PRIDE IN BUSINESS
Buying brief
Complete this brief for one real purchase before asking for introductions to suppliers. Delete the grey guidance before you share it. The explainer that goes with this template is at prideinbusiness.com.au.
1  The purchase
	Outcome required
The problem to be solved or the result the work must deliver.
	

	Scope and deliverables
What is included, and anything excluded.
	

	Budget range and currency
	

	Contract length
	


2  Location and timing
	Delivery location
Include whether remote delivery is possible.
	

	Key dates
Start, delivery and decision dates.
	

	Response deadline
Include the time zone.
	

	Accessibility requirements
	


3  Selection
	Essential capabilities
Requirements a supplier must meet.
	

	Preferences
Requirements that are flexible.
	

	Mandatory conditions
Insurance, local presence, security checks or contract terms.
	

	Evaluation criteria and weighting
If the purchase is formally evaluated.
	

	Decision maker
Name and role.
	


4  Evidence of ownership
	What the buyer accepts
The owner's own description, overseas certification or other evidence, if any is required.
	

	What it is used for
How ownership is weighed in the selection.
	

	Who will see it and how it is stored
	


5  Payment and onboarding
	Payment terms
Including how invoices are submitted.
	

	Onboarding requirements
Registration, insurance certificates, policy declarations and banking checks.
	

	Usual time to complete onboarding
	


6  How to respond
	Information needed at this stage
Keep it in proportion to the size of the work.
	

	Response route
	

	Contact for questions
Name, role and email.
	

	When respondents will hear back
	


7  Permission to share
	Who the brief may be sent to
Networks or organisations.
	

	Approved by
The authorised buyer who agreed to circulate it.
	

	Confidential details removed
Yes or no.
	


8  Record of results (internal, do not circulate)
	Introductions requested and accepted
	

	Conversations held
	

	Bids submitted
	

	Contracts awarded
	

	Contracts completed and paid
	


Government buyers must follow their own procurement rules, which take precedence over this template. This template is general guidance and does not report findings from The State of LGBTQ+ Business in Australia. Pride in Business is published by Just Gold.
