Brief Document

The Brief (to be completed and attached to the Invitation to Quote Document)

Note: This document should be tailored to your requirements. The level of detail within the brief should adequately reflect the nature of your requirements and some of the information may not be necessary and can be omitted.

Introduction

· Main aim and purpose of products and/or service

· Include instructions for return of quotations and detail how the suppliers should structure their responses.
Background

· Detail to inform supplier as to why you are procuring this product and/or service.

Objectives 
· Detail your product and/or services without specifying brand names etc
Outputs and Milestones

· Outline the output, final deliverables or anticipated outcomes of what you expect to be able to do as a result of this contract.
Fees and Costs

· Rates and prices shall be deemed inclusive of all additional expenses howsoever incurred.

Award Criteria

· All criteria must be relevant to the products or services being provided.

· You may wish to include some of the following areas:  
· Understanding of these specific project requirements

· Methodology and approach proposed 

· Specific expertise proposed for the service

· Delivery / Timescales proposed

· Price

Additional information

· Relevant additional information, as applicable to your procurement, may include, but is not restricted to;

· Details of EU funding or grants that apply to the project;

· Your organisation’s key contact details;

· Intellectual property rights which you wish to be retained by your organisation;

· Any sustainability issues that could impact on the contract i.e. recycled paper for reports; 
· Any health & safety issues that may impact on the contract.

