Chapter 10 - Preparing the Systems Proposal
Additional Sources: Getting the most from a vendor demo + Bakım anlaşması + Presentation Guidelines
Methods Available
• Systematic methods for acquiring hardware and software

• Identify and forecast future costs and benefits

• Cost-beneft analysis

Ascertaining Hardware and Software Needs (IT Management)
• Inventory computer hardware

° Type: Model number and manufacturer

° Status of operation: On order, operating, in storage, in need of repair, etc.

° Estimated age

° Physical location

° Department or person responsible

° Financial arrangement: Owned, leased, rented, etc.

Reasons for inventorying:

· Cost

· Security

· Scrap computers

· Hard disks

· Energy requirements [Think big: Server farms]

· Total Cost of Ownership and Return on Investment

[Think of examples taught in MIS course]

· Hardware acquisition

· Linux vs. GUI

· CRT vs. LCD [energy requirements]

· Software acquisition

· Installation

· Training

· Support

· Maintenance

· Infrastructure requirements

· Downtime

· Space and energy 
• Estimate workloads (of both existing and proposed system)

° Task

° Method

° Personnel

° Cost/hour

° When and how

° Human time requirements

° Computer time requirements

• Evaluate Hardware (together with management and users)

° Time required for average transactions (including how long it takes to input data and receive output. Examples: YKB, Marmara University Hospital, FMP vs. Word)

° Total volume capacity of the system (how much can be processed at the same time before a problem arises)

° Idle time of the CPU

° Size of the memory provided

• Acquire computing equipment

	
	Advantages
	Disadvantages

	Buying
	• Cheaper
	• High initial cost

	
	• Ability to change system
	• Risk of obsolescence

	
	• Tax advantage of accelerated depreciation
	• Risk of being stuck if choice is wrong

	
	• Full control
	• Full responsibility

	Leasing
	• No capital is tied up
	• Company does not own the system when the lease expires

	
	• No financing is required
	• Usually heavy penatly for terminating

	
	• Cheaper than rental
	• More expensive than buying

	Renting
	• No capital is tied up
	• Company does not own the system

	
	• No financing is required
	• Cost is very high

	
	• Easy to change systems
	

	
	• Maintenance and insurance is usually included
	


• Evaluation of vendor support

	HW Support
	• Full line of HW

	
	• Quality products

	
	• Warranty

	SW Support
	• Complete SW needs

	
	• Custom programming

	
	• Warranty

	Installation & Training
	• Commitment to schedule

	
	• In-house training



	
	• Technical assistance

	Maintenance
	• Routine maintenance procedures

	
	• Specified response time in emergencies

	
	Equipment loan while repair is being done


• Evaluation of equipment

° Expandibilty

° Compatibility

° Stability of vendor

• Software evaluation

	Performance effectiveness
	• Able to perform all required tasks

	
	• Able to perform all tasks desired

	
	• Well designed display screens

	
	• Adequate capacity

	Performance efficiency
	• Fast response time

	
	• Efficient input

	
	• Efficient output

	
	• Efficient storage of data

	
	• Efficient back-up

	Ease of use
	• Satisfactory user interface

	
	• Help menus available

	
	• Read-me files for last minute changes

	
	• Flexible interface

	
	• Adequate feedback

	
	• Good error recovery

	Flexibilty
	• Options for input

	
	• Options for output

	
	• Usable with other software

	Quality of documentation
	• Good organization

	
	• Adequate online tutorial

	
	• Web site with FAQ

	Manufacturer support
	• Tech support hotline

	
	• Newsletter / e-mail

	
	• Website with downloadable product updates


Identifying and forecasting costs and benefits
• Forecast costs and benefits

• Identify costs and benefits

° Tangibles

° Intangibles

	• Compare costs and benefits
	When to use

	° Break-even analysis
	If project needs to be justified in terms of cost, not benefits

	° Pay-back analysis
	If tangible benefits are high

	° Cash-flow analysis
	If project is expensive or needs large amounts of cash

	° Present-value analysis
	If payback period is long or cost of borrowing money is high


Outline of the systems proposal
1. Cover letter

2. Title page of project

3. Table of contents

4. Executive summary (including recommendations)

5. Outline of systems study with appropriate documentation

6. Detailed results of the systems study

7. Systems alternatives (3 or 4 possible solutions, including the current system)

8. Systems analyst's recommendations

9. Proposal summary

10. Appendices (assorted documentation, summary of phases, correspondence, etc.)

Distribute the system personally to the people you have selected. 

Your visibility is important for the acceptance and eventual success of the system.

Tips on tables
1. Integrate tables into the body of the proposal. Do not relegate them to the appendices.

2. Try to fit the entire table vertically on a single page if possible.

3. Number and title the table. Make the title descriptive and meaningful.

4. Label each row and column. Use more than one line for a title if necessary.

5. Use a boxed table if room permits. Vertically ruled columns will enhance the readability.

6. Use footnotes if necessary to explain detailed information contained in the table.

Tips on graphs
1. Choose a style of graph that communicates your intended meaning well.

2. Integrate the graph into the body of the proposal

3. Give the graph a sequential figure number and a meaningful title.

4. Label each axis and any lines, columns, bars, or pieces of the pie on a graph.

5. Include a key to indicate differently coloured lines, shaded bars, or crosshatched areas.

Types of graphs

• Line graph

• Area chart

• Column chart

• Deviation column chart (0 noktası farklı)

• Bar chart (horizontally drawn)

• Pie chart

Presentation Guidelines

(partly from Microsoft Office)

Introduction

• Steps to follow (5Ps)

° Planning

° Preparation

° Practice

° Presentation

° Post-evaluation

• Advantages of using presentation software

° A picture is worth 1000 words

° Strength of visual memory

° Effective use of time

• Disadvantages of using presentation software

° Losing eye contact

° A different center of attention

Planning

• Describe your audience
° Knowledge and experience

° Needs

° Goals

• Define the purpose of your talk based on the outcome you seek with your audience:

° Inform, teach, train

° Persuade, sell

° Motivate to action 

Preparation

Opening
• Prepare an attention-getting Opening: Use a "hook" to attract the attention of audience.

° A question related to audience need or a slogan 


[for examples see http://www.archimac.org/Profession/Slogans.spml]

° A relevant incident, anectode or analogy

° Poetry. or humour (a joke or a cartoon) 


[for examples see http://www.archimac.org/Profession/Cartoons.spml]

• Introduction and conclusion says the same thing. So, write the introduction the last.

Body
• Try to limit all key points and subpoints to three headings. Do not exceed five.

• Illustrate and support Key Points with evidence and visuals.

° Statistics

° Incidents, analogies, testimonials

° Demonstrations, exhibits

Close
• Prepare a memorable Close

° Restate the key benefits in your summary/conclusion.

° Use a motivating statement, or

° Throw down a challenge.

• Thank your audience.

Practice

Practice your presentation before an audience, coach, video camera. Receive feedback and coaching on

Content

• Clarity and relevancy of message

• Credible evidence.

• Eye-appeal and visibility of your visuals

° Avoid white backgrounds

° Avoid long texts & small fonts

° Avoid small visual items

Flow

• Strong opening.

• Logical flow.

• Memorable close.

Presentation techniques

• Timing

° Taking questions during the presentation makes the meeting more informal but it consumes your time. If you are not confident about managing the time, you can request the questions to be asked at the end.

° Comments from audience during the presentation will distract your attention. Get yourself ready and equipped to deal with this issue.

• Voice 

° Do not speak with your back turned to the audience

° Make sure you can be heard clearly from the back of the room

• Body language

° Use your hands to make gestures

° Know where to put your hands

° Do not touch your body for long periods of time

° Do not cross your arms
Presentation

Attitude and confidence

• Build your confidence and effectiveness by establishing for yourself

° Why you have earned the right to deliver this talk.

° Why you are excited about the subject.

° Why you are eager to share with your audience.

• Assume the attitude of a PRO in delivering presentations:

° Privilege

° Responsibility

° Opportunity

• Rely on the fundamentals

° Own your subject.

° Feel positive about your talk.

° Project to your audience the value of your message.

Delivery

• Make a positive first impression:

° Establish eye-contact.

° Display poised, confident body language.

° Be relaxed.

• Build a harmonious relation with the audience: 

° Be sincere.

° Use gestures that are natural to your conversational style.

° Look at each person in the audience as you speak.

• Hold the attention of the audience:

° Be enthusiastic.

° Express yourself clearly and concisely.

° Speak loud enough so that everyone can hear you (Do not speak to the walls, use the screen in front of you OR your notes to remind you of your main points).

Post-Evaluation

• Strive for continuous improvement:

° Measure the success of your talk.

° Identify the strengths as well as areas to improve.

• Decide how you will improve the next talk.

