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All purchases start with a market research. While waiting to get help from the purchasing department it is recommended to gather as much information as possible about the good or service that shall be purchased.
A market research is done to map which providers sell the goods or services that shall be purchased, which functions and performance the goods have, which competences are needed to complete the service etc. that are reasonable to demand and that belong to a similar price category. Get in touch with many providers, even new players, to enhance competition. Also, ask other users about their experience of the good or service.
Reminders:
· It is the university’s needs that shall guide the purchase, not what the provider wants to sell. It is important not to reveal the exact criteria for the procurement.
· It is unsuitable out of anti-corruption reasons to accept from the provider a paid trip or a lunch so that you can test the good or get a demonstration. If needed, make a business trip paid by the institution/equivalent.

	We have created a list of questions that are good to ask during a market research (divided into whether it is goods or services). Use what is relevant for your purchase and get the answers and information in writing. 

Note that you may not send the criteria for the procurement in writing to the providers. See to formulate criteria during a procurement.


	For Goods
	Company 1

	Company 2 (or more)

	Market
	
	

	Who are the possible providers on the market?
	
	

	Are there different product models and performance levels?
	
	

	Have the goods been on the market for a long time?
	
	

	Reviews from other users
	
	

	Gather information from other users. 
Has the product worked well? What has worked poorly? 
Installation and service?
	
	

	Requirements  
	
	

	What type of performance does the good have? Look at the product specifications.
	
	

	Which specific functions are needed to fulfill my needs?
	
	

	What is included in the purchase and what is not?
	
	

	What is unique about the particular company’s product?
	
	

	Is it a new or customized good? How do we insure the quality of the good?  
	
	

	Can we test drive the good?
	
	

	Computer and software
	
	

	Is a computer included?
	
	

	Which software is included?
	
	

	What are the updating and upgrading conditions?
	
	

	Delivery, installation and education
	
	

	Which delivery conditions apply?
	
	

	What delivery times does the company have?
	
	

	Is installation included?
	
	

	How does the installation process work?
	
	

	How long does the installation take including testing?
	
	

	Which documentation is included in the purchase?
	
	

	Does it include a normal period for delivery inspection?
	
	

	Is education included?
	
	

	How extensive is the education?
	
	

	What kind of demands on the university rooms, ventilation, electricity, space and cooling does the good create?
	
	

	Guarantee
	
	

	What guarantees can we get from the company?
	
	

	What is included in the guarantee?
	
	

	Service
	
	

	Do we get customer support?
	
	

	In which context and for which price does the company offer support?
	
	

	Is it possible to sign a service contract?
	
	

	Are there different levels of service?
	
	

	How much does a service contract cost?
	
	

	Price
	
	

	Final price
	
	

	What is included in the final price? Delivery, installation, test period, education?
	
	



	Consumable items (items to be used and replaced during regular use)
	
	

	Does the good require items that only the specific company can provide or can a standard product be used?
	
	

	What is the consumable items’ price?
	
	

	Certificates
	
	

	Does the company have any relevant certificates?
	
	

	For Services
	Company 1

	Company 2 (or more)

	Market
	
	

	Who are the possible providers on the market?
	
	

	Which of provider’s services fulfill the needs?
	
	

	Have the services been on the market for a long time?
	
	

	Gather information from other users. 
Has the service worked well? What has worked poorly?
	
	

	Service requirements
	
	

	What is and is not included in the service?
	
	

	What is unique about the particular company’s service?
	
	

	What other competences does the company have?
	
	

	Does the company have the resources to undertake the project and if so when? 
	
	

	What is the duration of the project?
	
	

	Which documentation is included in the service?
	
	

	Is it a new or customized service?  
	
	

	Is there a quality assurance system?
	
	

	Does the company have any relevant certificates?
	
	

	Are there any service extension options?
	
	

	Is it possible to get a test period?
	
	

	Are there any client references?
	
	

	Service
	
	

	Does the company offer customer support?
	
	

	In which context and for which price does the company offer support?
	
	

	Price
	
	

	Final price
	
	

	What is included in the final price?
	
	

	Demands on the university
	
	

	What is expected from the university? Is there special equipment or something else that we must provide?
	
	

	Guarantee
	
	

	What service guarantees can we get from the company?
	
	

	What is included in the guarantee?
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