
Preparation checklist

Prepare a sourcing request
Give a potential supplier enough detail to explain what they can offer. You can start before every
specification is final, provided the open points are visible.

Describe the product and its intended use.

List materials, dimensions and essential quality requirements.

Give expected quantities and distinguish a trial from repeat orders.

Include a drawing reference or describe the sample you can provide.

Set out your timing and delivery expectations.

List questions that still need a decision.

Ask each supplier to state assumptions and exclusions. That makes proposals easier to compare.
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