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Introductions
Quick introductions of the people in the room.  Suggest the vendor Sales Manager introduces the Vendor team, and the Project Manager the company team.

Purpose and Timing

Project Manager talks about the purpose, what will be covered and how long it will take.

System Overview

General overview of the system

Functionality

This will be the most comprehensive area.  Cover off the key points you might feel are likely to be difficult.  Keep the focus on things you think may be difficult for the system to address

Technical Aspects

Make sure your IT people have an opportunity to add questions regarding the technical aspects of the proposed solution however don’t let this dominate the discussion

Specific Interests

Make a list of things that are ‘hot buttons’ for the attendees

Vendor Features

Allow time for the Vendor to show you the features they believe are key selling points.  They will do it anyway so you might as well get it down as an agenda item.
Questions

Allow time for questions
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