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1 Introduction

1.1 Overview
The [Insert company name] is in the process of evaluating integrated COTS software solutions that provide [List capabilities at the module level. i.e. finance, human resources, supply chain] functional capabilities.  As part of the process of selecting the software, the [Insert company name] has translated key requirements into demonstration scripts that will be used as the basis for scoring a vendor’s ability to meet the functional needs of the organization.
Your company is invited to provide a scripted demonstration of the capabilities of your proposed solution to the members of the software evaluation team.
1.2 Appendices

[Indicate appendices referenced throughout the document, requiring vendor attention, to ensure they are not overlooked.  Insert a table briefly describing each appendix]
[Sample Table - Fill in with appropriate information]

	Appendix Title
	Appendix Description

	A  
	

	B
	

	C
	

	D
	

	E
	


1.3 Demonstration Point of Contact
Any questions, requests for clarification or requests for data in connection with this demonstration shall be made to:  [Identify a specific contact person to whom questions should be directed to, include name, title, address, phone number, fax number and email address.]

 [Indicate if a specific media is requested. i.e. in writing, via email]

1.4 Demonstration Information

1.4.1 Demonstration Dates, Times and Location
[Give the range of dates during which the demos will take place.  Indicate the number of hours or days the vendor will have to demo the solution.  Give the location, city, state, facility where the demos will take place.]
The exact date(s) and time(s) will be scheduled with each vendor individually.

1.4.2 Demonstration Agenda

[Layout an hour by hour/ day by day agenda of what functionality you want to see when.  This agenda should remain constant for all vendors to allow for ease of evaluation.]
2 Demonstration Guidelines
To facilitate scoring, it is important that the demonstrations follow the scripts included in this document as Attachment [Insert correct attachment letter/number].  Based on the limited time for the demonstrations and the number of script items, vendors are responsible to manage their time.  The expectation is that the vendors will complete the demonstration scripts, in their entirety in accordance with the agenda previously stated.  During the presentation, the vendor should stipulate any steps that the solution cannot perform, and then resume with the next step.
The vendor should make reasonable judgments about the level of detail to include, and by what process to proceed, while covering each script. The [Insert company name] expects that each script item will be individually addressed, with the vendor identifying the item. The vendor should also make every effort to demonstrate items in the same order in which they appear in this script. Any changes to the order of the script should be indicated. During the presentation, a designated person will work with the vendor to keep the discussion moving and cover the items in the allotted time. If the demonstration is not completed in a specific functional area during the allotted time, the vendor may be asked to move on to the next topic area. 

The expectation is that each vendor will provide a demonstration of an integrated solution. This means if certain transactions affect information in another module or trigger another transaction elsewhere in the system, you should show the impact or effect these particular transactions have on any other component of your system. 

2.1 Demonstration Software
The solution used in the demonstration must be the same as that included in the response to the RFP. If certain requirements described in these scripts are provided by third-party software as part of your solution proposal, you are expected to demonstrate the third party product and so indicate during the demonstration. Only products included in your proposal should be used in the demonstration. There should be no modifications made to the software or the databases for the demonstration. Any user defined fields, user exit code, or other changes to the base product should be identified during the demonstration and provided in writing at the beginning of the demonstration.
2.2 Demonstration Evaluation
The evaluation team will score the vendor’s demonstrations.  The criteria used for the scoring will include, but not be limited to, the following:
· Demonstration of an integrated solution

· Degree of alignment with business objectives

· Third party products shown and demonstrated

· Ease of use

· System performance

· Ability of the solution to handle the business and technical requirements

· How well the solution meets future needs of the organization

· Flexibility, tailorability, and extensibility of the solution

· Adherence to scripts
Attachment A – Vendor Demonstration Scripts

[Below is a sample Vendor Demonstration Script.  Scripts should be written for all key functional area requirements.  A Dome Script should be created for all requirements which you believe to be unique to your company/project.  The scripts should be grouped by Functional Business area to ensure a correct flow of transactions.]
	Functional Business Area :  Process Termination

	Demo Script:  EMTC 2

Author:  John Smith

Requirement:  Employee Maintenance

	Description:

	1. Show how to track the return of company property.

2. Demonstrate how to generate final check instructions and produce final paycheck.

3. Show how Benefits gets notified of a terminated employee.

4. Show how a termed employee gets COBRA notification.

5. Show how to generate termination reason reports using employee termination history.

6. Show how to store and track exit interviews.

7. How long can system keep employee records?

	Requirements:

	Req. #
	Requirement Description
	Vendor A
	Vendor B

	EM4
	Must be able to identify company property and outstanding advances in employee’s possession
	
	

	EM6
	Must be able to trigger final check instructions, e.g., withhold for loans, advances, child support, repayment of overpayments (must have employee consent)
	
	

	EM7
	Must be able to produce paycheck after termination to pay out final wages as well as vacation and other accrued time
	
	

	EM9
	Must be able to provide message to Benefits regarding termination
	
	

	EM3
	Must be able to maintain termination history
	
	

	EM10
	Must be able to track termination reason, date and HRD contact person
	
	

	EM11
	Must be able to report terminations by reason
	
	

	EM5
	Must be able to track exit interview, notes, etc. including action steps for employee if necessary
	
	

	EM12
	Must be able to provide report of employee profile, would employee be rehired Y/N?
	
	

	CO7
	Must be able to track termination date and last day worked or paid
	
	


	CO8
	Must be able to terminate employee and still pay out vacation and other accrued time before final termination date
	
	

	CO9
	Must be able to inquire on terminations for specific from/to dates
	
	

	CO10
	Must be able to track company property, including advances
	
	

	CO11
	Must be able to track exit interviews
	
	

	Comments:
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