

	Selling
	Beer
	X
	 
	 
	 
	X
	X
	 

	
	Wine
	 
	X
	 
	 
	X
	X
	X 

	
	Mixed Beverages 
	 
	X
	 
	 
	X
	X
	X 

	
	Spirituous Liquor
	 
	 
	X
	 
	X
	X
	 

	Selling Method
	On Prem
	X
	X
	X
	 
	X
	X
	 

	
	Carry-out
	X
	X
	 
	 
	 
	 X
	 

	Until
	1am
	X
	X
	X
	 
	 
	 
	 

	
	2.30am
	 
	 
	 
	X
	X
	X
	 

	Location Type
	Enclosed Shopping Mall > 225,000 sq. ft & < 400,000 sq. ft
	 
	 
	 
	 
	 
	 
	 

	
	Private Club for Members Only

	 
	
	
	 
	 
	 
	 

	
	Resort Area
	 
	 
	 
	 
	 
	 
	 

	
	Railroad
	 
	 
	 
	 
	 
	 
	 

	
	Community Entertainment District
	 
	 
	 
	 
	 
	X
	 

	
	Revitalization District
	 
	 
	 
	 
	 
	 
	 

	
	Casino Restaurant
	 
	 
	 
	 
	 
	 
	 

	
	Casino Operator
	 
	 
	 
	 
	 
	 
	 

	
	Airport - airline
	 
	 
	 
	 
	 
	 
	 

	
	Airport - restaurant
	 
	 
	 
	 
	 
	 
	 

	
	Aircraft
	 
	 
	 
	 
	 
	 
	 

	
	Agency Store with C1, C2, or C2X
	 
	 
	 
	 
	 
	 
	 

	
	Lunch Stand
	X
	 
	 
	 
	 
	 
	 

	
	Marina
	 
	 
	 
	 
	 
	 
	 

	
	Permanently docked riverboat, historical, 50+ people seating
	 
	 
	 
	 
	 
	 
	 

	
	Boat
	X
	X
	X
	 
	 
	 
	 

	
	Hotel
	X
	X
	X
	 
	 
	 
	 

	
	Hotel with 50 or more rooms
	 
	 
	 
	 
	 
	 
	 

	
	Non-profit operating botanical garden
	 
	 
	 
	 
	 
	 
	 

	
	Restaurant affiliated with the preservation of wild animals
	 
	 
	 
	 
	 
	 
	 

	
	Museum - National Sports
	 
	 
	 
	 
	 
	 
	 

	
	Museum - Other, Community Theater or arts center
	 
	 
	 
	 
	 
	 
	 

	
	Restaurant/Bar NOT located on property that is owned or leased by the state or a state agency
	X
	X
	X
	X
	X
	 
	 

	
	Restaurant/Bar located on property that is owned or leased by the state or a state agency
	 
	 
	 
	 
	 
	 
	 

	Other
	Been in existence for 3 years or more OR chartered by congress or part of a national organization that has been around for 3 years
	 
	 
	 
	 
	 
	 
	 

	
	Serves to members only
	 
	 
	 
	 
	 
	 
	 

	
	SUNDAY Sales
	 
	 
	 
	 
	 
	 
	X

	
	Transporting
	 
	 
	 
	 
	 
	 
	 

	
	Buy wholesale as druggist
	 
	 
	 
	 
	 
	 
	 

	
	Retail drug store
	 
	 
	 
	 
	 
	 
	 





[bookmark: _Appendix_I:_Document][bookmark: _View_Permit_Flags/Notifications][bookmark: _Toc31880948]View Permit Flags/Notifications
	Flag
	Display When…

	Quota Exceeded
	A permit status = "Draft" or "Awaiting Quota" and the quota limit for that permit type has been reached

	Local Option Invalid
	A permit status = "Draft" or "Awaiting Quota" and the location is Dry

	Pending Transfer
	A transfer has been initiated on the permit and the transfer is not complete

	Active Violations
	There are active violations at this location

	District/Area Designation
	Indicate of the address falls within a District/Area

	Personal/Location Data
	Personal and location background data contains previous rejection, revocation, or violations.



[bookmark: _Toc31880949]Document Forms for Generation
Documents that are to be presented for download/upload are those that require signatures/acknowledgement from people that do not have system access. The documents listed here will have system data merged with the templates to create the document for user download. These documents are generally required for permit approval. 

· 4029 for Non-Profit with Certificate of Good Standing or Certificate of Organization
· 4030 for Corporation with Certificate of Good Standing
· 4031 for Partnership with Certificate of Fictitious name & Partnership Agreement
· 4032 for Limited Liability Company with Certificate of Organization
· Personal History
· Summary of Purchase Agreement
· Tenancy/Lease Agreement

[bookmark: _Toc31880950]Financial Verification
	
	
Label Name
	Description
	
	Type/Format
	System Populated? 

	Total Cost to Buy/Set up this Business
	
	Text, USD format, 2 decimal places
	

	Loans from a financial institution
	
	Text, USD format, 2 decimal places
	

	Land contract
	
	Text, USD format, 2 decimal places
	

	Promissory note held by seller
	
	Text, USD format, 2 decimal places
	

	Assumption of seller’s debts
	
	Text, USD format, 2 decimal places
	

	Loan from 3rd party, not on application
	
	Text, USD format, 2 decimal places
	

	Personal funds of applicant accumulated at financial institution
	
	Text, USD format, 2 decimal places
	

	Personal funds of applicant not deposited in financial institution
	
	Text, USD format, 2 decimal places
	

	Corporate funds on hand
	
	Text, USD format, 2 decimal places
	

	Other
	
	Text, USD format, 2 decimal places
	

	Total Funds
	Total of all previous fields
	Text, USD format, 2 decimal places
	



[bookmark: _Fees][bookmark: _Toc31880951]Fees
Fees are charged based on the permit type and subtype. The fee amount may change often and need to be configurable.

	Type
	Permit
	Fee

	Retail
	D1
	$376.00

	
	D2
	$564.00

	
	D3
	$750.00

	
	D3A
	$938.00

	
	D5
	$2,344.00

	
	D5J
	$2,344.00

	
	D6 with C2
	$400.00

	
	D6 with A or D
	$500.00

	Transfer
	
	100.00






[bookmark: _Toc31880952]Approval 
The System Requirements Document is an agreement among the project manager, developers, and stakeholders that represents a common understanding of the project.  By approving/signing this document, it is agreed that these are the formal requirements by which the project will be executed.

	Roles and Responsibilities
	Approver
	Date of Approval

	COM, Business Owner
	Cassandra Hicks
	

	COM, Sponsor
	
	

	COM, Application Development Manager

	Shawn Shelstad
	

	COM, Project Manager
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Permits

Permit  Minimum Suffix Suffix
Number Suffix  Starting Number Transfer
Type Length Length  Number Series  1stlocation 2nd location  3rdlocation  Incremental rule (TRFL)/Move
4
1234567-last location  1234567-location
Most permits 7 4 0 0000 1234567 1234567-0005 1234567-0010  suffix + 5 suffix +1
4
Duplicate Bar 3 1234567-location 1234567-location
(Applicable D Permits) 7 5 Last # of suffix_ 00000 1234567-00003 1234567-50001 1234567-10001 suffix + 1 suffix +1
4
Master File 1234567-0020 1234567-last location  1234567-location
(4+ locations) 7 4 0 0000 1234567(master file) 1234566-0005 1234567-0010 suffix +5 suffix + 1
14
Private Clubs special 1234567-0001 1234567-0002 1234567-0003 1234567-post number 1234567-location
case 7 4 0 0000 (post#1) (post#2) (post#3) in 4 digits suffix suffix +1
1
Offsite A1A special 1234567-last location  1234567-location
case 7 5 9 90000 1234567-90001 1234567-90002 1234567-90003 suffix + 1 suffix + 1
v
1234567-last location 1234567-location
5-1 special case 7 4 1 1000 1234567-1000 1234567-1005 1234567-1010 suffix +5 suffix+1
4
1234567-last location 1234567-location
5-5 special case 7 4 0 0000 1234567 1234567-0005 1234567-0010 suffix +5 suffix +1

1234567-last location 1234567-location
S1 & S5 special case 7 4 2 2000 1234567-2000 1234567-2005 1234567-2010 suffix+5 suffix+1
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Pilot Approval Workflow

=
§ Submit
Al [ ewication
2
Al approval dod>, | Create task for
received? " Review
£ ves
2
pocuments | Create task for Close task, Close task,
i | oticaions Rk o viggerpermit | | wiggerdeny
oo notifications notification
et tosk for Receive task for Complete
=i Notiications Review checklist
H ¥ sommoveo
H
= o] Review app and
I Notifications,
o update checki oeneo
] Receive task for Return to
H Review reviewer? Approve?
H
-





image4.png
Permit/License Life Cycle - To Be
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