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The People

List the impressions of the Vendor staff who attended.
Example:   The Sales Manager seemed vague on a number of issues and relied on his technical people to answer questions.  In a discussion about stock control, he could not understand why we managed our stock in the manner we did.  The technical representative however was clear on the process and had to explain it to the Sales Manager.

Sales Manager did not do a good job of managing to the agenda.  We had to refocus the discussion on a number of occasions.  Up to this point we have had trouble getting the vendor to work to a timetable, and it appears the Sales Manager is overstretched or unable to work to the timeframes we agree.  On the other hand, his Sales Representative has been on time with everything and seems to be the one who is able to meet our needs.  We may need to discuss with the Sales Manager his stepping into the background and leaving us to work with the Sales Representative.

Major Positives

What were the major positive points from the demonstration?  List around 5 positive points.
Major Negatives

What were the major negative points from the demonstration?   List around 5 negative points.
General Observations
Give a summary of the main impressions from the demonstration

Example:  
The points below were key observations from the demonstration:

· The sales team did not understand our industry

· The stock control functionality appears unlikely to meet our needs.  This will require considerable customisation

· Technical representatives from the company appear knowledgeable about the product and how it can be configured

· Response times were slow however this was blamed on limited bandwidth to their servers.  We may suffer the same situation if installed between branches and head office.

· Etc.

The Agenda

List the agenda items point by point and add comments to each point.

Areas of Uncertainty or Concern
List any areas of uncertainty and what you intend to do about them.

Example:  

Issue:  We are still not clear on how the stock control system will interface with our sales system.  

Action:  Project Manager to set up a meeting with the Vendor to discuss.

Confidence Rating

Provide a rating between 1 and 10 by each person as to how confident they are that the solution can meet our needs.  The evaluation is based on what we know at this point in time so may change substantially.  It is not a final vote.  It is to try and get some relativity between the vendors offerings.
1. Not a chance that it will meet our needs.  Wasting our time.

2. Unlikely to meet our needs

3. Can foresee significant problems which we may, or may not, be able to overcome

4. Can see some problems which we may be able to overcome if we have to

5. Not sure one way or the other

6. Would be a possible solution if there was no other alternative

7. Some work required but it can probably do the job

8. Seems a solution we should shortlist

9. If no other option was as good, we would be comfortable to accept this option

10. Absolutely fits our needs.
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