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Preparation template
Use this template to support your consultancy selection process. The aim is to capture enough information to make the first conversation useful, without pretending every answer is already known. This will align internal stakeholders and define the outsourcing strategy.
The following template should help define:
· Business objectives
· Development milestone
· Internal capability gaps
· Project scope
· Deliverables
· Budget assumptions
· Selection criteria


	Step
	Preparation area
	Information to populate
	Owner / notes

	1
	Business objective
	What decision needs to be made.
	

	2
	Target milestone
	Funding, IND, CTA, FIH, partnering, inspection, technology transfer etc.
	

	3
	Internal capability assessment
	What expertise exists internally?
	

	4
	Capability gaps
	What expertise is missing?
	

	5
	Consultancy type required
	Regulatory, Quality, CMC, Drug Safety, IP, Programme Management etc.
	

	6
	Project scope
	What activities require support?
	

	7
	Expected deliverables
	Reports, strategies, submissions, audits, risk assessments etc.
	

	8
	Timeline
	Key milestones and deadlines.
	

	9
	Budget parameters
	Known constraints or target spend.
	

	10
	Success criteria
	How will success be measured?
	

	11
	Key risks
	Technical, regulatory, operational or commercial risks.
	

	12
	Decision drivers
	Expertise, speed, cost, flexibility, experience, geography.
	

	13
	Internal stakeholders
	Decision makers and contributors.
	

	14
	Provider Longlist
	Potential consultancies to approach.
	



A balanced preparation template should make the project easier to understand, not harder to start. If a section cannot be completed, say so clearly and ask the provider how they would approach the gap.
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