
SOP Template: Product Demonstration and
Information Sharing Steps
This SOP details the product demonstration and information sharing steps, covering the preparation of
demonstration materials, effective presentation techniques, audience engagement strategies, accurate and clear
communication of product features and benefits, handling of questions and feedback, and the documentation of shared
information. It aims to ensure consistent, informative, and persuasive demonstrations that enhance customer
understanding and drive product adoption.

1. Purpose
To outline the standard procedure for presenting and sharing information about products in a manner that is effective,
engaging, and consistent.

2. Scope
This SOP applies to all employees responsible for product demonstrations and/or product-related information sharing with
stakeholders or customers.

3. Responsibilities
Product Specialists / Demonstrators: Prepare and deliver demonstrations.
Sales and Marketing teams: Ensure product information is up-to-date and accurate.
Supervisors: Oversee adherence to SOP and provide feedback for continuous improvement.

4. Procedure
1. Preparation

Review latest product specifications, features, and benefits.
Prepare demonstration materials (e.g., product units, slides, videos, FAQs).
Test all equipment to ensure proper working order ahead of time.
Customize demonstration based on audience profile and needs if necessary.

2. Presentation
Begin with a brief introduction to set objectives and agenda for the demonstration.
Demonstrate core features and benefits logically and succinctly.
Show use-cases and practical applications relevant to the audience.
Present information clearly, avoiding jargon unless appropriate for the audience.

3. Audience Engagement
Encourage participation through questions or interactive segments.
Monitor audience reactions and adjust delivery as necessary.
Address individual needs or concerns when possible.

4. Communication
Communicate key product details accurately and without exaggeration.
Highlight both strengths and reasonable limitations to manage expectations.
Summarize benefits in relation to common customer objectives or pain points.

5. Handling Questions and Feedback
Welcome questions throughout or after the demonstration as appropriate.
Provide clear, honest, and concise answers; admit if further follow-up is needed.
Gather feedback and note suggestions or concerns raised for further review.

6. Documentation and Follow-up
Record the date, audience, and key discussion points from each demonstration.
Distribute supplementary materials or answers to outstanding questions post-demonstration.
Document feedback and new questions for continuous improvement of future demonstrations.

5. Documentation and Records
Demonstration scripts and presentation slides
Audience attendance and feedback forms
Summary of Q&A and follow-up actions



6. Review and Improvement
Review this SOP annually or after significant product changes/timeline events. Update as needed to optimize
demonstration effectiveness and ensure accurate information sharing.

For questions regarding this SOP, contact the Product Manager or Quality Assurance Lead.
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