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	Questions from you
	Vendors answers

	1) Technical Considerations:
	

	A) Functionality and Features: Does the software have the necessary and desired features?

You should identify the capability set you need from the software and verify the features in tests or use cases.
	

	B) Integration Capabilities: Can it integrate smoothly with your existing systems?

What other systems do you need to share data with? This can be easy or complex dependant on the level of integration required and may cost.
	

	C) Updates and Maintenance: How regular are updates and maintenance that improve the software?
Find out how often the vendor updates their software, generally vendors will have regular maintenance schedule for updates. You want to know that the code is being maintained. 
	

	2) User and Operational Aspects:
	

	A) User Experience and Ease of Use: Is the interface intuitive and user-friendly?

Through the demo does the software appear convoluted or easy to pick up? This will affect how long users take to reap the benefits.
	

	B) Training and Support: What training resources are available, and how responsive is the vendor’s support team?
There should be resources and training available to ensure users onboard easily.
	

	C) Learning curve: When do you expect to see users become fully functional, as in how long before they can operate the system to see the returns?

The sooner the better and the vendor should explain to you the “trodden path” of realistically how long this takes. 


	

	3) Security
	

	A) Data Storage: Where is the data held and who owns the data?
	

	B) Data Back up: How is data backed up and what are the recovery mechanisms?

	

	C) Data Security: What ISO certs and other security certificates does the vendor hold?
	

	4) Financial Factors:
	

	A) Cost-Effectiveness: Are all costs included, as in the purchase, implementation, and maintenance of the software? Are there caps on data, users, events etc?
Verify there are no hidden costs that have not been laid out and make sure you understand the total cost of ownership.
	

	B) Return on Investment (ROI): Where can you point me to prove a ROI in the software, show me a use case where I can see that?

Ideally you should have tasks broken down to see how long they take now and how long they could take. Also look for how the software can increase revenue not just save money.
	

	5) If you feel you want to move forward
	

	A) How can I use the software without making a large purchase: Do you offer trials or a paid POC? 

Can I make a small test before a big commitment.
	

	B) Reputation: Who else is using your software, do you have any case studies & testimonials that I can see?

Look for companies in the market that are similar to yours, read the case studies and ensure that match your business goals.
	

	C) Exit Strategy: What happens if we want to leave how do I get my documents/work off the system?

You want to have a way to come off the system if you need and go back to your original process. Test this data export during your evaluation.
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