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Introduction
[bookmark: _GoBack]Goals and desired requirements for the Rent Regulation System are set forth in this document.
Business Goals
The HCR Rent Regulation System will enable HCR to accurately, efficiently and effectively administer and oversee the rent regulation programs within the State of New York and foster a system of compliance and self-regulation. This system will also provide the HCR Legal Unit the capability to track and manage their legal matters.  As such, the objectives of the system are:
· Provide a more user-friendly web-based application to manage all rent regulation activities including registrations of units, case management and case processing
· Provide a user-friendly web-based application to manage all Legal Unit activities including logging legal matters, tracking court appearances and managing work allocations.
· Automate paper-based processes to reduce workload through automation
· Enable data analysis to monitor and respond to fraud and non-compliance matters
· Enable organization-wide performance management
· Provide management reports and response to queries
· Streamline internal communication through workflows and enhance data sharing with other Agencies
· Provide a platform for future requirements of the organization
The key benefits and outcomes to be derived from the system include:
· Replacement of the existing HUTS system and related databases
· Improved customer service and satisfaction for both landlords and tenants 
· Reduced case processing times and faster response times that enable HCR to continue to meet their objectives with limited resources through increased productivity and efficiencies
· Multiple channels of communications and consistent user experience across channels
· Provide a more robust mechanism for accurately tracking, analyzing and reporting on data associated with rent regulation
· Provide a mechanism for accurately tracking, analyzing and reporting on data associated with the HCR Legal Unit
Functional Scope
· The business functions constitute the primary services that enable HCR to serve, and interact with, its core customers - Owners, Tenants, Housing Preservation and Development (HPD), New York State Unified Court System (OCA), and New York State Department of Taxation and Finance (TAX) Office of Real Property Tax Services. They also represent the primary services that enable data sharing with external agencies and systems: HPD, New York City Rent Guideline Board (RGB), New York City Independent Budget Office (IBO), New York City Department of Finance (DOF), New York City Department of Planning, NYC Department of Environmental Protection, TAX, Owner Rent Regulation Applications (ORRA) and ORA’s automated forms available to tenants/owners via the HCR Internet.

Registration
Receiving submissions of initial, annual, vacancy decontrol, and amendment registrations for buildings and apartments is a primary function related to the administration of Rent Regulation in New York State.  The system shall:
· Include functions to process Registration submissions, e.g., beginning notifications, tasks and workflows.
· Interact with the Owner Rent Regulation Applications (ORRA) system to upload registration data that is submitted via ORRA.
· Provide ability to log receipt of paper initial, annual, vacancy decontrol, amendment registrations for buildings and apartments.
· Provide ability to enter initial, annual, vacancy decontrol, amendment registrations for buildings and apartments as registered entities within the system.
· Provide the ability to handle multiple building registrations for a single registration year for different owners and to attach the respective apartment registrations to the correct owner’s building registration.
· Provide ability to modify the registration information that is collected for a new year without impacting the registration information collected for previous years.
· Provide ability for authorized staff to delete building and apartment registrations that were entered in error or amend such registrations while maintaining information as originally entered.
Case Processing
The envisioned system would be required to manage and process cases related to the functions of the Office of Rent Administration, the Tenant Protection Unit and the HCR Legal Department. This would include entry of case information, docketing, workflow management, automation of activities, automation of calculations (where possible), closing and archiving of cases. Specifically, the system shall provide the following functionality:
1) Docketing – The system shall:
· Provide standardized functions to support the docketing of approximately 60 case types.
· Create a unique docket number for each case entered.
· Identify buildings and apartments associated with the case.
· Collect the owner name and address.
· Collect the owner and/or tenant representative name and address.
· Collect sub-classifications based on case type.
· Ability to relate newly docketed case to existing cases based on case type.
· Include generation of an acknowledgement notice to the party that filed the case and possible notifications to tenants, owners, managing agents, tenant/owner representatives depending on the case type.
· Provide means to collect additional information depending on the case type. For example, items replaced in a major capital improvement case, items not being maintained by the owner in an individual apartment, fee payments received, data used to create a rent calculation chart.
· Provide ability to modify any case information after the initial entry of the data.
· Provide ability for authorized staff to modify an apartment number/tenant name for an open case. Store event at the case level noting the change.
· Automatically assign cases based on case type to a specified bureau/unit, then staff based on current workload.
2) Case Events – The system shall:
· Have standardized process to track entry of actions (events) taken against a case.
· Allow events to be entered manually or be system generated. 
· Event type, date, time, comments and user/process that created the event needs to be collected.
3) Case Inspections – The system shall:
· Provide standardized process for requesting and tracking inspections that need to be performed on buildings/apartments as necessitated by the case.
· Generate correspondence to the owner/tenant regarding the scheduling, rescheduling, cancellation of the inspection.
· Generate an email to the Inspections Unit when the case processor requests an inspection for the case.
· Automatically schedule inspections based on staff workloads and location of building/unit

4) Tracking of Legal Cases/Matters – The system shall:
· Provide ability for the HCR Legal Unit to log, assign and track SJR cases that are filed against underlying ORA docketed cases.
· Provide ability for the HCR Legal Unit to log, assign and track legal matters that are not filed against underlying ORA docketed cases.
· Provide ability to log, assign and track appeals cases that are filed against an underlying legal matter.
· Provide the ability to assign a case/legal matter to a single attorney or multiple attorneys.
· Provide standardized process to track entry of actions (events) taken against a legal matter.
· Provide means to collect additional information depending on the type of case or legal matter.
· Provide ability to modify any information after the initial entry of the data.
· Provide inquiry screens for users of the system to look at the legal matters and staff assignments	.
· Provide ability to enter court appearances into a calendar and generate reminder notifications.

5) Freedom of Information Law (FOIL)/Subpoena Requests – The system shall:
· Provide the ability to log, assign, track and close FOIL/Subpoena requests from the public. Information collected includes but is not limited to: the requester name, address, phone number; who the requester is (owner, prospective owner, tenant, subtenant, etc.); date request is received; the building that the request is related to (if applicable to the request); what is being requested; court information for subpoena requests.
· Generate correspondence to requesters.
· Track money received for photocopies of records.
· Generate reports listing number, type of FOIL requests received, processed, charges, KPIs.
· The system shall be designed to prevent sharing of documents that are exempt from public disclosure.
6) Mediation Cases – The system shall:
· Provide the ability to log, assign, track and close mediation cases. These are complaints from tenants or owners where the participants have agreed to try to resolve the issue via mediation.
· Provide standardized process to track entry of actions (events) taken against a case.
· Provide ability to generate correspondence to the parties involved.
· Track the phone calls made or received for the mediation case.
· Generate management reports related to mediation cases.
7) Public Information – The system shall:
· Provide means to track the calls, walk-ins, correspondence received by staff by day and the type of request.
· Provide the ability to track the number of clients that were seen by staff by location.
· Generate management reports related to public information.
8) Central Records – The system shall:
· Provide ability for staff to request information from the Central Records Unit. Information requested includes but is not limited to: case files; copies of initial registration forms; copies of registration cards.
· Log the request, assign the request to a Central Records staff member and track the progress of the request.
· Allow the Central Records staff to create the next available box number for a specified case type. This box number will be used to denote where the paper documents for a case reside within Central Records when the paper documents are transferred from the processing unit to Central Records unit.
· Provide management reports related to Central Records.
9) Inquiry Functions – The system shall:
· Provide inquiry access for all building and apartment registration data, case data, HCR Legal Department data, FOIL/Subpoena data, Central Records request data, mediation case data.
· Allow data to be accessed by different search criteria – e.g., building id, owner name, tenant name, case docket number, etc.
· Allow supervisors to be able to inquire on cases assigned to subordinates.
· Allow staff to be able to inquire on cases assigned to them.
· Allow supervisors and staff to be able to inquire on their case workloads.
· Limit inquiry access via the Web for non-HCR staff.
10) Changes and Corrections – The system shall:
· Allow changes/corrections to existing case and registration data with a requirement for a higher access level.
· Provide ability for authorized staff to modify building identification numbers by changing all records in the system that have the old building identification number value to the new value. Store events noting the change of building id at the building level and at the case level
· Provide ability for authorized staff to modify the building identification number for a specific docketed case. Allow the linking of apartments attached to the case to the correct address occurrence under the new building identification number. Store event noting the change of building id at the case level.
· Provide ability for authorized staff to modify apartment numbers for a selected building identification number. Shall allow for a single registration year or for all registration years. Store event noting the change of apartment number at the apartment level and at the case level.
· Provide ability for authorized staff to add/change the relation of existing cases to one another.
· Provide ability for authorized staff to change all cases assigned to a specific staff person to a different staff person. Ability to further limit the cases transferred for the specific staff person to a selected bureau, case type and/or case classification. The new staff person must have the proper security levels to process the cases being transferred. Store event at the case level noting the transfer.
· For a specified case, provide the ability for authorized staff to enter a missing filing date, modify the apartment status, modify the case type and/or classification, and modify the bureau the case is assigned to. Store event at the case level noting the change.
· Provide the ability for authorized staff to enter building information events for a specified building or an apartment within a specified building. These may include but are not limited to: building owner change, registration non-compliance, apartment status change, building id change, apartment history change.
11) End User Functionality – The system shall:
· Allow users to effectively interact with the program's core data assets on a unified platform.
· Provided user access of all key HCR datasets in one database repository.
· Allow user to access the web based reporting server remotely.
· Allow user to hyperlink to various case related documents.
· Automate all rent regulation process calculations.
· Conduct automated address validation and geocoding as users enter or update address information using the NYC Geosupport system or the NYS GIS Program Office Geocoding Services.  (A planned enhancement for the NYS GIS Program Office Geocoding services is  automatic use of NYC Geosupport geocoding for addresses in New York City). 
· Automate system decision support functionality including triage for escalated email alerts for certain case types e.g., Emergency Apartment Decreased Service(s) cases.
12) Final Order – The system shall:
· Provide customized templates for each automated case type and determination. Authorized staff will have the ability to create and modify the templates.
· Provide all orders in a standard format.
· Support orders having digitized signature of the rent administrator in charge of the case type.
· Provide templates that allow the entry of additional data by rent examiners.
· Provide templates that automatically merge case data from the system.
· Provide a notification and approval function that allows the examiner to notify their supervisor that the case is ready for review, the ability for the supervisor to notify the examiner that changes need to be made, the ability for the supervisor to notify the rent administrator of the unit that the case is ready to be reviewed, the ability for the rent administrator to notify the supervisor that changes need to be made, the ability for the rent administrator to approve the generation of the order.
· Automatically generate orders for all recipients of the case determination: owners, managing agents, tenants, tenant representatives.
· Make copies of orders available in the Electronic Content Management system.
· Provide order generation status reports.
· Provide order generation process that has the necessary controls to provide proof of mailing.
· Have the ability to resend/reprint automated orders.
13) Index Values – The system shall:
· Automatically set index values when cases are closed.
· Allow manually entry of case index values.
· Provide online case index reports to the public.
· Provide authorized staff the ability to set index values that need to be collected by case type. 

14) Batch Processing – The system shall:
· Process information entered by Rent Examiners: Generate Orders.
· Process information entered by Rent Examiners: Generate Notices.
· Process information entered by Rent Examiners: Update Case Status and Case Information.
· Process information entered by Rent Examiners: Transfer Cases. 
· Process information entered by Rent Examiners: Index Cases.
· Process information entered by Rent Examiners: Produce Reports.
· Implement Registration processes: Load large annual registration submissions.
· Implement Registration processes: Produce Reports.
· System: Populate Data warehouse.
· System: Create data extracts of registration or case data.

Registration and Core Case Management
There are functions in the system that are shared by the Registration process and the Core Case Management Process.
1) Master File –The system shall:
· Provide a master file (apartment base) of the history of all regulated apartment units.
· Create a master file of all known apartment units from the existing registration and case data.
· Provide the ability to add/modify records.
· Collect information specific to the apartment including but not limited to the Rent Control Effective Date, Rent Stabilized Effective Date, Exempt Date, Exempt status, Apartment Street Address and AKA apartment designations, unit rehab/consolidations.
· Tie the master file creation process into the annual rent registration and case docketing processes to update the information accordingly.
· Support the annual NYC Finance billing.
2) Building Address Information – The system shall:
· Provide ability for authorized staff to add new building address information using a pre-assigned building identification number or have the system generate a new building identification number.
Core Case Management
More complex case types would require enhanced case management functionality that would enable the organization to adequately and appropriately manage these case types. This would include the ability to assign cases, actions, activities etc. Specifically, the system shall provide the following functionality:
1) Organizational Structure – The system shall:
· Maintain an Organizational Structure for all users of the system.
· Maintain an unlimited number of levels for the organization structure to manage staff, supervisors, managers and executive staff.
· Have the ability to assign roles, responsibilities and positions to users.
· Limit the views/screens and data that the user can access based on their roles, responsibilities and positions.
2) Dashboard – The system shall:
·  Have the ability to configure and display process/performance dashboards.
3) Home Page – The system shall:
· Allow users to view their Home Page after logging in.
· Display information on the Home Page based on the organization, role and responsibility of the user.
· Allow the user to customize their Home Page.
· Have the ability to display dashboards on the Home Page.
4) Reference Tables – The system shall:
· Allow administrators to add and update records in reference tables.
· Allow deletion of items from reference tables that are not referenced.
5) Print – The system shall:
· Have web browser printing available to users to print an image of the current screen and include identifying information such as system date, system time and person logged in.
6) Case Management – The system shall:
· Provide staff the ability to review the history of tenant/owner’s prior case submissions, complaints, requests and results/determinations.
· Maintain an audit trail of activities performed by users.
· Provide staff the ability to review the history of case activities.
· Be able to print all documents for a case at any given point (e.g., when a court request is made, when a case manager needs to review documents, etc.).
7) Profile – The system shall:
· Have the ability to capture key identifying information for a tenant/owner/building/apartment.
· Have the ability to associate tenants/owners/buildings/apartments and identify the type of relationship in the association.
· Have the ability to attach a start and end date to each relationship established in the system for tenants/owners.
· Utilize the user-defined case contact for all correspondence and communication.
· Have the ability to track updates to profile information via a historical audit trail.
· Track changes of relationships between tenants and owners via a historical audit trail.
8) Resources Management – The system shall:
·  Provide the ability to manage all resources within the system.
9) System Search – The system shall:
· Have the ability to search for all resources in the system by various criteria.
· Have comprehensive search capability for all defined fields in all case management records.
· Have the ability to perform a sound-ex and/or sounds-like search.
10) Time Specifications – The system shall:
·  Allow for the entry of time assuming a 24 hour clock format (i.e. military time - hh:mm:ss.tt).
11) Data Entry Specification – The system shall:
· Support spell checking of any free-form text entered.
· Require users to enter free-form text when "other" is selected in picklists.
· Have the ability to ensure that all required fields are populated and checked for appropriate values.
12) Address Specifications – The system shall:
· Standardize and store entered mailing addresses using the USPS address standard.
· Store the building location address separate from any postal mailing address.
· Standardize and store entered building location addresses using the NENA Civic Location Data Exchange (CLDXF) standard (http://www.nena.org/?NG911CLDXF)
· Geocode addresses using the NYC Geosupport system or the NYS GIS Program Office Geocoding Services (https://gis.ny.gov/gisdata/inventories/details.cfm?DSID=1278)  
· Prompt users to confirm the address is correct if it was updated after geocoding and normalization.
· Report a new building location address to the NYS GIS Program Office for inclusion in the NYS Address Point database.

13) Policy Document – The system shall:
·  Contain a link to access HCR policy documentation.
14) Archiving and Purging – The system shall:
· Provide staff the ability to archive case information. This historical information shall be moved from the production environment to an archived environment and remain accessible for historical analysis and reporting.
· Allow purging of data and documents based on policy and business rules.
· Present a listing of records to be purged for review prior to physically purging any information.
· Have configurable purge data specifications.
15) Forms/Questionnaires – The system shall:
· Pre-populate questionnaires and forms with available data.
· Determine questions on questionnaires / forms based on previous answers.
· Store complete forms, questionnaires, letters and other documents.
· Allow authorized users to retrieve, view and print the documents in their original form as they were created and stored.
16) System Specifications – The system shall:
· Maintain an audit trail of activities performed by users.
· Designate access rights to view the audit trail based on user role.
· Allow system administrators to view all audit trails.
· Not allow users to modify the audit trail records.
17) Appointment – The system shall:
· Be able to schedule/re-schedule appointments with a tenant/owner.
18) Workflows and Notifications – The system shall:
· Support work queues for all organizational departments, individual roles and pre-defined functions.
· Have the ability to use defined workflows to route work items to appropriate queue based on the work item type. As the work item progresses, the case would be enhanced/adjusted appropriately.
· Allow management to view the work list/queue for their units/users; understand the volume of that work and the rate of productivity in terms of processing the work.
· Expedite communications and standardize correspondence between workers through the automation of workflow.
· Provide an automated service delivery process to increase operational efficiency through electronic processing tools that help staff complete tasks in a timely manner, such as immediate access to case records.
· Provide the ability to generate tasks required for staff to coordinate standard case related activities including but not limited to notifications, scheduling/re-scheduling appointments, document checklists.
· Support workflow through tasks for specified functions within the system. HCR management and staff will be automatically notified of critical and non-critical events which will serve to facilitate the monitoring of all tenants/owners within active cases. HCR users must be able to reserve and/or assign tasks to themselves or other authorized staff.
· Allow authorized users to sort and filter their work lists/queues.
· Display basic data/descriptive information for each queue.
· Allow designated staff the ability to modify the rules that determine how a work queue operates.
· Support	time-sensitive	task	assignment,	including	the	ability	to notify supervisors/managers for timely assignment or execution of tasks.
· Have the ability to prioritize tasks for critical incidents, time-sensitive events and actions.
· Provide supervisors and staff with the ability to categorize a task as a higher priority for immediate response.
· Have the ability to store historical tasks timeliness of completion statistics for trend and performance metric reporting.
· Allow the system administrator to be able to enable/disable notifications for users.
· Allow user defined tasks and workflow, directed to a specific user or group.
· Have the ability to identify and escalate overdue tasks.
Court Orders
The system shall be able to capture and manage court orders within the system and associate them with the appropriate tenant/owner cases and allow the agency's systems administrator to maintain the standard picklist of court order directives / activities through an administrative component. Specifically, the system shall provide the following functionality:
1) Case Outcome – The system shall:
· Have the ability to capture sentence or disposition type for a case outcome.
· Have the ability to capture final case outcomes.
· Associate final case outcomes to the applicable dockets.
· Have the ability to capture sentence or disposition date for a case outcome.
2) Security – The system shall:
· Provide the ability to restrict access to Court Order information based on user roles.
3) Scheduling – The system shall:
· Trigger a task to designated staff to review and resolve possible conflicts when multiple court appearances are scheduled on the same day.
· Support notifications to staff of upcoming court appointments.
4) Document Management – The system shall:
· Support the association of electronically captured or generated documents with a specific court order.
· Support the scanning and association of scanned court documents with a docket number. 
5) Workflow and Notifications – The system shall:
· Have the ability to generate tasks and workflow to designated staff based on the directives / activities required by a court order.
· Have the ability to track court order progress through tasks originating from the receipt of an order. This will enable multiple units to complete and provide details necessary to facilitate completion of a court order.

Enterprise Content Management
Many cases handled by the HCR will involve the management of documents and correspondence. This could include a variety of formats such as email, letters, pictures, diagrams, court orders, etc. These documents could relate to a single case or multiple cases. The system requires the functionality to manage and store these documents to support the management and processing of cases. As such, the system shall have the ability to integrate with a web-based Electronic Content Management process and provide the ability to associate documents, whether electronically generated or scanned, to a case file. Specifically, the system shall provide the following functionality:

1) Document Migration
· Migrate existing document repository from Open Text Content Server to NYS Enterprise FileNet ECM.

2) Document Scanning – The system shall:
· Have the ability to allow staff to categorize documents identified for scanning.
· Have the ability to allow authorized users to scan documents.
· Have the ability for designated staff to approve documents that have been scanned into the system.
· Capture the following details for scanned documents:
· Scanner location (configurable)
· User ID (who scanned)
· Date/Time
· Allow a scanned document to be re-assigned to other cases/legal matters within the system in the event of being assigned to an incorrect case.
· Initiate tasks to designated staff for review upon the re-assignment of a scanned document.
· Have the ability to associate a task with the scanned document that originated the creation of the task.
· Have the ability to allow batch scanning of multiple documents.
3) Document Indexing – The system shall:
· Have the ability to allow staff to record the key elements/attributes of the scanned document to help index the documents.
· Have the ability to support BATE Stamping.
· Maintain Document Categories and Document Types.
· Have the ability to allow the authorized user to update the Document Categories and Types as necessary.
· Provide the ability to utilize Optical Character Recognition when indexing documentation.
· Provide the ability to Bar-Code documents.
· Have the ability to record a reference value, which relates to the actual location of the original document.
· Allow a process to assess non-indexed documents.
· Allow authorized users to select, view and index documents in the queue.
· Allow authorized users to select, view and delete documents in the queue.

4) Workflow – The system shall:
· Have the ability to route a scanned document to a queue.
· Have the ability to allow the system administrator to define and maintain standardized multi-step workflows for incoming documents that are scanned into the system. This will support processes to review, associate and handle the documents.
· Have the ability to use defined workflows to route documents to appropriate queue based on the document type or other parameters.
· Have the ability to allow the operator of the scanner to select a workflow for a document from a picklist of standard workflows.
· Have the ability to create steps in standardized workflows that allow users to route documents to additional queues when required.
· Have the ability to allow users to attach documents to tasks generated within the system.
· Provide administrators the ability to grant users permission to override the assigned workflow, and send documents to other users, in an ad-hoc fashion.
· Allow users with appropriate security roles to override specific information during the workflow and Electronic Content Management process.
· Allow notifications to designated staff to be sent based on the document type scanned into the system.
5) Document Upload – The system shall:
· Provide the ability to import soft copy of documents received via email, fax and the Owner Rent Regulated Applications (ORRA) system.
· Have the ability to import soft copies of documents received in at least the following formats: Microsoft suite, JPEG, TIFF, PDF, and email (.TXT or .MSG). 
· Provide the ability for an authorized user to upload and associate pictures and videos with a case/legal matter file.
· Provide the ability for authorized users to upload documents from a computer or network drive.
6) Security Access – The system shall:
· Provide the ability to allow users and groups of users, access to queues based on security roles.
· Provide restricted access to the documents based on the document type and security role of the user.
· Allow limited access to the documents within the case to defined users based on case status and other criteria.
· Allow authorized users to manage access privileges to documents based on type, category, and other parameters.
· Provide the ability to control access to view document types based on user role.
7) Document Repository – The system shall:
· Have the ability to maintain and add documents to a centralized State document repository that is controlled through secured role-based access.
8) Document Search – The system shall
· Provide the ability to search and filter documents using document metadata.
9) Document Status – The system shall:
· Have the ability to save "work in progress" documents that can be edited multiple times until final.
· Have the ability to associate a status (final, draft, etc.) with documents scanned into the system.
· Have the ability to allow notes to be classified by a pick list of standard types.
10) Document and Correspondence Creation and Generation – The system shall:
· Have the ability to generate documents used for mailed correspondence.
· Have the ability to generate forms and letters based on predefined templates and fill those forms with the data stored from within the system.
· Have the ability to allow user to select a form/letter for generation.
· Have the ability to allow user to generate a form/letter based on a workflow rule for the user to review and submit.
· Have the ability to allow users to fill in sections of the document during the time of generation. 
· Have the ability to allow users to save documents during the process of generation.
· Have the ability to retrieve a previously system-generated document and use it to create a new document.
· Not allow previously saved final documents to be modified.
· Have the ability to select notes for placement on forms based on note type.
· Have the ability to record details of the document generation such as the user creating and/or modifying and date/time of creation/modification.
· Have the ability to save data used to produce a document, so as to enable users to reproduce the original copy of the document at a later time.
· Provide option to send correspondence via email, paper or both.
· Provide a standardized process for examiners to create notices/requests for additional information to a particular party involved with the case.
· Allow Examiners to be able to select boiler plate text and/or enter free form text and be able to assign a due date for the party’s response.
· Automatically resend the notice if a response is not received by the due date.
· Provide ability to manually resend the notice if a response is not received by the due date
· Allow authorized staff to create boilerplate notices, set initial and late response periods and determine which case types will use the boilerplates.
· Make copies of notices available in the Document management system.
· Provide Tickler activity reports. When the examiners need more information for a case they create a tickler notice to the appropriate party of the case requesting the information. For each item requested on the tickler notice there is a due date for the response for that particular item and an indicator of whether a second notice will be sent if the party does not respond by the due date. Tickler activity reports list the tickler notices generated for a case, the number of tickler notices created by week and by type (first notice, final notice, acknowledgement notice, extension approved/denied), the cases where the tickler notice processing has been completed and case processing can resume.
11) Document Control – The system shall:
· Have the ability to support versioning of the documents/templates to enable the reproduction of the original document even after a template version changed.
· Allow documentation to be checked-in and checked-out of the system.
12) Audit – The system shall:
· Have the ability to associate a time/date and user with a document when it is interacted (e.g. viewed, edited, etc.) with by a user.
13) Support Paperless Process – The system shall:
· Position HCR to move to a paperless process, eliminating paper case files.
· Implement processes and procedures for scanning all incoming correspondence. 
· Implement image-destroy policy.
· Implement retention periods for all stored documents.
· Implement policy for accessing electronic documents.
· Support handling electronic correspondence to/from owners, tenants, owner/tenant representatives.
· Provide proof of receipt of electronic correspondence.
14) Workflow for Case Triage – The system shall:
· Utilize automated web based workflows for case processing.
· Provide for full integration with New York State’s enterprise Electronic Content Management system, FileNet.
· Provide optional batch workflow processing for cases
· Allow for workflow configuration at the unique task level.
· Provide a workflow simulation module that will be used for future workflow modifications and developments
· Provide an optional production mirror data set for workflow simulation
· Allow for role based testing and integrated test module reporting that will integrate with SSRS in a separate data cube.
· Allow for end user batch based simulation and testing.
· Integrate with ITS SQL Server existing reporting tools and Electronic Content Management system (FileNet) metadata elements.
Reporting
As with any mature government organization, the management of performance, outcomes, and resources requires regular and ad-hoc reporting. The system will be required to provide standard, customizable, and ad-hoc reporting as well as querying on a regular basis across various levels of the organization relating to a number of key metrics. These reports shall be provided on a timely basis and be adaptable to future requirements of the organization. The new system’s reporting capability will duplicate the existing Report Distribution System (RDS) system capabilities. RDS will continue to operate and serve other systems once the new system commences production operations. Specifically, the system shall provide the following reporting functionality:
1) General – The system shall:
· Have the ability to generate standard executive, management, operational reports including case reports, registration reports and legal reports.
· Have the ability to create ad hoc reports and respond to queries.
· Have a management reporting dashboard that reflects key operational metrics from the real-time operational database.
· Have the ability to trigger reports for specific users through tasks and notifications.
· Support generation of reports from the real-time operational database.
· Provide users the ability to select field-level criteria for the creation of a report.
· Provide users the ability to enter, save, select, and modify computational formulas in the creation of reports.
· Provide the ability to view drill down reports.
· Have the ability to output reports for online review and in printer-friendly hardcopy versions.
· Have the ability to create reports with user-defined date ranges as selection criteria.
· Have the ability to limit access to generate reports based on defined user roles.
· Have the ability to limit access to create new reports based on defined user roles.
· Have the ability to limit access to save new reports based on defined user roles.
· Have the ability to limit access to delete reports based on defined user roles.
· Have the ability to limit access to modify reports based on define user roles.
· Allow authorized users to generate reports based on the alerts sent by the system.
· Support the generation of reports from data marts that are extracts, aggregations, and summarizations of data from the real-time operational database.
· Support limits on ad hoc reporting from the real-time operational database to minimize the performance impact.
· Be able to export reported data to PDF, CSV, and XLS formats.
· Have the ability to generate reports based on a variety of selection criteria already defined in the system.
· Have the ability to create system-generated reports that are generated at a predefined timeframe.
· Ability to create system-generated reports and automatically issue to identified users via email.
· Create a solution that encompasses all HUTS reporting capabilities. The functionality will duplicate the existing RDS functionality. Note: RDS will continue to serve other systems once the new system is operational.
· Include dashboards / scorecard tools and analytical reports that will be accessible via SharePoint. Reports will include functionality for dynamic public facing reports
2) Rent Regulation Transparency – The system shall:	
· Enable increased Rent Regulation transparency by consolidating data that is needed for Freedom of Information Law (FOIL) requests.
· Facilitate the utilization of dynamic portals for report access and application access for internal and external audiences.
· Report on Counts of rent regulated apartments, registrations, cases (active and inactive)
· Report on % of rent regulated apartments by, county, zip code, community area, etc.
· Report on rent violations.
· Report on case statuses.
· Report on rent case processing times.
· Report on trends in Affordable Housing.
· Report on Rent Registration Compliance by county, zip code, community area, etc.
· Provide mailing list functionality for automatic case updates and HCR Rent Regulations updates.
· Generate reports for filtered data: volume, occupancy, speed of case processing, etc.
· Integrate with the existing HCR Rent Inquiry phone system: Rent Info Line.
3) Enterprise Level Overview – The system shall:
· Provide daily staff activity logs.
· Provide Program Area level reports.
· Provide Bureau level reports (by Bureau).
· Provide Unit level reports (by Unit).
· Provide Team level reports (by Supervisor).
· Provide Location level reports (by HCR site).
· Provide Employee level reports (by case or function).
· Provide Current Status Report of overall HCR productivity vs. predetermined KPI standards.
· Provide reports on KPI at the same levels as listed in Program Area level reports, Bureau level reports (by Bureau), Unit level reports (by Unit), Team level reports (by Supervisor), and Location level reports (by HCR site).
· Provide Inspector daily activity status reports.
· Provide End-of-Day Report for various rent case processing types.
· Provide Chronological and Daily Log of any system or module Failures.
 
4) Types of reports – The system shall include, but not be limited to, reports in the following subject areas:
· Case
· Registration
· Management
· Correspondence
· Building
· User

Data Warehousing and Data Analytics 
The system will be required to store aggregated data relating to cases. This data will be used in the processing of cases, the review and quality assurance of cases and their outcomes, as well as to provide data for analytics. The system shall be capable of enabling the analytics of datasets in existing and common formats. The system will specifically provide the following functionality:
1) General – The system shall:
· Create a functional data warehouse that contains legacy HUTS, the new system’s data and external data sources that is refreshed periodically to keep the data current.
· Leverage the existing HCR relational database management systems infrastructure that is currently in its initial usage stage.
· Provide data cube(s) along with specific data marts for different programs.
· Utilize XML interfaces, as much as possible, and support other technologies like APIs and Flat Files to link to other external databases.
· Validate all data submitted to the data warehouse.
· Provide an automated data cleansing tool for rent data and addresses.
2) Fraud Detection and Predictive Analysis – The system shall:
· Provide a role based customizable predictive analytics module.
· Provide real-time XML import functionality, as much as possible, and support other techniques like APIs and Flat Flies to import data from designated shared external data sources
· Use SharePoint to provide a link to dashboards for HCR generated using the data warehouse data.
3)	Security and Access Control – The system shall:
· Provide security and role-based access control to data warehouse functionality.
4)	Data warehouse interfaces – The system shall interface with:
· NYC Department of Environmental Protection for Water and Sewage data.
· NYC Department of Finance for assessed valuation data and other data as deemed necessary for data analytics.
· NYC Department of Housing Preservation and Development for 421-A and J-51 financed building data.
· NYC Rent Guidelines Board for annual heating oil survey data and other data as deemed necessary for data analytics.
· NYC Department of Buildings for data as deemed necessary for data analytics.
· NYS Energy Research and Development Authority (NYSERDA) for fuel data.
· NYS Department of Tax and Finance for data as deemed necessary for data analytics.
· Data from utility companies/vendors, e.g., Con Edison, National Grid, for fuel price data.
· NYU Furman Center for data as deemed necessary for data analytics.
Note: This list may not be all inclusive of the interface needs of HCR
Open Data
The system must provide an ability to import and extract data in multiple machine readable formats to allow data to be easily retrieved, downloaded, indexed, and searched.

GIS Mapping 
The system shall:
· Provide interactive mapping implemented using the State’s existing Esri GIS environment or an open source GIS alternative that is compatible with the State’s existing GIS environment.  The interactive map shall include, at a minimum, the following functionality and tools:
· Pan and zoom
· Identify features
· Print current screen
· Find and zoom to a building, place/neighborhood, or feature
Layers on the interactive map include, but are not limited to:
· Rent regulated buildings
· City, state and federal legislative districts
· Other spatial datasets supporting rent regulation
· Leverage the State's forthcoming shared Geographic Information System (GIS) services platform for standard and authoritative spatial data and geoprocessing capabilities. 
· Provide a current, high quality base map equivalent to the industry standards from Google, Bing or Esri.
· Provide preset views (e.g. statewide, region, default) and allow the user to save bookmark views of areas of interest.
· Allow authorized users to configure symbology and label properties for any layer in the interactive map. 
· Provide user pre-defined information on “mouse-over” providing more information about a building / address attributes.
· Provide a map legend and layer list that depicts all layers included in the interactive map and allows the user to toggle the visibility of any map layer.
· Based on the building location generated by the address geocoding process, the system shall be capable of collecting and storing appropriate civil, municipal, legislative, or administrative boundaries including, but not limited to:  
· County
· City or Town
· Village
· County Legislative Districts
· New York City Legislative Districts
· US Congressional District
· NY Senate District
· NY Assembly District

The State’s GIS environment will provide REST APIs to access this information based on a provided coordinate location.

External Interfaces
The system shall interface with:
· New York City Department of Housing Preservation and Development (HPD).
· New York City Rent Guideline Board (RGB).
· New York City Independent Budget Office (IBO).
· New York City Department of Finance (DOF).
· New York City Department of City Planning (DCP).
· New York City Department of Environmental Protection.
· New York City Department of Buildings (DOB).
· New York State Unified Court System – eCourts, eTrack
· New York State Department of Taxation and Finance (TAX).
· New York State Energy Research and Development Authority (NYSERDA).
· U.S. Department of Housing and Urban Development (HUD)
· Existing HCR systems
· Utility companies/vendors, e.g., Con Edison, National Grid.
· NYU Furman Center.
Note: This list may not be all inclusive of the interface needs of HCR

