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Evaluation process

The evaluation process for the selection project will include the following.

	#
	Activity
	Responsible
	Date

	1
	Evaluation participants will be identified. Communication with participants will ensure their availability and willingness to assist.
	Project manager
	

	2
	Project meeting scheduled to educate participants on the evaluation process.
	Project manager
	

	3
	Appropriate documentation including the functional requirements and vendor proposals will be distributed to participants.
	Project manager


	

	4
	Review and scoring of the functional requirements by participants.
	All
	

	5
	Feedback on key strengths and weaknesses of each proposal by participants.
	All
	

	6
	Project meeting scheduled to reach consensus on 4 and 5 above.
	All
	

	7
	Costing of each proposal.
	Project analyst
	

	8
	Project meeting to share all data and agree:

· on the ranking of each proposal;
· which vendors to eliminate.
	All
Functional managers

Project sponsor
	

	9
	Letter to eliminated vendors.
	Project sponsor
	

	10
	Detailed review of remaining vendors, including but not limited to:
· Vendor;

· General terms;

· Detailed functional requirements;

· IT environment;

· Other information available;

· Reference checking;

· Pricing.
	All
	

	11
	Vendor demonstrations and debriefing:

· Use test data to demonstrate specific requirements;

· Follow up questions not addressed in the proposals;
	All

Vendor
Project sponsor
	

	12
	Project meeting to discuss outcomes, including:
· Significant issues identified;

· Any changes to assumptions from 6 above;

· General level of comfort with each vendor;

· Vendor demonstrations and presentations;

· Additional information required.
	Project team
Functional managers

Project sponsor
	

	13
	Agreement on which vendors proceed to the next phase. Ideally, two vendors should be selected.
	Project team
	

	14 
	Present to Steering committee and confirm the final decision.
	
	


Evaluation Approach
The following documents will be completed as part of the evaluation process:
	Document
	Reason
	Responsible

	Evaluation framework
	Develop and communicate the framework, which will be used for evaluation.
	

	Functional requirements
	Identify key requirements for the organization and listing them. Mapping these to the proposal and weighting them by importance to the organization to develop scores.
	

	Other requirements
	Consideration of other requirements by vendor, to score each vendor on matters other than functional requirements.
	

	Life cycle pricing
	Calculate full cost of the system over five years, including all direct costs on a cash flow basis.
	

	Presentation
	Presentation on the outcomes of the evaluation, and which vendors to proceed to the next phase with.
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