June 28, 2005
{vendor name}

{contact name}

{vendor address 1}

{vendor address 2}

{city}, {state} {zip}

Re: Vendor demonstration scripts

Dear {contact name} 

Thank you for participating in the [COMPANY NAME] financial software selection process.  As discussed during the preceding two weeks, we are forwarding you this product demonstration script as a guide for our {demo date} meeting.  This demonstration script has been created in order to cover the business and systems areas identified as important to [COMPANY NAME] as well as to gain valuable information related to how your product may be implemented at our organization.  We are flexible and open to suggestion on the demonstration scripts as long as we have received your documented requests at least six business days before our meeting.  If you believe your software solution provides value or offers functionality that we have not asked to see in the demonstration script, please indicate the functionality, application or value and let us know how long it would take to demonstrate said software.  Once in the product demonstration, the demonstration script must be adhered to.  Failure to follow the demonstration script would prevent [COMPANY NAME] from covering those issues and key criteria necessary in our selection process.  We understand that it is unlikely any vendor will provide all functionality or technology requirements desired.  If there is a portion of the demonstration script which your software does not accommodate, please indicate and we will move to the next agenda item.  Failure to review or acknowledge items on the demonstration script could result in disqualification.

We expect to see actual production software during the demonstration.  Please notify [Project Team Member] in advance if you will be showing any alpha or beta software, any software that has not yet been released in the current version, any third party software, any custom development that has not been incorporated into the commercially available product, if the demonstrated software varies in any way from the commercial software that will be proposed to [COMPANY NAME] or if you will be dialing into a home office or other network over the telephone lines.  

You will also be receiving a Request For Proposal (RFP) in the next seven to ten days.  This RFP may also provide you requested functionality that can be or will be represented in the demonstration.  Please do not underestimate the value of this RFP to [COMPANY NAME].  This is not a software selection process where ‘the best demo wins’.  Many weighted criteria will be included in the final decision making process.

General

All questions regarding this demonstration script or any part of this software selection project may be directed to one of the following project team members:

· [Project Team Member] for questions related to G/L, A/P, F/A or other questions

· [Project Team Member]  for questions related to payroll and human resources

[Project Team Member] has reserved July 8, 9 and 10 to answer any questions or provide additional information related to the demonstration scripts.  In order to treat all vendors fairly and avoid communication conflict and confusion, no contact should be made with any [COMPANY NAME] employee.  Violations to this provision may prevent a vendor from being considered further.  Any costs to provide information shall be borne solely by the addressee and, in no event, shall be reimbursed by [COMPANY NAME].  

Please note that in order to ensure a clear understanding and secure a long-term business partner relationship with the right vendor(s), that documentation and other correspondence received from the vendor may become part of the contractual agreement between Living [COMPANY NAME] and the selected vendor(s).  

Systems Environment

The proposed implementation approach is to provide [COMPANY NAME] a production system and then to roll-out the application to [COMPANY NAME] affiliates.  Transaction volumes for the three combined entities are as follows:

Chart of accounts



4100 accounts 

General ledger line items


8 million detailed line items per year 


Accounts Payable vendors 

Just over 100,000 

Accounts Payable vouchers

85,000 per month

Accounts Payable checks 


18,000 to 21,000 per month 

Employees



30,000



[COMPANY NAME] will likely continue to grow both internally and via acquisitions.  Transaction volume may increase significantly.  

Proposed Demonstration Agenda
I.  7:15 to 8:00
Vendor setup (computers, projection units, etc.) and arrival of attendees 

II.  8:00 to 8:10
Introductions and review of agenda

III.  8:10 to 8:30
Vendor company and product overview

Overview should include company history, company size, competitive strengths, current positioning within the industry, business strategy and growth plans, high level product differentiaters, number of product implementations, multi-location processing alternatives, Internet/Web strategy, inherent weaknesses

IV.  8:30 to 8:50
System manager overview 

Please follow the demonstration script

Specific functionality review

Question and answer session

V.
8:50 to 9:40 
General Ledger demonstration

Please follow the demonstration script

Specific functionality review

Question and answer session

VI.
9:40 to 10:15
Financial statement generator (report writer) demonstration

VII.
10:15 to 10:25
10 minute break

VIII.
10:25 to 11:30 
Accounts Payable demonstration

Please follow the demonstration script

Review of other or missed functionality

Question and answer

IX.
11:30 to 12:00
Cash Management/Bank Book demonstration

X.
12:00 to 1:00
Lunch break 

XI. 
1:00 to 1:45
Fixed Asset demonstration

Demonstration script

Review of other or missed functionality

Question and answer 

XII
1:45 to 3:00
Payroll demonstration

XIII.
3:00 to 4:00
Human resources demonstration

XIV
4:00 to 4:30
RAD/customization toolkit demonstration 

Demonstration script

Review of other or missed functionality

Question and answer

XV.    
4:30 to 5:00
Custom report writer demonstration 

XVII.
5:00 to 5:30
EIS/DSS demonstration and workflow demonstration  

XVIII. 
5:30 to 6:00
Overflow, wrap-up, questions & answers 

The above agenda is aggressive.  However, with each vendor’s cooperation we know that this schedule can be achieved.  

Demonstration Script Guidelines

The demonstration script is designed to follow a total implementation and operation life cycle approach – overview, setup, transaction processing, inquiry and finally reporting.  This proposed agenda is intended to give the attendees a thorough overview of the structure, workflow and capabilities of your application.  Please approach each of the demonstration scripts in a process oriented manner.  For example, the setup overview for each application should demonstrate to the project team the elements, processes, order and time involved in installing and configuring each module; the processing overview should follow a transaction from entry through review (or running an edit list), through posting and finally to the distribution to the general ledger; the inquiry and reporting should inquire upon the transactions entered to the system in the previous steps as well as the full packaged reporting and custom reporting available.  Although we do expect each vendor to have covered the items identified in the scripts, the line item requirements do not necessarily have to be covered in the suggested order.  The demonstration is NOT intended to identify all necessary feature/function content so please do NOT proceed through the demo following a checklist format.

Logistics
The demonstration will be held at the Holiday Inn Houston West near [COMPANY NAME] headquarters.  The address is: 

Holiday Inn West

14703 Park Row

Houston

(713)558-5580

We anticipate approximately 10 to 35 people in the room at any one time during the day.  As our time frame is limited, we plan to begin promptly at 8:00 am and continue to 6:00 pm.

We anticipate that each vendor will supply any presentation materials and hardware necessary, including display unit, large scale monitor, multiple monitors or white board.  

Thank you again for taking the time to assist [COMPANY NAME] in this software selection project and demonstration process.  We appreciate your review of the enclosed information and look forward to your product demonstration.  Please feel free to call [Project Team Member] at [TELEPHONE NUMBER] for questions, suggestions or comments.

Sincerely,

[COMPANY NAME] Project Team
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