• C O N F I D E N T I A L •

The information contained within this document is considered confidential. The sharing or divulging 

of this information is strictly prohibited.

* * * * *


Pre-Project Conference Call

(Customer Name)
Suggested Audience:  Project Management and Account Management Representatives from PSI & Retailer Teams. This should be conducted 2 weeks prior to kickoff meeting via conference call. This call is to head-off any “big” surprises and prep teams prior to traveling to retailer’s headquarters for kickoff meeting.

Note:  
This checklist is generic.  Some action items may not apply to specific-customer configuration.

	Gathering Information / Getting Acquainted Checklist
	Yes
	No / na

	Did you lay the groundwork for ordering retailer’s custom cabinetry – lane size, cabinetry construction (wood vs. metal), RH / LH? Did you request color specs and chips? Did you convey the importance of lead-time for this custom feature?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Did you request CFE for Development & QA? Did you follow-up by sending the “Customer Furnished Equipment – Development and QA” to the retailer?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Did you determine the make/model of scanner scale and pin pad?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Did you determine network connectivity between: 1) frontend to POS LAN; 2) backoffice to POS LAN (i.e., Ethernet or Token Ring).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Did you request documentation for custom integration: 1) training manuals for conventional registers that include top level summaries for EFT transactions; 2) Electronic Marketing documentation (with screen shots) to set up buy-one, get-one free items, and other frequent shopper linked items in the POS.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Did you ask for samples of frequent shopper/loyalty cards, payment cards to simulate credit/debit/ebt/giftcard transactions.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Did you request logos and store banners for custom graphic screens.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Did you discuss plans for integrating User Exits – to be sent by PSI POS group (age verification, 100 sign-on report, open transaction display).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Did you discuss retailer’s ability to run in 2 x 20 mode (non-full screen display mode) and the ability to activate POS suspend/retrieve?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Did you discuss feasibility of using retailer’s existing lane light with pole and mount? Did you get the name of retailer’s lane light vendor with technical contact?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Did you discuss the roles/responsibilities and agenda for the kickoff meeting? Did you discuss sharing materials for the kickoff meeting so each party has input as to what will be presented? Did you discuss equipment needed for meeting . . . conference room, overhead projector, speakers, etc. Did you gather retailer’s ideas and expectations for the kickoff meeting? Did you prepare retailer for the pilot site visit to be conducted directly after the kickoff meeting?
	 FORMCHECKBOX 

	 FORMCHECKBOX 
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