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Why do I need a checklist?  
You’re probably reading this because you’ve identified that your current 

solution doesn’t quite meet the needs of a modern association or regulatory 

body.  Maybe you’re still using paper-based renewals and applications, or the 

current system is just too costly to maintain. Maybe your members or the 

public are asking for features that are not available with your current 

technology.  

  

Replacing your current system can be an intricate process and it’s critical to 

get it right. Starting this process off by using a step-by-step approach will 

help you make smart, low-risk decisions about what your requirements are  

and what system will best fit those requirements.  

  

Comparing software packages very often is like comparing apples and  

oranges (or even worse – apples and chairs, because each vendor’s software 

is different from the last, they each use different terminology and have 

different workflow and it can be difficult to make comparisons between 

them.  Using a standard checklist will help you gather similar information 

about each vendor so that it’s simpler to compare.  Apples to apples   

  

This checklist will help you evaluate your own organizations requirements, 

your current solution (if any, and help you find the vendor you are seeking.  

It provides an in-depth list of questions that will make it easier for you to 

compare vendors amongst each other by having the same information on each.  
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What’s next?  
  

The first thing that you should consider collecting is information about your organization and its  

requirements. Gathering this information helps in two ways:  

1. The process of gathering information about your organization and requirements is a  

reflective process.  You may even uncover business processes that have been in place for  

years that you had no idea about   

2. Information about you is incredibly helpful for your vendor.  The software procurement  

process is a two-way street – if you provide more information to potential vendors about your 

requirements, the solution that they present will be more likely to fit your  

requirements.  

  

My Organization  
  

These are some basic questions about your current situation.  Some may not apply to you, but that’s  

okay – answering them will help you think about your core system requirements.  

  
General Info 

How many staff members do 

we have?  

  

How many of them will use 

the software?  

  

How many external users 

(not members need some 

level of access to the system)?  

  

How many practicing 

members do I have?  

  

How many non-practicing  

members do I have?  

  

What membership categories  

(registration types or license 

types) do I have?  List on the 

right.  
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Do they all renew their 

memberships at the same 

time?  Or are renewals 

“rolling” (spread out over the 

year)?  

  

How are my members  

currently renewing (paper or 

online)?  

  

How do people apply for 

licensure (paper or online)?  

  

  

  

  

What languages do I need to 

support for my members?  

  

What languages do I need to 

support for the public?  

  

How do I get technical 

support for the systems I 

currently house?  

  

What systems do I currently 

house my member data in?  

List all of them – many times 

you’ll have member data in 

one database and other data 

(complaint, competence, 

audit, etc.  in another simpler 

system like Excel.)  

  

Do I have access to the 

database?  

  

  

  

  

Or is my database hosted  

with my vendor?  
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If I don’t have access to the 

database, can the data that I 

need to convert be exported?  

  

  

Documents  

How do I currently store 

documents (paper or 

digital)?  

  

  

Do I have a digital document 

library that requires 

conversion?  

  

  

Payments  

What payment types do I currently  

offer my members?  

  

  

  

If I offer credit card payments, do I 
have a contract with a payment 
processor already (like Beanstream or  
Moneris?  

  

  

  

Integrations and Third Party Data  

Do I have any integration with external 
systems?  
Examples include integrations with 

exam management systems (SMT,  

Yardstick, Prometric , Continuing  

Competence systems, provincial  

provider registry, etc.?)  

  

Do I export my data and send it to any 
external systems?  
Examples include CIHI (Canadian  

Institute for Health Information .)  

  

  

Data Storage   

What data do I want to export?    
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What data can I leave behind?   

Ex. What data have you not referred to 

in an extended amount of time that you 

no longer need to keep?  

  

Where do I want my data stored?      

Who do I want to have access to my 

data?  

  

  

  

  

Services Need For Go-Live   Need Later  Do not need  

Online membership renewal          

Online member applications          

Exam management          

Committee management          

Document management          

Complaint/conduct management            

Continuing competence management            

Elections            

Audits (competence, liability  

insurance, etc.   

  
  

    

Facility assessments            

Peer reviews            

Accounting management            

Other 1            

Other 2            

Other 3            
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Other 4            

Other 5            

            

            

  

My Current Vendor  
  

General Info    

Who is my current vendor?       

How much am I currently paying for  

their software?  

   

How long is my current contract?       

Am I able to terminate my contract  

immediately?  

  

  

  

 

How much would it cost me to leave 

this vendor (penalties, fees, etc.)?  

  

  

  

 

What technology is the data stored in 

(SQL server, MS Access, Excel, etc.)?  

  

  

  

 

Do I have access to that data directly?    

  

  

  

Current Services   

What type of tasks can our members do 

on this vendor’s software online?  

  

  

  

What services need improving?     

  

  



Alinity–License Management Software 

Software Procurement Checklist  

 

  

What services did we need but realize 

we no longer need?  

  

  

  

  

Project Information  

What’s my deadline for selecting a 

vendor?  

  

What’s my deadline for being up and 
running with my project?  
For many organizations, the deadline is 

the next renewal period.  Make sure you 

set your deadline at least a few weeks in 

advance of renewals starting to work out 

any post go-live issues.   

  

Who will be managing the project on my 

team?  

  

  

How much of their time will be 

dedicated to the project?  

  

  

  

Some considerations need to be made much more in-depth compared to others- although all are 

important in order to be all-around satisfied with your vendor for the long-term. A few considerations, 

for example, are listed below:  

  

 Timing: Membership renewal dates are the main factor in considering when you want to 

implement new software. Make sure that the required functionality can be fully implemented in 

time for staff to be trained to avoid preventing or prolonging members from renewing their 

memberships. Make sure to ask your potential vendor the amount of time and resources it will 

take them to prepare their application for your association.   

  

 Data Storage/Privacy: With cloud-based software, you do not need to install the software onto 

any in-house server to run the application. As long as you have an Internet connection, wherever 

you are you can access your data   The question is: where is the data physically stored? Is it in 

Canada?  The United States? Elsewhere? Data storage and privacy legislations are also very 

important to call into question. Make sure to ask your potential vendor where their servers are 

physically located, how many they have, how often they do backups, and where those backups are 

stored.  A well thought out disaster recovery plan from your vendor will help ensure that your 

own organizational disaster recovery plan is  in good shape. Canada has privacy legislations when 

it comes to electronic documents.  
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Some laws may be different depending on the province, so make sure you do your due diligence 

and make sure you know the whereabouts of your data.   

  

Data conversion: Data conversion is most important in two phases: when you are exiting 

software and when you are implementing software. Data is exportable from one software and can 

be moved into another software, the question is how much of that data is useful to you? Are you 

exporting data just because you want to keep everything even though you haven’t looked at it in 

years? An association can have data showing that one of their members paid $43 back in 1985. Is 

this necessary to bring to the next software? Are there any benefits to having this information? 

The amount and type of data also affects the cost  

of conversion by the vendor.   

Now you are ready   
  

Now that you have an idea of the kind of evaluation you should put into each of the questions  

categorized on the following pages, you should be able to come up with thorough notes to narrow down 

the software that is perfect for your regulatory body   

  

Potential Software Vendor  
  

Potential Vender Profile    

What is the name of the vendor?        

How old is the organization?        

Where is it located?        

How many staff?        

  

Pricing     

Can I receive an accurate quote prior to  

implementation?  
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What are the payment periods (yearly,  

monthly, etc.)?  

    

What method of payment do they 

support (invoice, credit cards, cheque, 

etc.)?  

  

  

  

  

Are there any pre-paid methods?      

Are there payment plans?      

Are there long-term discounts?      

Does the amount of data I store affect 

the price?  

  

How much does converting data from a  

previous software cost?  

  

Is maintenance and support included?      

 

Contract  

Is there a minimum contract period?      

Are there any penalties or fees if I  

terminate the contract early?  

  

  

  

  

 

Implementation Time  

What is the typical implementation 

timeframe?  

  

How many resources do I need to 

commit (people, materials, time)?  

  

  

  

 

General Software Information   

What version is this software?      

When was the most recent update?      
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Is there a free trial or demo?      

Does it provide any accounting or 

bookkeeping tools?  

  

  

Hardware/Server    

Does it run on Mac, PC, and/or Linux?        

Do I need it to be installed on an in-house 

server?  

    

If yes, what are the minimum 

specifications for the servers?  

    

Estimated cost?        

Is the software SaaS (cloud-based)?      

Does it have a responsive design 

(automatically adapts to any device with 

internet, ex. Mobile phone, tablet, etc.)?  

  

Does this application work on all 

browsers?  

  

How many users can be using the 

application at the same time?  

  

  

  

More of our users will be using it during 

renewal – how do you handle that spike?  

  

  

  

  

  

Additional/Optional Modules    

What kind of modules does your software  

offer?  

  

  

  

  
 

 

Do I need to specify the modules I need  

from the beginning?  

  

  

  

  

  

Can a module be implemented at a later  

date?  
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What is the cost of adding/removing a 

module?  

    

How long does it take to add or remove a 

module?  

    

How often can I add or remove modules?        

Do you customize modules?    

  

  

  

What if there’s a module that I need that  

you don’t offer?  

  

  

  

  

  

Financial  

What member facing payment options do 
you support?  
Ex. Invoices, credit card, etc.  

  

  

  

  

If you offer credit card payments, how  

secure are those transactions?  
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How do I track financial information on 

members in your system?  

  

  

  

How do I export accounting information 

from your system into my accounting 

system?  

  

  

  

  

  

Does the vendor have these modules?  

Services Yes/No Notes 

Online membership renewal      

  

Online member applications      

  

Public registry      

  

Exam management      

  

Committee management      

  

Document management      

  

Complaint/conduct  

management  

    

Continuing competence  

management  

    

Elections    

  

  

Audits (competence, liability  

insurance, etc. )  

    

Facility assessments    

  

  

Peer reviews    

  

  

Accounting management    

  

  

Other 1    

  

  

Other 2    
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Other 3    

  

  

  

Integration with other Applications   

What applications do you support?    

  

  

 

Are you able to export data from a 

previous application?  

  

  

  

Do you integrate with event management 

software?  

    

Do you integrate with election software?      

Do you integrate with exam management 

software?  

  

  

Database Conversion   

Have you converted data from my 

member database system in the past?  

  

  

  

  

What would your suggested conversion 

strategy be?  

  

  

  

  

  

Data Storage  Privacy   

Do you have your own data center or is it  

outsourced?  

  

  

  

Where are your servers located?      

Who has access to these servers?    
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What is your backup retention policy?    

  

  

How frequently do you backup your data?    

  

  

Where are backups stored?    

  

  

Does your organization have any form of  

insurance?  

  

  

  

  

  

Training    

What type of training do you have?    

  

  

  

Tech Support   

What is the availability of your tech 

support?  

  

How can I reach tech support?    

Is there tech support for urgent  

situations?  

  

Where are your help desk agents located?      

What languages do they speak?      

  

References   

Who else in our industry uses your  

software?  

  

What industries other than licensing and 

regulatory bodies do you provide 

software for?  

  

Are references available from other  

clients?  
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Contact Us 

For further questions, concerns, or feedback on this checklist, please contact us at: 

Telephone: (888) 865-9661 

Email: info@alinityapp.com  

Mail: 10374 172 St NW, Edmonton AB, T5S 1G9 

Twitter: https://twitter.com/alinity 

LinkedIn: linkedin.com/company/alinity-licensing-solutions 

www.alinityapp.com 
 

  

How long does it usually take to learn 

your software?  

  

What kind of training do you offer 

(webinars, videos, documents, in-person, 

etc.)?  

  

mailto:info@alinityapp.com

