RFP PRESENTATION OR DEMONSTRATION INSTRUCTIONS 
(January 2019)

Use this template as a guide when inviting offerors to make a presentation or demonstration to the evaluation committee.  Customize this template as needed.

Indicate any information that you want the offerors to explain or present.  Develop an agenda or format for the offeror presentations or demonstrations to help you consistently measure the quality of each proposal and the qualifications of the offeror.  

Items to consider when scheduling the presentation or demonstration and developing the agenda are:  
· Determine the location of the presentation or demonstration.  The location of the demonstration can be established either at the onset of the RFP or after the selection of the offerors’ to make presentations.  Refer to the presentation/demonstration requirements established in the RFP.  
· Provide the offeror an outline of any features, capabilities, processes, or scenarios that are to be demonstrated.  
· The Procurement Officer may furnish the offeror with test data and a description of desired outputs.

The Procurement Officer should prepare the RFP Evaluation Score Adjustment template for the evaluators to use upon the completion of the demonstrations or presentations to make technical score adjustments as needed.  The Procurement Officer will provide evaluators with a copy of the agenda so they can follow along during the demonstration or presentation.  
The template includes instructions and notes in blue bold italics for an agency to consider. After you have read the instructions, please delete the text.

Word choices and information that needs to be inserted are indicated by blue text. For example: will or will not. Be sure to update and change any remaining blue text to black.

Contact the State Procurement Office at 701-328-2740 or infospo@nd.gov for assistance or to provide suggestions.


NOTE: DELETE ALL INSTRUCTIONS BEFORE PRINTING




Sample Email to Schedule Presentation or Demonstration
The State would like to invite your firm to provide an onsite or WebEx demonstration.  The State will provide a list of specific items to be covered during the demonstration by INSERT DATE. The State requests that the demonstration be no more than INSERT TIME hours in length and concentrate solely on the solution being offered.  The demonstration should be on a live or test system versus PowerPoint or screen shots.

The Offeror is not limited on the number of presenters.  The State requests that you confirm how many individuals will be attending and provide their names and titles.  The STATE will have INSERT # individuals attending the demonstration.

Demo Type:  Onsite or WebEx
When:  INSERT DATE(S) and TIME

Please confirm your firm’s availability to provide a demonstration on the selected date(s) and time.  If you have any questions, please let me know.



Sample Email to Confirm a WebEx Demonstration
This email confirms your firm is scheduled for a WebEx demonstration on INSERT DATE AND TIME.  The agenda is attached for your review.  Please provide a WebEx or similar format and call in number for the demonstration.  

A couple of reminders:  ADD OR DELETE REMINDERS AS NEEDED 
· The demonstration should be on a live or test system versus PowerPoint or screen shots.
· The Offeror is not limited on the number of presenters.  The State requests that you confirm how many individuals will be attending and provide their names and titles.  The STATE will have INSERT # individuals attending the demonstration.
· In the event of unforeseen circumstances on the day of the demonstration you can reach me at INSERT PHONE NUMBER.

Please let me know if you have any questions.



Sample Email to Confirm an Onsite Demonstration
This email confirms your firm is scheduled for an onsite demonstration on INSERT DATE AND TIME.  The agenda is attached for your review. The demonstration will be held at:
· Insert location, including room number(s)
· Insert address and city
· Include any special instructions such as accessing the building via a specific door, any special security requirements, and how to get to the room 

A couple of reminders:  ADD OR DELETE REMINDERS AS NEEDED 
· The demonstration should be on a live or test system versus PowerPoint or screen shots.
· The Offeror is not limited on the number of presenters.  The State requests that you confirm how many individuals will be attending and provide their names and titles.  The STATE will have INSERT # individuals attending the demonstration.
· In the event of unforeseen circumstances on the day of the demonstration you can reach me at INSERT PHONE NUMBER.

Please let me know if you have any questions.



Sample Agenda
Offeror:  INSERT OFFEROR NAME
Demo Type:  Onsite or WebEx  
Time:  INSERT TIME CT
Date:  INSERT DATE

Purpose: 
The purpose of this demonstration is to gather additional information related to offeror’s proposal submitted in response to RFP # INSERT RFP# for a INSERT RFP TITLE.  The demonstration will provide the State with a better understanding of the proposed solutions key capabilities and functions.  

Format: 
The State requests that the presentation / demonstration be no more than INSERT TIME hours in length, concentrate solely on the solution being offered, and cover the agenda items listed below as applicable to the solution being offered.  The demonstration should be on a live or test system versus PowerPoint or screen shots.
The demonstration will be interactive and offeror’s do not need to follow the specific order of items listed below; however, it is the State’s preference. The State may ask questions during the demonstration for clarification about topics being covered.  Offeror’s are free to ask questions during the demonstration to help focus their presentation.

Agenda:
1. Brief Introductions – 10 minutes max
1. Demonstration
1. List any pre-determined features or capabilities to be demonstrated
1. Any specific questions you want this offeror to address
1. Any scenarios / processes you want addressed
1. Question and Answer/Closing
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