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BLCW Program - Buyer’s Guide 

 

Purpose and Overview 

Given your successful application for Transition Assistance Funding (Funding) under the Boosting the 

Local Care Workforce Program (the Program), you, the recipient, will prepare to purchase services from a 

professional business consultant. We have developed some tips to help you purchase tailored 

professional service or business advice that best meets the needs of your organisation. This aim of this 

guide is to provide you with information only, and it is not comprehensive; nor does it act as a 

recommendation upon which you should act.  

Finding a suitable professional business consultant to provide the required professional services or 

business advice that you are comfortable working with is crucial to delivering value through the Transition 

Assistance Funding. Before you begin your search to select a professional business consultant, check 

that your organisation’s goals are well defined and that your organisation’s needs are clearly expressed. 

You may also want these goals and needs to align with your organisation’s purpose, vision and strategy. 

To help clarify your needs, you may wish to refer back to the Readiness Plan that you created as part of 

the Funding application process.   

This guide includes 8 steps you may want to follow, to help you get started in finding a professional 

business consultant for your organisation. These steps are shown in the figure below.  

We have also included a “Selection Checklist” in this document, which applies from step 4 to step 8, to 

support you to engage with the market while managing risk; if required.  

 

Finding a professional business consultant for your organisation: 
eight steps  

1. Identify your areas of need: consider what services your organisation requires by considering: 

► areas for improvement in your Readiness Plan and any of the factors that you self-assessed 
as being most concerning to your organisation; and  

► your organisation’s purpose, vision and strategy.  

Ideally, your identified areas of need should be aligned with both your Readiness Plan and your 
organisation’s purpose, vision and strategy. 

2. Document your areas of need: carefully outline your areas of need and the services your 
organisation requires in a format which may be easily understood by a potential professional business 
consultant. This can be in the form of a specification of the services or draft request for quote which 
should include: 

► your organisation’s areas of need and any additional context to help a potential professional 
business consultant to better understand what is required;    

► your organisation’s expectations and goals for the services to be provided; and 

► additional points of detail such as an indication of budget and timeframes 

This exercise will assist both you, and the professional business consultant, to determine whether they 
are a good fit for your organisation.  
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As part of this process, check whether there are existing resources and tools already publicly available 
that can help address your needs. For example: 

- for understanding demand - the Program website at https://blcw.dss.gov.au/ includes a demand 
map that shows the projected demand for NDIS services by postcode. The website also includes 
case studies and other tips and links to tools that may be applicable, and will be updated 
regularly. 

- for advice on running a business - there are a range of business tools and templates available 
at https://www.business.gov.au/Planning/Templates-and-tools, including basic costing and 
cashflow tools. 

- for help navigating NDIA systems and processes – the National Disability Insurance Agency 
publishes a range of guidance including a Provider Toolkit and step by step guides: 
https://providertoolkit.ndis.gov.au/step-by-step-guides 

You are likely to get the most value from your funding if you are already aware of existing tools and 
information, and are able to ask a professional business consultant to tailor their advice directly to your 
circumstances and your highest areas of need.  

Ambiguity in documenting your need increases the likelihood that you receive incomplete or inappropriate 
responses from potential professional business consultants or the services are not delivered as required. 
If your organisation does not already have a template or process for developing a services specification 
or request for quote there are resources freely available online. 

3. Agree on the key areas of need: discuss and agree, with colleagues within your organisation, about 
the key areas of need within the organisation before beginning your search for a professional 
business consultant. Make any adjustments to the specification of the services or draft request for 
quote based on feedback from your colleagues. 

4. Market research: You may want to conduct market research to find a professional business 
consultant. You may choose to do this by: 

► Searching online to find professional business consultants that provide the services you 
require.   

► Reaching out to your network to identify recommended professional business consultants.  

To assist you in your market research, refer to the example checklist below which includes questions to 
assist with this step. Consider whether any updates are needed to the specification of the services or 
draft request for quote based on your market research. 

5. Request for quotes: once you have identified professional business consultants that provide the 
required services you can begin requesting a response to your specification of the services or request 
for quote. Consider getting three quotes (if possible) to get a variety of offers and help you gauge 
market value for the services. When evaluating responses, you should consider if the services 
represent value for money for your organisation. This can be determined by considering the 
advantages and disadvantages of the response against the following criteria (as a minimum): 

► price and any costs that may be exclude from the price (e.g. is travel required and included); 

► pricing options available and the associated risk of these options (e.g. you could request 
services for a fixed fee or a time-based price to mitigate the risk of cost overruns); 

► relevant experience and performance history of the potential professional business 
consultant; 

► alignment between the response from the potential professional business consultant and your 
organisation’s areas of need (e.g. fitness for purpose);  

► flexibility of the proposal (e.g. is the price likely to increase if changes are required to the 
scope or timing once the services begin); and 

► risks in the proposal (e.g. evidence of the availability of the key personnel from the potential 
professional business consultant to deliver the services). 

https://blcw.dss.gov.au/
https://www.business.gov.au/Planning/Templates-and-tools
https://providertoolkit.ndis.gov.au/step-by-step-guides
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It is important that the professional business consultant you select provide services that represent value 
for money for you. Value for money is more than just the price you pay, so you may want to also consider 
asking questions like the ones in the checklist as well as asking for a price to deliver the services.   

6. Negotiate and execute an agreement: once you have found professional business consultant for 
your organisation, you may wish to: 

► confirm the scope of the services to be delivered, quality of services, the price, timing, 
payment terms and delivery; 

► negotiate any changes with ensure they meet your needs and objectives (e.g. scope, 
services, price, timing or terms and conditions of the agreement); and 

► seek independent legal advice before executing any agreement. 

Professional business consultants often have standard agreements and terms and conditions for their 
services. You should ensure that you understand the agreement and your obligations before accepting 
their terms.   

7. Delivery: after the agreement has been signed, manage the performance of the professional 
business consultant to achieve the agreed outcomes. Always refer to the agreement, confirm that the 
services are being delivered in accordance with the agreement, and confirm that they are being 
delivered on time and within budget.  

8. Close: once the professional business consultant has delivered the services, check the agreement to 
confirm that the services have been delivered in accordance with the agreement, including quality of 
the services consistent with the specification, price and timing. Confirm services have been 
completed. The services your organisation has received may include a warranty, so keep the details 
of this warranty in case you need to use it in the future. 

Selection checklist  

To assist you in finding a professional business consultant that meets your organisation ’s requirements, 

you can talk to prospective professional business consultants and gather some information about them 

before entering into an agreement.  

Research is the best way for you to understand whether a professional business consultant will suit your 

organisation’s needs. Some questions to assist you to investigate the market  and engage with the market, 

along with some example strategies to consider are provided in the checklist below. This checklist covers 

step 4 to step 8 in the process (shown again in the figure below), as these are the steps where your 

organisation will engage with the market. 

 

 We have included some example criteria under each step in the process that you may want to consider 

when you engage with the market and your professional business consultant.  You should also think 

about other questions you may want to ask such as things that are specific to your organisation.  
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Checklist step 1: Market research 

 

When conducting your market research, you may want to consider the following criteria:  

► Capability 
► Experience 

► Quality 
► Suitability 

 
Criteria Checklist  Risks 

Suggested strategies and questions 
to ask to address the risk  

☐ Capability Has the professional 
business consultant showed 
that they have a current, 

deep understanding of the 
NDIS and are committed to 
helping businesses deliver 

high quality NDIS services? 

A professional business 
consultant may use up a 
substantial portion of your 

funding learning about the 
NDIS, rather than focusing 
on your needs. 

► has the professional business 
consultant advised firms operating 
in the NDIS before?  

► are they willing to provide 
references from reputable 
organisations?  

► can they show that they 
understand the NDIS delivery 
model, especially the operation of 

the price guide and its contents, 
and recent updates? 

☐ Capability Has the professional 
business consultant showed 
that they understand the 

intent of the Boosting the 
Local Care Workforce 
Program, including through 

engaging with program 
resources on the website 

A professional business 
consultant may not have a 
comprehensive 

understanding of the 
outcomes of the Transition 
Assistance Funding.  

► does the professional business 
consultant have a strong 
understanding of the intent of the 

Boosting the Local Care Workforce 
Program?  

☐ Capability Does the professional 
business consultant operate 

effectively?   

A professional business 
consultant may not be able 

to deliver the services if it 
has inadequate procedures 
or systems.  

► what kind of online presence does 
the professional business 

consultant have, and how does it 
compare to its competitors?  

► does the professional business 

consultant have a strong record of 
providing similar services?  

☐ Experience Does the professional 
business consultant have 
demonstrated experience in 

the disability sector, or 
current knowledge of the 
National Disability Insurance 

Scheme?  

You may not receive 
tailored services to help 
you succeed under the 

National Disability 
Insurance Scheme.  

► has the professional business 
consultant provided services under 
the National Disability Insurance 

Scheme previously?  

► does the professional business 
consultant have a strong 

understanding of the National 
Disability Insurance Scheme?  
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Criteria Checklist  Risks 

Suggested strategies and questions 
to ask to address the risk  

☐ Experience Does the professional 
business consultant have 
the experience to deliver the 

services you require?  

A professional business 
consultant may not deliver 
quality services if it has not 

delivered the type of 
services before. 

► what type of reputation does the 
professional business consultant 
have?  

► does the professional business 
consultant technical experience 
match your needs?  

► you may want to request and 
contact a list of referees from the 
professional business consultant 

where they have delivered 
comparable services, to identify 
whether the business is the best fit 

for your organisation’s needs. 

☐ Quality Can the professional 

business consultant deliver 
quality services?  

You may not receive 

quality services or achieve 
value for money.  

► has the professional business 

consultant demonstrated a valid 
and effective approach to deliver 
the services within the required 

timeframes? 

► how busy is the professional 
business consultant? Do they have 

the time to dedicate to your 
request?  

► can the professional business 

consultant commit to finishing the 
task in the timeframe you want? 

☐ Suitability Is the professional business 
consultant culturally 

competent? Does the 
professional business 
consultant have the 

knowledge, behaviour, 
policies and systems to work 
effectively in cross-cultural 

situations and respond to 
the needs of a culturally 
diverse population?   

The professional business 
consultant is not culturally 

aware, which can result in 
limited or inappropriate 
support.  

 

► can the professional business 
consultant work in a culturally 

competent manner?  

► can the professional business 
consultant overcome language 

barriers to communicate with the 
client?  

► can the professional business 

consultant communicate effectively 
with people from diverse 
backgrounds (including ethnicity, 

language, religion and age)? 

☐ Suitability Can the professional 

business consultant provide 
services which are difficult to 
access in rural and remote 

areas? 

The professional business 

consultant has limited 
resources to provide 
services in rural and 

remote areas.  

► does the professional business 

consultant have the resources and 
experience in identifying services 
for those in rural and remote 

areas? 

► can the professional business 
consultant accurately identify the 

needs of those in rural and remote 
areas?  

Checklist step 2: Request for quote 

 

When evaluating your request for quote, you may want to consider the following criteria:  

► Value for money 
► Compliance with specifications 

► Third parties 
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Criteria Checklist  Risks 

Suggested strategies and questions 
to ask to address the risk  

☐ Value for 
money 

Will the services provide the 
required value for money? 
Value for money includes 

more than just price – you 
need to consider quality of 
the product or services too 

You could pay more for the 
services than required or 
find that the cheapest 

option may not be most 
appropriate for you. 

► can you be satisfied, after 
reasonable enquiries, that 
engaging the professional 

business consultant will achieve 
value for money outcomes? 

► are there any other options that 

could provide a better deal and 
impact?  

☐ Compliance 
with 
specifications  

Are the services proposed fit 
for purpose?  

You may not receive the 
services you want or need.  

► apply a checklist or scorecard to 
evaluate the extent to which 
proposed services align to your 

requirements.  

► will the services be of sufficient 
quality to achieve your desired 

goals?  

☐ Third parties  Does the professional 
business consultant have 
intention to use a 

partnership or a sub-
contractor?  

The services may be 
provided by someone with 
different skills and 

experience, or your 
organisation could be 
paying a premium for the 

use of a subcontractor.  

► is the use of a subcontractor 
financially effective, or does it 
pass a greater cost or 

unacceptable risk onto your 
organisation? 

► check your organisation is 

satisfied with the skills and 
experience of the partnership 
and/or sub-contractor the 

professional business consultant is 
intending to use. 

► the professional business 

consultant must confirm that the 
partnership and/or sub-contractor 
is aware of the importance of 

meeting your organisation’s needs 
and services and delivers the 
agreed services.   

Checklist step 3: Negotiate and execute an agreement 

 

When negotiating and executing an agreement, you may want to consider the following criteria:  

► Pricing and payment 
► Financial viability 

► Risk management 

 
Criteria Checklist  Risks 

Suggested strategies and questions 

to ask to address the risk  

☐ Pricing and 

payment 

Do the proposed payment 

terms manage any risk in 
the delivery?  

You are contracted to pay 

in instalments or up front, 
which could impact the 
quality of services 

delivered. 

If you do not have a fixed 
fee, you may be exposed 

to cost overruns. 

► consider a ‘capped price’ 

agreement where services must be 
delivered to this rate, if you are 
worried about cost overruns.  

► consider your payment terms, and 
evaluate whether you are 
comfortable paying once services 

are delivered, or if you are more 
comfortable paying if the services 
delivered meet your expectations. 
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Criteria Checklist  Risks 

Suggested strategies and questions 
to ask to address the risk  

☐ Financial 
viability 

Does the professional 
business consultant have 
the financial ability to 

provide the services?  

A professional business 
consultant may not be able 
to complete the services if 

it has inadequate solvency  

 

► is the professional business 
consultant performing well 
financially?  

► are there any significant events 
and circumstances that may 
impact on the professional 

business consultant during the 
expected term of the agreement?  

► is the professional business 

consultant able to provide a ‘letter 
of comfort’ from their bank to 
demonstrate their viability?  

☐ Risk 
management 

Does the professional 
business consultant have 

the appropriate insurance in 
place?  

The advice the 
organisation receives may 

be incorrect or the services 
provided could result in 
financial loss or injury. 

► you may want to request 
professional business consultants 

confirm they have appropriate 
insurance in place for the 
proposed scope and cost of 

services being requested by your 
organisation. 

► you can request details and copies 

of insurance policies or certificate 
of currency (such as public 
liability, product liability or 

professional indemnity policies) to 
determine if the policies are 
current 

☐ Risk 

management 

Do you have ownership of 

the product or services once 
delivered? 

Your use and reliance on 

the products and services 
delivered may be limited. 

► do you understand the intellectual 

property ownership of the products 
and services and any limitations 
on your use after the services are 

completed? 

► if you would like to share the 
resources with other organisations, 

or if you intend to use the work 
products in certain ways (e.g. if 
you would like to publish on your 

website, or share with others), 
make sure you agree this in writing 
with the professional business 
consultant before signing the 

contract 

Checklist step 4: Delivery 

 

When your agreement is being delivered by your professional business consultant, you may want to consider the 
following criteria: 

► Quality management 

► Project management 
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Criteria Checklist  Risks 

Suggested strategies and questions 

to ask to address the risk  

☐ Quality 
management 

Are the services being 
delivered of sufficient 

quality?  

The services being 
delivered are of poor 

quality and do not realise 
the benefits you required.  

► what quality management 
processes does the professional 

business consultant follow? 

► what criteria will you apply to 
monitor the quality of the 

professional business consultant’s 
services?  

☐ Quality 
management 

Are the services being 
delivered meeting your 
expectations?  

The services being 
delivered are not what you 
expected, and there is a 

misunderstanding between 
your organisation and the 
professional business 

consultant about what the 
specifications are.  

► what are the example end-
products or templates that the 
professional business consultant 

will deliver?  

► clarify your expected outcomes 
with the professional business 

consultant prior to commencement 
to determine alignment.  

☐ Project 
management 

Are the services being 
delivered on time? 

The services are taking 
longer to deliver than 

expected, which could 
impact cost.  

► what reporting mechanisms will the 
professional business consultant 

use to report to your organisation 
about their progress? 

► will the professional business 

consultant report on cost and 
budget consumption throughout 
their delivery?  

☐ Project 
management 

Are the services being 
delivered to scope? 

The services being 
delivered do not align to 

your specifications in the 
RFQ, and you receive and 
pay for services you did 

not request.  

► what process will your organisation 
have to ensure services are 

delivered aligned to your 
specifications? 

► what regular meetings or oversight 

will you have with your 
professional business consultant 
to monitor their services?   

Checklist step 5: Close 
 

 

Before you formally close your engagement with your professional business consultant, you may want to consider the 
following criteria: 

► Discharge of obligations 

 
Criteria Checklist  Risks 

Suggested strategies and questions 

to ask to address the risk  

☐ Discharge of 
obligations 

Have both you and your 
professional business 

consultant discharged your 
legal obligations under the 
agreement?  

One party does not 
discharge their obligations.  

► review the initial contract prior to 
handing over final payment to 

determine if the professional 
business consultant has met all 
contractual obligations. 

► review any obligations your 
organisation has under the 
agreement and confirm these have 

been discharged.   
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Pooling funds  

Your organisation may have similar needs to other Transition Assistance Funding recipients. You may 

wish to jointly engage a professional business consultant to purchase eligible activities, or share the 

services delivered. You may have the opportunity to pool the Transition Assistance Funding to achieve 

value for money and reach the maximum benefit of the funding. If you are interested in this opportunity, 

connect with your Regional Coordinator to find out if there are other successful recipients in your area. 

You can connect with your Regional Coordinator by emailing the Transition Assistance Funding Team on 

transitionassistance@blcwprogram.com.au   

Guide only  

This resource is intended and provided as a guide only. The Boosting the Local Care Workforce Program 

will not provide legal advice about procuring professional services. You should read and understand the 

terms and conditions before agreeing to purchase any services. It is encouraged that you seek 

independent legal advice to assist with the terms and conditions or signing of any agreements.  

Additional support  

Visit the Boosting the Local Care Workforce website for other support and program information 

https://blcw.dss.gov.au/  

For assistance please contact the Transition Assistance Funding Team or Regional Coordinator at 

transitionassistance@blcwprogram.com.au   

 

mailto:transitionassistance@blcwprogram.com.au
https://blcw.dss.gov.au/
mailto:transitionassistance@blcwprogram.com.au

