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Request for Information (RFI) – Learning Management System  
 
Date Issued: August 11, 2017 
Project #: R17-138MZ 
 
RESPONSES DUE:  September 8, 2017 2:00PM

  
Respondents must provide a response in accordance with the Statement of Work. The 
Statement of Work lists all information requested. Respondents may submit responses 
in their own format with no page or format limitations. 

 
CONTACT:  
  
 MICHAEL ZELLER 

 

 CONTRACTS SPECIALIST 
 

 30 S. NEVADA SUITE 201 
 
 COLORADO SPRINGS, CO 80903 
 
 

PHONE #:  (719) 385-5264 
 
     EMAIL ADDRESS: mzeller@springsgov.com 
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1.1 PURPOSE 
 
The City of Colorado Springs is soliciting information from the vendor community for 
a potential future solicitation.  The City of Colorado Springs is interested in 
understanding the different capabilities of Learning Management Systems (LMS) to 
service an employee base of approximately 3,000 personnel plus an unknown number 
of outside resources.  The City would like to find one system that can support all the 
disparate departments (Police, Fire, Parks, Office of Emergency Management, Human 
Resources, Information Technology, etc.) and their varying needs. 
 
It is the City's intent in issuing this Request for Information (RFI) to determine 
whether there are a sufficient number of interested and qualified sources that can 
provide these services, and to determine a budgetary estimate for this service.    
 
1.2 REQUESTS FOR INFORMATION DEFINITION 
 
Responses to this RFI are considered non-binding and are only used to gather 
information to be used for budgetary and specification preparation purposes. It will also 
be used to determine the number of companies that exist in the industry for a possible 
future competitive procurement and/or to determine the possible existence of potential 
piggyback opportunities if other government contracts exist.   
 
It is not the intent of the City to award a contract as a result of this RFI.  However, in the 
event that the responses indicate little or no interest, the City reserves the right to 
pursue a competitive negotiation process or to consider an unsolicited proposal or 
piggyback opportunity without issuing a formal RFP if it is in the best interest of the City. 
If this RFI determines that there are sufficient interested and qualified 
vendors/contractors and favorable monetary estimates, the City may issue a formal 
RFP (Request for Proposal) for these services.  If an RFP is issued then all firms that 
responded to this RFI will be added to our source list and will be formally invited to 
propose.   
 
1.3 BACKGROUND AND SCOPE OF WORK 
 
The City desires to identify vendors that have the capacity to fulfill requirements 
as described in the attached Scope of Work (Exhibit 1) and to assist the City in 
refining its specifications by completing the Functional Requirements document 
(Exhibit 2).  In addition, the City seeks budgetary estimates for the system 
described.   
 
1.4 PROCEDURAL INFORMATION 
 

Vendors may make inquiries concerning this RFI to:  

Mike Zeller 
City of Colorado Springs Procurement Services Division 
30 S. Nevada Avenue, Suite 201 
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Colorado Springs, CO 80903 
Phone: (719) 385-5264, Fax: (719) 475-8477 
mzeller@springsgov.com  

 
Amendments to this RFI may be issued at any time prior to the time set for receipt 
of submittals. The City will post all addenda on the City’s solicitation web-site 
www.rockymountainbidsystem.com . It is the respondent’s responsibility to check 
the web-site for posted addenda. 
 
1.5 RESPONSE SUBMISSION 
 

Responses should be prepared simply and economically while still providing 

pertinent details of the vendor's ability to meet the requirements specified in this 

document (or portions thereof) and as stated below. At a minimum they should 

include the following information: 
 

1. Company name, address, phone number and e-mail address of the contact 
person. 
 

2. Short biography of company. 
 

3. Description of how the company would approach this project.  In the description 
of approach, please be sure to include: 

a. What data the City would need to provide to complete this project  
b. Ability to comply with Exhibit 1 - Scope of Work (SOW) and Exhibit 2 - 

Functional Requirements (FR).   
c. Suggested revisions to SOW and/or FR   
d. Description of architecture and architectural diagrams of the proposed 

solution 
 

4. Budgetary estimate for a system and any associated costs (i.e. implementation, 
maintenance, etc). Include costs variants as needed if there are multiple options 
or scaling. 
 

5. References: provide the names and locations of at least three (3) references 

at which your company has conducted similar services and requirements. 

Indicate if your company has been awarded other contracts from a federal, 

state or local government entity. 

 

6. Ability to comply with minimum and desired qualifications listed in Exhibit A. 
 
Responses will be accepted by the Procurement Services Division through: September 
8, 2017 by 2:00PM 
 
Responses will be accepted at the following address: 
 
City of Colorado Springs Procurement Services Division 
30 S. Nevada Suite 201 

mailto:mzeller@springsgov.com
http://www.rockymountainbidsystem.com/
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Colorado Springs, CO 80903 
 
Respondents mailing their response must allow sufficient mail delivery time to ensure 
receipt of their response by the date and time specified.  
 
Responses can also be submitted electronically to mzeller@springsgov.com. If 
submitting via email please call or email to confirm receipt if you do not receive 
acknowledgement or receipt. 
 
Responses must include the following information: 
 
R17-138MZ  
Company Name 
 
1.6 COST OF RESPONSES 
 
The City of Colorado Springs is not liable for any cost incurred by vendors in preparing 
their response. Respondents may be asked to clarify or expand upon information 
provided.  
 
1.7 PROPRIETARY INFORMATION 
 
If a response contains information that the respondent does not want disclosed to the 
public, or used for any purpose other than the evaluation of this response, all such 
information must be indicated with the following or similar statement: “The 

information contained on pages _____, _____, and _____ shall not be duplicated or 
used in whole or in part for any purpose other than to evaluate the response 

provided. If a contract is awarded to this firm as a result of the submission of such 
information, the City of Colorado Springs shall have the right to duplicate, use, or 
disclose this information to the extent provided in the contract. This restriction does 

not limit the City of Colorado Springs’ right to use the information herein if obtained 
from another source.”  

All such nondisclosure items specified in the response shall be subject to disclosure as 
provided in the Colorado Open Records Act (CORA) or as otherwise provided by law.  
 
1.8 RESPONSE MATERIAL OWNERSHIP 
 
All material submitted in response to this RFI becomes the property of the City of 
Colorado Springs except for software products that are made available for 
demonstration purposes and proprietary material.  

mailto:mzeller@springsgov.com
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EXHIBIT 1 – SCOPE OF WORK 
 
1.0 Background and Objectives: 
 
The City of Colorado Springs consists of nearly 20 departments and enterprises 
(departments which are self-sustaining) and roughly 3,000 employees and contractors.  
Today each department or enterprise is creating and managing their training programs 
using multiple methods.  The City desires information on how to offer a comprehensive 
Learning Management System (LMS) for its nearly 3,000 employees and contractors as 
well as outside resources like vendors, volunteers, and other state agencies.  Ideally, 
the City would like a solution that consisting of a single Learning Management System 
which supports the City’s disparate departments and enterprises: 
 

 Police,  

 Fire,  

 Information Technology,  

 Human Resources,  

 Airport,  

 Parks and Recreation,  

 Etc. 

and the departments’ disparate LMS needs: 
 

 The Fire Department seeks to share existing training material with the 6 

members of the Colorado Metropolitan Certification Board (CMCB) 

 The Airport needs to have secure training made available for all employees at the 

Airport whether they are City employees or not 

 The Police Department needs to have their training secured, even from other City 

employees, as well as a method for reporting on classes taken via other training 

systems as well as take part in State mandated training provided through other 

vendors 

 HR desires a way of making several courses available to all City employees and 

contractors (ethics training for example) 

This Request for Information (RFI): 
 

 Will be used to understand  more about the different options for Learning 

Management Systems 

 Will be used to understand rough costs for implementing one or many Learning 

Management Systems 

 Will be used to refine requirements 

 May or may not result in a Request for Proposal at a future date once budgeting 

funds may be secured 
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EXHIBIT 2 – FUNCTIONAL REQUIREMENTS 

 

2.0 RESPONSES 

 

Responses should address each functional requirement and how the solution would 

address the requirement.  Screenshots or examples should be provided where possible 

to enhance the City’s understanding of the solution and address ease of use concerns. 

Additionally, responses should include pricing options and explanations as appropriate.  

For example, there may be different costs for a hosted or on premise solution – if both 

solutions are possible as part of this RFI, both costs should be included.  Lastly, if 

modules or features are required in order to meet all the functional requirements, this 

should be described in detail with the associated costs.   

 

2.1 FUNCTIONAL REQUIREMENTS 

 

NOTIFICATIONS 
 

RF # REQUIREMENT EXAMPLE REQUIRED 
 

1 Ability for instructors, managers or 
administrators to email only those 

students when a course hasn’t been 
taken at a certain point (Notification 

past due) 

If an online class hasn’t been 
taken by the expected date 

the instructor, manager 
and/or administrator should 
be able to send an email to 

one or all students who have 
not completed the course.  

Students who have 
completed the course should 

not be notified. 

Must Have 

2 Automated reminder ticklers for 
students (past due) 

If an online class hasn’t been 
taken by the expected date, 

automatically send the 
student a reminder email to 
take the course.  Ideally, this 

would be configurable by 
course and timeframe (1 day 
after the course was due to 

nn days after the course was 
due) 

Must Have 

3 Confirmation emails to go out when 
a course was completed 
successfully 

Once a student completes a 
course a confirmation email 
is sent.  Ideally this is a 
configurable option per 
class. 

Should Have 
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4 Ability to send ticklers/reminders via 
text 

Ideally any ticklers 
(reminders or emails) can be 
sent via text if the student 
desires this ability. 

Nice to Have 

5 Ticklers for students - when the 
student has added a course to their 
profile  

Once a student registers for 
a course a confirmation 
email is sent.  Ideally this is a 
configurable option per 
class. 

Should Have 

6 When tickler for student goes out 
when a class has been added to 
their profile by another user 
(manager, administrator, etc…) - 
indicate who added the course 

Once a class has been 
added to a student’s profile 
(registered), send a 
confirmation email to the 
student and identify who 
added the course to the 
student’s course list.  Ideally 
this is a configurable option 
per class. 

Should Have 

7 Ticklers for students - shortly before 
a course is due (Heads up this is 
due) 

Email registered students 
shortly before a course is 
due to be completed. Ideally, 
this would be configurable by 
course and timeframe (1 day 
after the course was due to 
nn days after the course was 
due) 

Should Have 

8 Reminder emails to supervisor, 
manager, and or director (ideally this 
would be configurable) when a 
student hasn't taken a required 
course by the expected completion 
date. 

If an online class hasn’t been 
taken by the expected date, 
automatically send the 
student’s manager a 
reminder email to take the 
course.  Ideally, this would 
be configurable by course 
and timeframe (1 day after 
the course was due to nn 
days after the course was 
due) 

Should Have 

9 Ticklers should be configurable per 
class, department, and role for 
content, timing, and recipients 

How tickers and reminders 
are setup in the tool should 
be highly configurable to 
allow the City to meet the 
varying needs of the different 
departments and 

Should Have 
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enterprises. 
 
 

10 Late messages should be 
configurable per class, City 
department, and role for content, 
timing, and recipients 

Automated late reminders 
should be configurable per 
class, City department, role, 
etc. configurable items 
should include whether they 
are sent or not as well as the 
content of the emails and 
timing of the emails 

Should Have 

11 Course surveys to go out after class 
is taken 

Once a class is completed 
by a student, the student 
should be provided the 
opportunity to take a course 
survey.  The survey 
questions and scores should 
be configurable by class as 
well as whether the survey 
goes out at all for a class. 

Should Have 

12 Administrators and Managers should 
be able to view and send emails to 
people who have not completed a 
course by a particular date. 

LMS administrators and 
administrators should be 
able to manually select 
students who are late or 
coming up on the due date 
for a course and email those 
students a reminder. 

Should Have 

13 Ability for a trainer or course 
administrator to send notifications 
(email or text) when a class has 
been moved, cancelled, material 
added, etc… 

Examples might include: 
 
when a trainer email all the 
registered class participants 
when the instructor has to 
change rooms to adjust for a 
larger than expected class 
size 
 
when an instructor has 
added sample testing 
materials to a class. 

Should Have 

14 Ticklers for when new classes are 
added or coming up. 

An example would be when 
the HR department has 
added a new ‘Getting to 
Know the City’ class for 
managers – the system 
would have the ability to 
notify all the managers to 

Should Have 
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make them aware of this 
new course. 
 
Ideally, this notification ability 
would take into account 
whether the student has the 
authority to take the class or 
not – if the Police 
Department offered a new 
class on firearm safety and it 
was only for certain roles 
within the Police 
Department, people in Parks 
or even certain people in the 
Police Department wouldn’t 
get the notification.  
 
Additionally, not all classes 
would need to send 
notifications out when they 
are added. 

 

COURSE AVAILABILITY 

RF # REQUIREMENT EXAMPLE REQUIRED 

15 Make some courses from a 
department available to all City 
Employees 

Some courses – like ethics 
training or diversity training – 
need to be made available to 
all City employees. 

Must Have 

16 Courses to be available to 
department employees 

Some courses – like 
reasonable cause, Taser 
training – need to be 
available to ONLY certain 
groups within PD and should 
not be discoverable outside 
of those particular groups. 

Must Have 

17 Courses from other departments to 
be available to another department 

Some departments do not 
mind allowing other 
departments’ training to be 
made available to the City, 
while other do not want 
courses developed outside 
their department to be made 
available to them without 
someone in their department 
approving them first.  For 
example, the Police 

Must Have 
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Department would not want 
all of the Parks training to be 
made available to their 
officers, but would allow 
Cyber Security training to be 
made available to their 
officers.   
 
Some departments would 
not mind allowing all other 
departments’ training to be 
made available to them. 

18 Mark courses ONLY available to 
certain employees (PD, Fire, and 
Airport in particular) 

When the Police 
Department, Fire 
Department, or Airport create 
training, this training needs 
to stay within their 
department and NOT be 
available to other 
departments in order to keep 
their security and processes 
internal.  If there is a need to 
share a training course with 
other departments or with 
people outside of the City, 
only their department should 
be able to offer this course. 
 
The City needs a robust way 
of ensuring courses can be 
made available to only the 
correct individuals or 
broadly. 

Must Have 

19 Make training available based on 
user attributes - department, role, 
employment type, etc… 

The ability to make certain 
courses available to the 
correct set of users is also 
important – for example, if a 
high-speed chase class was 
developed for patrol officers, 
the Police Department 
should be able to make that 
class only available to patrol 
officers.  Or if there was a 
‘Dealing with difficult 
employees’ course, the City 
should have the ability to 

Must Have 



 

R17-138MZ RFI – LEARNING MANAGEMENT SYSTEM  12 

make this available only to 
managers. 
 

20 Make training required or optional 
based on user attributes - 
department, role, employment type, 
etc. 

Again, using the example of 
a course titled ‘Dealing with 
difficult employees’ this 
course could be made 
required for managers, but 
optional for supervisors.   
 
Making training required or 
optional should be broadly 
configurable by several 
attributes. 

Must Have 

21 Ability for certain departments to 
approve any training being offered to 
their employees (PD and Fire in 
particular) - For example if HR 
wanted to make safety training 
available to PD, PD would have to 
allow that training into the PD 
training environment) 

If IT wanted to make several 
Microsoft training classes 
available to the entire City, 
each department should be 
allowed to decline showing 
these classes in their 
employees’ available course 
list. 
 

Must Have 

22 Allow City contractors to be able to 
take training 

The City hires contractors 
and seasonal workers – the 
City should be able to make 
courses available to any of 
these users as needed. 

Must Have 

23 Courses to be available to 
volunteers 

The City uses volunteers to 
help in several departments 
– courses should be 
available to them as their 
supervisor or manager 
allows. 

Must Have 

24 Courses offered to specified 
entities/people outside the City 
(Airport security, FD wants to be an 
academy) 

The Colorado Springs Fire 
Department wants to share 
training with the 6 other 
members of the Colorado 
Metropolitan Certification 
Board (CMDB) who are 
currently using the Target 
Solutions Platform. 
 
The Airport has a need to 
train all people working in the 
Airport on TSA security 

Should Have 



 

R17-138MZ RFI – LEARNING MANAGEMENT SYSTEM  13 

standards.  Not all of these 
people work for the City. 
 
The Police Department 
needs to be able to train 
outside council on body worn 
cameras. 
 
Finance has a need to 
ensure all federally funded 
sub-recipients are trained on 
federal guidelines. 

25 Courses to be available to citizens 
(Neighborhood services to educate 
public on when to call) 

While this is not a ‘must 
have’ requirement as we 
have a workaround, it would 
be nice to be able to publish 
courses for citizens to 
consume. 

Nice to Have 

26 Ability to offer classes in multiple 
languages  

The current stance is that 
we’ll offer courses in multiple 
languages on an as needed 
basis.  We currently do not 
believe this is needed, but 
would like to know that the 
capability exists. 

Should Have 

27 Ability to offer classes for hearing 
impaired and deaf 

The current stance is that 
we’ll offer courses to the 
hearing impaired or deaf on 
an as needed basis.  We 
currently do not believe there 
is a large need for this, but 
would like to know that the 
capability exists. 

Should Have 

28 Classes to be based on large 
policies and procedures with the 
ability to see who's read them and 
with a table of contents where 
people can jump to the appropriate 
sections. 

Municipal Court has their 
employees read their policies 
and procedures as part of 
their training.  They’d like the 
ability to break these 
documents into smaller 
training segments and to 
allow people to jump around 
within the larger training 
program and still track that 
an employee has read every 
page in each section. 

Should Have 
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COURSE ADMINISTRATION 

29 Ability to create/modify/remove roles 
and manage people belonging to 
those roles 

To help administer the 
training courses, the City 
would like the ability to 
create roles, assign people 
to these roles, and then be 
able to make courses 
available or required to these 
roles.   
 
People may belong to 
several roles – i.e. the Police 
Chief may belong to the 
Police Management role and 
the Office of Emergency 
Management Responders 
role. 

Must Have 

30 Ability to create a curriculum which 
may contain several classes, tests, 
materials for reading or viewing, 
etc… 

Some departments desire 
the ability to create a 
curriculum consisting of 
several courses, tests, 
reading materials, etc… The 
ability to create these 
curriculums is desired in for 
things like manager training 
where HR can track when 
employees have taken all the 
manager training by a certain 
date – especially for new 
managers. 

Should Have 

31 Ability to have large courses or 
curriculums with gradebook 
functionality - how did people 
perform on tasks, quizzes, etc. 

It is also desired that for 
curriculums to track that 
students passed all the 
classes at a certain 
percentage or at least took 
all the classes. 

Should Have 

32 Assign courses and/or curriculums 
to specific roles (i.e. managers, web-
content providers, directors, city 
council members, etc.) 

See Functional Requirement 
30 above 
 

Must Have 

33 Number of people classes will be 
offered to needs to be scalable 

There are around 3,000 City 
employees and contractors – 
there will also be an 

Must Have 
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unknown number of external 
entities (volunteers, other 
Fire Departments, legal 
counsel outside the city, etc.) 
who will need access  

34 Ability to make a course required for 
some students 

Courses will need the 
flexibility to be offered as a 
required and/or optional 
course – and have the ability 
to offer the same course to 
some students as required 
and some students as 
optional. 

Must Have 

35 Ability to make a course optional for 
some students 

Courses will need the 
flexibility to be offered as a 
required and/or optional 
course – and have the ability 
to offer the same course to 
some students as required 
and some students as 
optional. 

Must Have 

36 Ability to associate some students 
as optional and other students as 
required for the same course 

Courses will need the 
flexibility to be offered as a 
required and/or optional 
course – and have the ability 
to offer the same course to 
some students as required 
and some students as 
optional. 

Must Have 

37 Ability for people to have several 
roles 

People may belong to 
several roles – i.e. the Police 
Chief may belong to the 
Police Management role and 
the Office of Emergency 
Management Responders 
role. 

Must Have 

38 Ability to control when a course is 
offered. 

An example would be ethics 
training – the City offers this 
to employees and 
contractors once a year.  We 
may purchase or create the 
course in January, but not 
offer it until June.  Allowing 
the City to create the course 
and load it into the LMS, but 
not make it available until 

Must Have 
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June is helpful for balancing 
the City’s workload. 
 

39 Ability to offer courses several times 
a year 

Several of the Getting to 
Know the City courses are 
offered several times a year 
– while these are live 
sessions, we’d like this ability 
for any of our courses 
whether they are live, online, 
or recorded. 

Must Have 

40 Ability to offer the same course year 
after year 

If the City has a Cyber 
Security training course 
they’d like to offer each year 
in the February timeframe – 
allow the course to exist in 
the LMS and be required 
each February for all 
employees and contractors. 

Must Have 

41 Ability to remind course 
administrators that they should 
review courses periodically (yearly, 
semi-annually, etc.) 

Ideally, there is a reminder 
capability in the LMS to 
remind the course creator or 
administrator to review the 
course materials – this is 
especially important for 
courses that are used year 
after year. 

Should Have 

42 Ability to set prerequisites for a 
course or curriculum 

For example, we may require 
police officers to take proper 
shooting range procedures 
course before we allow them 
to take the gun safety 
course.  Additionally, we may 
want to ensure that the 
student has a sufficient 
passing grade before we 
allow the subsequent course 
to be taken. 

Should Have 

43 Ability to set an expected completion 
date for the course 

For some classes we will 
want to put an expected 
completion date to ensure 
the courses are taken in a 
timely manner – for example, 
we’ll likely put an expected 
completion date for required 
City courses (ethics, cyber 

Must Have 
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security, harassment, etc…) 
to ensure all City employees 
have been trained yearly. 

44 Ability to leave a course out there 
indefinitely - this would be for 
courses that are offered year after 
year and not modified often. 

An example of a course that 
might be left out in the LMS 
‘indefinetely’ would be basic 
Excel formulas – some of 
these courses do not change 
often and should be left out 
there for several years. 

Must Have 

45 Ability to expire a course Some courses will clearly 
have a lifespan and should 
be expired/retired.  An 
example might be an ethics 
course that we’ve purchased 
for one year while we work to 
create our own ethics 
course. 

Must Have 

46 Ability to assign courses to 
employees outside a department 
(Office of Emergency Management 
needs to offer courses to members 
of PD, Fire, Mayor's Office, etc…) - 
may require cross department 
approval of some sort 

Several departments operate 
training across multiple 
departments - examples 
include: 
 
Finance Grant Writing and 
Management – these 
courses need to be offered 
to specific people in multiple 
departments. 
 
HR Ethics and Diversity 
Training – these courses 
need to be offered to all City 
employees and contractors. 
 
Office of Emergency 
Management – courses need 
to be shared with specific 
people as part of the 
emergency response teams. 
 
However, not all 
departments should be able 
to share training with other 
departments – for example, 
the Storm Water division 
should not be able to share 

Must Have 
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training with the Fire 
Department as it’s not 
relevant and we don’t want 
Fire Fighters taking courses 
that don’t pertain to them – 
we shouldn’t even offer 
these courses to them. 

47 Ability to allow 1 to many department 
training administrators who can 
manage department aspects of 
training for that department - but not 
offer up citywide training or training 
to other departments without 
consent from the super admin. 

Each department will need 
an administrator to create 
and offer training.  Some 
departments, like Fire and 
Police, will likely have 
multiple administrators 
because their department is 
so big and contains several 
divisions. 

Must Have 

48 Ability to allow a super administrator 
who can administer all coursework, 
security, and training for the City 
(someone who can manage security 
across all departments in the City) 

Ideally, we’d have someone 
in HR or the Police 
Department who can have 
elevated rights to offer 
Citywide training and help 
the department 
administrators when there 
are issues.  Ultimately, we 
need to understand the 
security mechanisms in 
place for each LMS and how 
we can adjust to meet the 
disparate needs of the City. 

Must Have 

49 Ability to identify department, status 
(active, inactive), employment type 
(full time, civilian, contractor, etc…), 
and role per employee 

Each employee has several 
attributes that should be 
taken into account when 
making training available or 
required – if the employee is 
full-time, part-time, seasonal, 
a contractor, a volunteer, 
retired, etc… the 
administrators should be 
able to use any/all of these 
attributes when assigning 
coursework. 

Should Have 

50 Ability to define and configure 
departments, statuses, employment 
types, etc…  

Ideally most of this 
information would come 
through an interface with one 
of the City’s employee 
hierarchy systems 

Should Have 
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(PeopleSoft or NeoGov), but 
if that’s not possible, then the 
ability to track these 
attributes per person and 
manage them easily will be 
important. 

51 Ability to determine on a class-by-
class basis, by department, etc… 
when approvals are required to take 
classes 

Some departments want 
their employees to be able to 
view courses and simply 
register for the courses they 
need.  It would be 
acceptable if approvals were 
determined at the 
department level rather than 
class-by-class. 
 
Other departments want the 
ability to ensure the courses 
have been approved by a 
manager before they can be 
taken.  That can occur in 
several ways – whether the 
employee selects a course, 
but can’t register for the 
course until the manager 
approves or the manager 
has to be the one to assign 
the course directly to the 
employee. 

Should Have 

52 Ability to see how far a student is 
within a course (70 of 100 slides…) 

For recorded and online 
training, this would be nice 
so managers or 
administrators can see how 
a student is progressing in a 
course. 

Should Have 

53 Ability to see if a student has 
attempted a course 

This would be ideal for 
managers and supervisors to 
see their employees and for 
administrators 

Should Have 

54 Ability to see if a student has not 
even opened a course 

This would be ideal for 
managers and supervisors to 
see their employees and for 
administrators 

Should Have 

55 Keep versioning of classes This might be important for 
lawsuits – to ensure that 
coursework did cover certain 

Should Have 
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materials in the past, it would 
be ideal if we could track 
what material was covered 
and which version of a class 
each employee took. 

56 Administrators need to see which 
version of a class people took and 
when 

This might be important for 
lawsuits – to ensure that 
coursework did cover certain 
materials in the past, it would 
be ideal if we could track 
what material was covered 
and which version of a class 
each employee took. 

Should Have 

57 Administrators need to be able to 
view older versions of classes 

Ideally older versions of 
courses would not be 
available to students, but an 
administrator would be able 
to pull up older versions if 
necessary 

Should Have 

58 The ability to administer and use the 
LMS needs to be simple and easy to 
understand.  We have lots of varied 
levels of users in the City 

The City tried Moodle and it 
was too complex for our user 
based to administer.  Ideally, 
the administration and 
student use of the tool has a 
simple user interface and is 
extremely intuitive.   
 
Not all users or 
administrators will be 
technically savvy.  Training 
courses and/or videos on 
how to administer and use 
the system would be 
welcome. 
 
An example of expected 
ease of use would be a 
“course builder” or “wizard” 
approach to adding new 
courses or curriculums. 

Must Have 

59 The ability to load large courses Some existing training 
systems have a size limit for 
the courses which get 
loaded.  The City needs to 
be able to load videos which 
can be well over 500 MB in 

Must Have 
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size. 

60 The ability to load large courses with 
minimal delays 

Some existing training 
systems take an inordinate 
amount of time to load larger 
courses (videos in 
particular).  The City does 
not want the loading of larger 
courses to take more than a 
few minutes. 

Must Have 

 
 

COURSE MODES/FORMATS 

RF # REQUIREMENT EXAMPLE REQUIRED 

61 Ability to have discussions online - 
webinars with web chat 

One of the formats some 
departments would like to 
take advantage of is the 
ability to do a webinar so 
people across the City can 
participate without having to 
meet in an actual room.   
 
Webinars should allow for 
the ability to ask questions 
online and raise hands to be 
heard. 

Should Have 

62 Ability to record webinars and offer 
them up later for those who couldn't 
attend 

Ideally, these webinars can 
be recorded so people who 
are unable to attend can 
view the class at a later date. 

Should Have  

63 Ability to record training and offer it 
later (non-webinars) 

An example would be a 
recorded session of how to 
use certain software.  

Must Have 

64 Nice if the program had a mobile 
application to take courses 

Not all departments want 
this, so if offered we’d need 
to be able to control which 
departments, roles, etc… 
could use the mobile 
application.  However, the 
ability for students to take 
some courses from their 
phone or other mobile device 
would be nice. 

Nice to Have 

65 Ability to have discussions in person 
with the ability for the students to 
provide immediate feedback and 
have that feedback recorded and 

There is not a great need for 
this in the city, but the Police 
department is able to use 
clickers to make their 

Nice to Have 
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displayed. classes more interactive by 
allowing students to select 
multiple choice answers and 
have the results display on 
the screen. 
 
An example would be the 
ability to ask the students 
which of the 4 answers they 
believe is correct and then to 
have the responses recorded 
and displayed for all to see. 

66 Ability to offer videos. An example of this would be 
the ability to load a video of 
how to properly use 
equipment for Parks  
 
Airport uses a lot of 
packaged training, site 
specific videos, and TSA 
approved material/topics. 
They hire external video 
companies to create video, 
add voice-over, and then 
airport adjusts to make site 
specific. 

Must Have 

67 Ability to checkout training videos 
that are stored on DVD or offer them 
up while keeping track of licenses. 

The parks department has 
several courses on DVDs – it 
would be nice to be able to 
enter each DVD as a course 
and if people check out the 
DVD and watch it, they 
would get credit for the 
course. 

Should Have 

68 Ability to offer live classes - schedule 
rooms, limit number of participants, 
track who signed up and who 
attended, etc… 

Many of our classes will 
include live instruction in a 
room.  The City would like 
the ability to schedule these 
classes, limit the students 
based on the size of the 
room, track who has signed 
up, and who shows up. 

Must Have 

69 Ability to tie into our room scheduling 
system to ensure rooms are 
available when scheduled and 
blocked once scheduled. 

Ideally, when live sessions 
are being scheduled, the 
LMS should be able to look 
at the rooms that exist in the 

Should Have 
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City for availability and size.  
The class should be able to 
schedule the room and 
interact with the City’s 
Outlook or Active Directory 
to book rooms – ideally APIs 
would be available 

70 Ability to provide a class using slides 
with text and pictures. 

This is the style of class 
most of the departments 
wanted to create. 
 

Must Have 

71 Ability to provide a class using slides 
with a voiceover recording. 

Some departments wanted 
this ability, but weren’t sure 
how to do this or when they’d 
like to take advantage of this. 
 
Airport uses a lot of 
packaged training, site 
specific videos, and TSA 
approved material/topics. 
They hire external video 
companies to create video, 
add voice-over, and then 
airport adjusts to make site 
specific 

Must Have 

72 Ability to purchase a training course 
from a vendor and make it available 
in the LMS as link or take class 

Several groups are 
purchasing training today 
and making it available.  
We’d need to ability to load 
the course into our LMS (as 
legally appropriate) or put a 
link to the course from our 
LMS. 

Should Have 

73 Ability to create courses that are 
SCORM compliant 

It is important that if we ever 
move from one LMS to 
another that the courses are 
portable. 

Should Have  

 
 

COURSE CREATION AND MAINTENANCE 

RF # REQUIREMENT EXAMPLE REQUIRED 

74 Ability to copy an existing course as 
the basis for creating a new course 

This is a requirement to ease 
the burden of training 
somewhat.  If we have a 
format, template, or existing 
course – it would be much 

Must Have 
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easier to take that course 
and use it as a basis for 
creating a new course. 

75 Ability to edit an existing course If there are omissions or 
mistakes, the course creator 
should be able to modify the 
existing course to fix spelling 
errors, add or remove slides, 
etc. 
 
If this capability exists, 
document what rules are in 
place for existing courses 
people are taking. 

Must Have 

76 Ability to publish a course but not 
make it available until a certain date 
- i.e. Ethics training for 2016 might 
be created in 2015, but not available 
to take until 2016 

 Should Have 

77 Ability to track costs associated with 
a course 

If there are costs with a 
course, be able to note those 
costs.  We are not looking for 
a payment system, just a 
way of reporting costs 
related to courses or how 
much people have spent on 
courses.  Not all courses 
would need to have costs 
associated with them. 

Nice to Have  

78 Ability for an instructor or 
administrator to add documents 
before, during, and after course 
offering - agendas, prerequisite 
reading, supplementary reading, 
additional reference materials, 
presentation 

If an instructor or 
administrator needs to add 
additional reading items to 
the course for the students – 
he or she should be able to 
do so and then notify the 
students of the new or 
updated materials. 

Must Have 

 
 

TYPES OF COURSES OFFERED 

RF # REQUIREMENT EXAMPLE REQUIRED 

79 Ability to track coursework taken 
from a provider outside the city 
(seminars, conferences, other web 
training) 

City employees often take 
training or receive 
certifications outside of the 
City and would still like to 
track that the course or 

Must Have 
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certification was taken or 
achieved.  We’d like the 
ability to track these one-off 
courses or certifications and 
allow the student to provide 
proof the course was taken 
or certification received by 
loading a copy of a 
confirmation email or 
certificate into the system. 

80 Ability to track ad-hoc training - i.e. 
lunch and learns 

The City would like the ability 
to create courses for smaller 
ad-hoc training events in 
order to capture who taught 
the class, details about the 
class, and who attended the 
class. 

Nice to Have 
 

81 Ability to track certifications received Certification tracking is 
important throughout the 
City.  Employees from all 
departments receive 
certifications which need to 
be tracked as part of the 
promotion process or as part 
of a learning development 
plan. 

Must Have  

82 Ability to store documents related to 
certifications taken 

Proof that a certification was 
received is often sent in an 
email or as an attachment.  
The ability for each person 
receiving the certification to 
provide proof that the 
certification was received is 
important.   

Should Have 

83 Ability to track when certifications 
are expiring 

Some certifications expire – 
the ability to put an 
expiration date on a 
certification and allow the 
employee to see when his or 
her certifications are expiring 
allows the employee to 
prepare for recertification. 

Should Have 

84 Ability to notify employees some 
number of months before a 
certification expires 

Some certifications expire – 
the ability to put an 
expiration date on a 
certification and allow the 

Should Have  
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employee to be notified in 
advance of the expiration is 
helpful in order to allow the 
employee enough time to 
prepare for recertification. 

 

SUPERVISOR, MANAGER, DIRECTOR EXPERIENCE 

RF # REQUIREMENT EXAMPLE REQUIRED 

85 Ability to see which students have 
taken a course and which haven't 

Allowing managers, 
supervisors, and directors 
the ability to see if their 
employees have taken a 
course or not helps them see 
which employees are 
complying with taking 
required courses, which 
employees are not, which 
employees are taking too 
many courses, which 
employees are taking 
courses to get promoted, 
etc… 

Must Have 

86 Ability to report on quiz and test 
scores per student, per role, per 
team, and per class 

A robust reporting system 
would be helpful to 
determine how well a class 
was taught, if quizzes or 
tests were well written, if a 
particular student struggled 
or the whole class, etc… 

Must Have 

87 Trending and analytics for 
performance issues and training 

Ideally, the reporting system 
would also be robust enough 
to help notice issues like an 
employee signing up for a 
bunch of classes and not 
attending, taking so many 
classes that his or her work 
may be suffering, seeing that 
a particular teacher has low 
scores from their evaluations 
every class. 

Nice to Have 

88 There should be a link to personal 
development plans/performance 
plans to show what was expected 
and what was taken 

The City would like to link to 
the LMS from the employee 
performance management 
system where training plans 
are kept.  It would be nice to 
be able to automatically have 

Should Have 
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completed courses update 
the performance 
management system in order 
to better assess how 
employees are doing. 

89 Ability to view and export/print a 
detailed report on a specific 
student for a specified timeframe - 
how many courses were registered 
for, how many completed, how many 
are incomplete, what the test and 
quiz scores were. 

The ability to look at a 
specific employee helps 
management prepare for 
performance evaluations, 
address training related 
issues, or evaluate internal 
candidates for promotions.  

Must Have 

90 Ability to view and export/print a 
detailed report on a group of 
students for a specified timeframe - 
how many courses were registered 
for, how many completed, how many 
are incomplete, what the test and 
quiz scores were. 

If a manager or supervisor 
wants to look at how his/her 
team has been performing 
for training, it they all took 
the mandatory training this 
year, or how his/her team 
performed on the diversity 
training – this type of 
reporting would allow the 
manager to evaluate his/her 
team. 

Must Have 

91 Ability to report on how people did 
on quizzes as well to see if students 
had issues with particular questions 

The ability to see how 
students in a single course 
or across courses performed 
on particular questions 
allows the trainer to see if 
questions are confusing. 

Must Have  

92 Ability for a supervisor, manager, or 
director to add a course to student's 
course list 

Managers need the ability to 
assign courses for two 
reasons: 
 

1) Some departments 
want managers to 
control which courses 
are added to their 
employees’ training 
registers 

2) When a manager 
notices a deficiency in 
an employee’s 
abilities, the manager 
should be able to 
register the employee 
for the course to help 

Must Have 
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them improve 
 
 
 

93 Ability to report on how much 
training people have taken 

Managers and supervisors 
should have the ability to see 
how much training their 
employees are taking to 
ensure it’s not too little or too 
much 

Must Have 

94 Ability for managers to approve with 
notes - i.e. you can take this training, 
but not over lunch 

Some departments require 
manager approval authority 
for some classes, but not all.  
When approving an 
employee to take the 
training, managers would like 
the ability to put in notes 
which are communicated to 
the employee – e.g. “You 
may take the training, but 
you can’t take the course at 
lunch or outside of your 
regularly scheduled time” 

Should Have 

95 Ability to ensure all slides have been 
viewed. 

If the training being provided 
is a slide deck, ensure the 
student has viewed all of the 
slides and didn’t just skip to 
the end or directly to the 
quizzes. 

Should Have 

96 Ability to ensure course was 
sufficiently viewed - people aren't 
simply clicking through slides as 
quickly as they can - set a minimum 
slide review time (30 seconds per 
slide) or the ability to report on how 
long each slide was viewed. 

Whether the class was a 
slide deck or a video, it 
would be nice for some of 
our departments to be able 
to ensure the student didn’t 
just click through the slides, 
but spent a reasonable 
amount of time reading the 
slides or watching the video. 

Should Have 

 

STUDENT EXPERIENCE 

RF # REQUIREMENT EXAMPLE REQUIRED 

97 Single-Sign On for City employees Ideally, the employees in the 
City would be able to log in 
with their City credentials 
and not have to remember 
another set of passwords. 

Should Have  

98 Ability to save where a student was  Must Have 
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in online training.  Student should 
not have to start over if the course 
can't be finished in one sitting. 

99 Student Specific Dashboard - 
showing courses completed, 
registered for (mandatory and 
optional), progress through courses, 
etc.. 

Ideally, this would be 
customizable for the City, by 
department, and/or by 
student. 

Must Have 

100 Ability to search across all courses 
offered to the student - by role, 
department, citywide, etc… 

This search capability should 
account for permissions – if 
an employee shouldn’t be 
able to take a course offered 
by the Police Department, 
the student shouldn’t be able 
to search for that class and 
find it, view it, or register for 
the class. 

Should Have 

101 Ability to load documents proving 
that outside course work was 
completed - certifications, test 
scores, etc… 

Ideally, a student should be 
able to provide proof that a 
class was taken or 
certification received.  An 
administrator shouldn’t have 
to do this for the student. 

Should Have 

102 Ability to self-register for a course 
they have the authority to take. 

Within the configurations for 
the tool, if a student can self-
register for a course, he or 
she should be able to. 

Must Have 

103 Ability to see what courses are 
registered for, but not taken 

Students should be able to 
see which courses they have 
registered for, but have not 
yet completed so they can 
plan their training activities. 

Must Have 

104 Ability to remove optional courses Students shouldn’t be able to 
remove courses managers 
have added to his/her profile, 
nor should they be able to 
remove required courses.  
 
However, students should be 
able to remove optional 
classes they have added to 
their own profile. 

Must Have 

105 Ability to see what courses were 
taken in the past 

Students should be able to 
see which courses they have 
taken so they can plan for  

Must Have 

106 Ability to see upcoming courses in a Ideally students would be Should Have 
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calendar view for both ones that 
have been registered for and ones 
they have the authority to take. 

able to see courses that 
have dates associated with 
them in a calendar view.  It 
would be helpful to be able 
to select the types of courses 
shown – courses registered 
for, courses not registered 
for, all courses, etc… 

107 When a course is added for a 
student, his/her outlook calendar is 
also updated. 

To help students remember 
courses they have registered 
for, it would be good for 
those courses with a date to 
send an outlook invitation to 
add to his/her calendar or 
something along those lines 
rather than have the student 
have to log into the LMS 
system regularly to find out 
which courses are coming 
up. 

Should Have 

108 Should be able to recommend new 
courses or certificates to be tracking 
to be added. 

If a student believes the City 
should offer a new course – 
e.g. “Conflict Resolution”, 
students should have a way 
of recommending courses be 
added by administrators.  
The same is true for outside 
classes and certifications.  If 
a student is about to take an 
outside class or has received 
a certification, the student 
should be able to 
recommend that the new 
class or certification be 
added so he or she can track 
his or her progress. 

Nice to Have 

 

CONNECTIVITY 

RF # REQUIREMENT EXAMPLE REQUIRED 

109 Ability to take the courses from a city 
computer that is directly connected 
to the City's network 

Most online courses will be 
taken from City devices 
(desktops or laptops) which 
are connected to the City’s 
network and have internet 
connectivity.  If course work 
is housed outside the City’s 

Must Have 



 

R17-138MZ RFI – LEARNING MANAGEMENT SYSTEM  31 

network (e.g. in the cloud) 
we’d need some estimate of 
the bandwidth needed. 

110 Ability to take the courses over Wi-Fi 
(VPN'ed into the City network) 

Some of the City employees 
have laptops which have the 
capability to VPN into the 
City’s network using Cisco 
AnyConnect – these 
employees should have the 
ability to connect to the LMS 
and take courses as needed. 

Must Have 

111 Ability to control which students can 
access courses and when - non-
exempt employees should not be 
able to access from home or after 
hours without manager approval. 

Non-Exempt employees 
should not have the ability to 
take courses outside of their 
normal working hours 
without manager approval.  
The City would like a way of 
controlling who can access 
courses, when, and, whether 
or not the courses or 
employees can access the 
material over the internet or 
must come through the 
intranet.  That said, there are 
some times when we do 
need to allow a non-exempt 
employee access to courses 
from outside the City’s 
network. 

Should Have 

112 Ability to provide a customized 
message for each class, 
department, or other attribute - i.e. 
this course is for police patrolmen 
only.  All materials are considered 
confidential for the City of Colorado 
Springs. 

For certain classes, the City 
would like the option to 
display a message – this 
message might be a warning 
e.g. “This class is intended 
only for the City of Colorado 
Springs Police 
department….” Or a legal 
message, etc… 
 
Not all classes would need a 
message 

Should Have 

113 Access through public internet It would be nice if some of 
the employees could take 
courses from their home 
computers – especially if 
they do not have laptops, but 

Nice to have 
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need to put in some 
additional time to educate 
themselves.   

TESTING/QUIZZING 

RF # REQUIREMENT EXAMPLE REQUIRED 

114 Ability to create tests/quizzes as a 
separate entity (apart from a course) 

Some departments desire 
the ability to create tests and 
quizzes that are offered 
separate from classes or at 
least not embedded within 
the class.  An example might 
be a test for users requesting 
elevated rights. 

Must Have 

115 Ability to show the correct answer if 
a student gets a question wrong 

In an effort to help students 
learn the material better, 
when a student gets an 
answer wrong, it would be 
nice to be able to configure 
our tests and quizzes to 
display the correct answer 
when an incorrect answer is 
given. 

Should Have 

116 Ability to display questions in a 
randomized order 

In order to reduce students’ 
ability to cheat on testing and 
quizzes, it would be helpful 
to be able to randomize 
questions on tests and 
quizzes to ensure the same 
material is covered, but in a 
different order. 

Should Have 

117 Ability to embed testing and quizzes 
into a course 

It is often helpful to ask 
questions closer to the 
material being discussed and 
therefore it is best to be able 
to offer quizzes or tests as 
part of the course work or 
after a section of material is 
covered. 

Must Have 

118 Ability to provide a certification at the 
end of training 

Certifications which can be 
printed allow the student to 
offer physical proof of a class 
he or she has successfully 
taken. 

Should Have 

119 Ability to stop someone from 
progressing until a sufficient score 
has been received - 'sufficient' 

When a student has taken a 
test or quiz allow the course 
to be configurable such that 

Must Have 
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should be customizable a student has to successfully 
answer some number of 
questions correctly.  Some 
tests and quizzes do not 
require any correct answers 
to proceed to the next step. 

120 Ability to offer different types of 
testing/quizzing: 
- matching 
- select 1 to many answers 
- essay 

Ideally, the quizzing and 
testing should allow for a 
variety of question and 
answer options to keep the 
student engaged. 

Must Have 

 

INTERFACES/SYSTEM 

RF # REQUIREMENT EXAMPLE REQUIRED 

121 Ability to interface with other 
systems - PeopleSoft, Neogov, 
Outlook, others… 

Please explain what options 
are available for interfacing 
with our ERP (Enterprise 
Resource Planning) system 
and other learning 
management systems 
departments may have to 
use – for example the Police 
Department is using 
PoliceOne to receive State 
mandated Police training. 
 
Integration with PeopleSoft 
and/or NeoGov is important 
as both contain the City’s 
management hierarchy. 
 
Current version of 
PeopleSoft Application is 
9.1, but the City is upgrading 
to 9.2 late in 2017 or early 
2018.   
 
Current version of 
PeopleTools is 8.53, but the 
City will be using 8.56 or 
8.57 late in 2017 or early 
2018. 
 
NeoGov is a cloud-based 
solution. 

Should Have 

122 Need to import existing Several groups have created Should Have 
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data/training/presentations into the 
tool 

PowerPoint classes and 
would like to load these as 
the basis for a course.  
Having the ability to load 
existing training 
presentations into the LMS 
will save our trainers a good 
bit of time initially. 

123 Ability to export existing data from 
LMS 

Should we ever leave the 
LMS being offered and go to 
another LMS, the City 
desires the ability to save our 
coursework off so it can be 
loaded into another tool. 

Should Have 

124 Is the LMS hosted onsite or in the 
cloud? 

This helps our architects 
know the best way to setup 
and manage the LMS. 

NA 

125 City’s data (training, users, 
everything stored in the tool) needs 
to remain the property of the City – it 
should not be shared out and should 
be returned to the City if ever the 
vendor and the City part ways. 

 Must Have 

    

 
2.2 RFI EVALUATION SCORING 
 
Each question will be scored as follows: 
 
5 Points – Fully meets requirements 
 
3 Points – Partially meets requirements 
 
0 Points – Does not meet requirements 


