
12 Procurement Prompts for ChatGPT

I want to build a lightweight intake form for purchase requests that captures key info 

without scaring off stakeholders. This intake form should prioritize a friendly user 

experience that employees can easily follow (i.e. short multiple choice questions, easy to 

submit, transparent to track, consistent to navigate).


As a procurement expert, can you help draft a form with smart defaults that

 Captures business priority and criticalit

 Determines openness to alternative vendor

 Creates routing logic for legal, security, and finance revie

 Is designed for fast completion by non-procurement staff


Please include 2-3 example questions for each section of the form.

Use cases → Supplier evaluation, vendor risk assessment, preparation for supplier meetings

Beginner prompts

 High-level supplier research

12 Procurement 
Prompts for ChatGPT

Use cases → Purchase request management, procurement process improvement, 


stakeholder engagement

 Stakeholder-Centric Intake Form

Turn large language models (LLMs) like ChatGPT into your specialized procurement assistant with this 

cheatsheet—no AI-expertise required. Simply copy, paste, and customize [in brackets] these procurement 

prompts according to your business context and needs to generate detailed outputs.

I need to quickly research [supplier name]. As an experienced sourcing specialist, find key 

information about their company size, locations, major products/services, recent news, 

and potential red flags I should be aware of before engaging with them. Please keep your 

response concise and highlight the most important findings.
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Use cases → Supplier evaluation, vendor risk assessment, preparation for supplier meetings

 Contract Review and Risk Assessment

I need help reviewing these contract clauses related to [e.g., payment terms, liability, 

termination rights] for a [product/service] agreement we're considering: [paste contract 

clauses]. 


Our company's standard procurement requirements include

 Payment terms: [e.g., Net 60

 Auto-renewal: [e.g., No auto-renewal allowed, or 60-day notice period required

 Term length: [e.g., Maximum 12 months initial term

 Termination: [e.g., Right to terminate for convenience with 30 days notice

 Price increases: [e.g., Capped at 3% annually, with 90-day notice]


Please help me by

 Explaining the key points of these clauses in simple business language (what am I 

agreeing to?

 Highlighting any terms that seem unfavorable or risky for us as the buyer (red flags

 Identifying any unclear or ambiguous language that could cause confusion late

 Comparing each term against our standard requirements and flagging non-compliant 

clause

 Suggesting 2-3 simple improvements that would make these terms more balanced and 

align with our standards

Use cases → Supplier onboarding, vendor management, process standardization

 Vendor Onboarding Checklist

I need to onboard a new supplier for [product/service] and want to ensure I don't miss 

any critical steps. As a procurement specialist, create a simple checklist of essential 

information to collect and actions to take during the vendor setup process, including

 Basic compliance checks and documentation require

 Payment setup requirements and verification step

 System integration needs and technical setu

 Internal stakeholder notifications and approvals


Please organize these in a logical sequence with time estimates for each step and 

highlight the three most critical items that should never be skipped.
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Use cases → Price negotiation, cost reduction, quote evaluation

Intermediate prompts

 Cost Breakdown Analysis

I've received a quote from a supplier with the following cost elements: [paste cost 

breakdown and SKUs]. As an experienced procurement analyst, help me analyze if these 

costs are reasonable for [industry/product]. Please provide

 An assessment of which components have room for negotiatio

 Specific questions to ask about concerning line item

 Identification of any missing cost elements that should be included in future quote

 A recommended approach to reduce the total cost by at least [X%]


Prioritize your recommendations based on potential impact.

Use cases → RFP development, supplier requirement definition, purchase standardization

 Specification Writer

As a procurement expert, help me draft clear technical specifications for purchasing 

[product] that will be used for [purpose]. The specifications should include

 Performance requirements and minimum acceptable standard

 Quality standards and testing methodologie

 Compliance needs and certification requirement

 Testing methods and acceptance criteri

 Delivery expectations and packaging requirements


Make the specifications detailed enough to ensure we get what we need but not so 

restrictive that we limit competition. Highlight the 3-5 most critical specifications that are 

non-negotiable.
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Use cases → Supplier rationalization, category management, procurement strategy 

development

 Sourcing Strategy Advisor

As an experienced sourcing specialist, I need to develop a sourcing strategy for [category] 

with annual spend of approximately [amount]. Current supplier base includes [# of 

suppliers]. Please provide

 A practical approach to rationalize this supplier bas

 Specific supplier evaluation criteria to use in assessmen

 Potential consolidation opportunities with expected benefit

 A simple implementation timeline with key milestone

 List of key stakeholders who should be involved in this process


Focus on actions we can take within the next quarter for quick wins.

Use cases → Software spend optimization, license management, renewal negotiations

 SaaS Vendor Management Analysis

I need to optimize our SaaS portfolio for the [department/company-wide] technology 

stack. Our current challenges include [duplicate tools/underutilized licenses/decentralized 

purchasing/difficult renewal tracking]. As an experienced procurement manager, please 

help me with

 A framework for evaluating critical vs. non-critical SaaS application

 Specific metrics to track for measuring software utilization and RO

 Strategies for consolidating redundant tools while minimizing business disruptio

 Tactics for approaching renewal negotiations with our top 3 SaaS vendor

 A template for tracking renewal dates, contract terms, and utilization metrics


The goal is to reduce our overall SaaS spend by [cost savings percentage goal] while 

improving visibility and governance.
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Use cases → Supplier selection, bid evaluation, procurement decision-making transparency

Advanced prompts

 RFP Evaluation Matrix Creator

Design a comprehensive supplier evaluation matrix for our [product/service] RFP. We 

value [list 3-4 key priorities] and our must-have requirements are [list requirements]. As 

an experienced sourcing specialist, please provide

 Weighted scoring criteria across technical, commercial, implementation, and 

relationship categorie

 Specific evaluation questions for each criterio

 A scoring guide that clearly differentiates between poor, adequate, good, and excellent 

response

 A simplified scoring template that can be shared with stakeholders to gain alignment


Keep the output practical and implementation-ready.

Use cases → Strategic sourcing, investment justification, supplier comparison beyond price

 Total Cost of Ownership Calculator Framework

Help me build a total cost of ownership (TCO) model for evaluating [product/service] 

options. As a procurement expert, please include

 All relevant cost components across the lifecycle (purchase, implementation, training, 

maintenance, upgrades, support, and end-of-life costs

 Methods to quantify hard-to-measure costs like productivity impacts and integration 

with existing system

 A structured calculation framework I can use with different supplier proposal

 Weighting recommendations for different cost factors based on typical impac

 The top 5 cost factors that typically have the biggest impact on TCO in this category


Structure this in a format that can be easily converted to a spreadsheet.
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Use cases → Procurement transformation, system implementation, process change 

adoption

 Change Management Plan

Our procurement team is implementing a new [e-procurement system/process change]. 

Develop a practical change management plan to ensure adoption across the organization. 

Please include

 A stakeholder analysis framework with influence/interest mappin

 Targeted messaging for different user groups (executives, frequent users, occasional 

users

 A comprehensive training approach with different learning method

 Specific resistance management tactics for common objections • Clear success 

metrics to track adoption and effectivenes

 A communication timeline from announcement through go-live and post-

implementatio

 Quick wins to build momentum and maintain engagement


Prioritize the most critical actions and keep recommendations concise and actionable.

Use cases → Technology modernization, procurement capability enhancement, digital 

strategy development

 Procurement Digital Transformation Roadmap

As a procurement technology consultant, help me develop a digital transformation 

roadmap for our procurement function. We're a [company size] business in [industry] with 

current systems including [list current systems]. Our pain points are [list challenges]. 

Create a phased transformation plan that

 Identifies technology gaps across our source-to-pay proces

 Recommends specific solutions with implementation complexity score

 Prioritizes initiatives based on ROI potential and organizational readines

 Outlines change management requirements for each phas

 Suggests key performance indicators to measure transformation succes

 Provides a realistic timeline with resource requirements and potential challenge

 Highlights common pitfalls to avoid in each phase


Focus on creating a practical roadmap we can implement (rather than a theory).
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