6. Buyer due diligence 
6.1  Review the Data Room
6.2  Invite Buy-side Users to Project
6.3  Update Access Management for Buy-side Users
6.5  How to Download Files and Folders from the Data Room


	Persona
Jane Doe — Administrator overseeing all business sales for the business broker
	Invites
Hartwell Industrial Group buy-side team
	Assigned Project Role
Various buy-side roles



With the data room populated and all key RFIs completed by the sell-side team, the broker Jane must now prepare the data room for buyer access. This is a critical gatekeeping step — buyers should never be given access to the raw, uncontrolled data room. Access must be staged and deliberate.

6.1  Review the Data Room
Before anyone from the buy-side is added, Jane conducts a final review of the data room to ensure it is complete, organised, and appropriate for disclosure.
1. Review all folders and confirm documents are in the correct locations.
1. Check that no sensitive internal working documents (e.g. broker fee letters, internal valuations) are inadvertently included.
1. Confirm all uploaded documents are final, signed versions — not drafts.
1. Check the RFI completion status — outstanding RFIs should either be resolved or flagged as known gaps with an explanation to the buyer.

6.2  Invite Buy-side Users to Project
1. Ask the buy-side representative to complete the required checklist so you have the required information.
1. Download the checklist: Click here
1. After receiving the completed checklist from the buy-side representative, add the buy-side users to the Organisation and then to the Project, assigning them an appropriate Organisational Role and Project Role.

	💡  Tip — Organisation Role and Project Role
Buy-side users should generally be added to the Organisation and assigned Organisation Role: Client and Project Role: Client – Buy-side, in which case the user has no access to any of the data room unless given permission using Access Management (see Step 6.3 below).



	💡  Supplementary User Guide
To add buy-side users to your organisation, refer to the supplementary user guides on "How to Invite Users to Your Organisation and Assign them an Organisation Role" and "How to Invite Users to Your Project and Assign them a Project Role".



6.3  Update Access Management for Buy-side Users
Default access for buy-side users added as a Client – Buy-side is they cannot access any files or folders. Provide access to buy-side users using Access Management by following these steps:
1. After adding the Client – Buy-side, click Go to Data Room where you will give the buy-side user access to view folders and files.
1. To give access to folders (and nested folders within), in the Data Room, click the Manage Access button next to the folder you want to give access to.
1. On the pop-up screen, click Add People. Select 1 or more users that you want to give access to.
1. Repeat this process for each folder you want to give the buyer access to.
1. To give access to a particular document(s) within a folder, navigate to the document(s) and click Manage Access and follow the same steps.

	💡  Supplementary User Guide
Another way to give access to the Client – Buy-side is to "assign" documents to them. Refer to the supplementary user guide on how to assign documents to project users.



	💡  Tip — Staged Disclosure Is Standard Practice
You do not need to give buyers access to everything on day one. A common approach is to open commercial and operational folders first, withholding sensitive items like customer pricing, key employee details, and IP until later in the process.
Due allows you to control access at the folder and document level — use this to manage what each buyer can see at each stage. Document your disclosure decisions in your file notes in case of any post-sale disputes about what was made available and when.



6.4  Customise Access Levels for Project Role
The default Access Level for all buy-side users is View with permission to view assigned or shared documents.
1. To upgrade the buy-side users to have additional permissions such as download access, go to project Settings and click Access Levels and then toggle on Buy-side.
1. Upgrade permissions for a specific buy-side role by clicking on View, Edit or Full Access (as the case may be). Then click Save Changes. This will change the default Access Level for all users in that category. E.g. if you change a Client – Buy-side to Edit, then all Client – Buy-side users will have the Edit permissions.

6.5  How to Download Files and Folders from the Data Room
A buyer conducting due diligence may want to download documents or folders of documents from the data room so they can share documents with relevant specialist document reviewers.
1. All buy-side users do not have permission to download by default (as all buy-side project roles have View only access to the Project).
1. If the buy-side requests download access, you will need to edit the buyer's Access Levels for Project Role in the Project Settings.
1. Navigate to More > Settings > Access Levels > Buy-side and upgrade the relevant buy-side Project Role to Edit or Full Access to allow download access.




Managing Buyer Q&A

	Persona
Rachel Yuen (Manager — Buy-Side)
	Assigns RFIs to
David Thornton (Manager – Sell-side) or Jane Doe (Project Owner / business broker)



With data room access granted, Hartwell's team begins their due diligence review. As questions arise, Rachel — as Manager — Buy-Side — raises them through the platform's RFI module. This keeps all buyer questions and seller responses formally documented within the project.

	💡  Tip — Why RFIs Beat Email for Q&A
Every question and answer is timestamped and stored within the project — creating a formal disclosure record. The broker can see all questions across all buyers, which helps manage a competitive sale process and ensures consistent responses.
If the same question is raised by multiple buyers, the broker can issue a single response to all parties simultaneously. The Q&A log is a valuable document for the seller's file and can be provided to the buyer's lawyers at settlement as evidence of disclosure.



7.1  Rachel (Manager – Buy-side) Creates a RFI
After reviewing Apex's financial statements, Rachel has a question about a significant revenue decline in FY2022. Rather than emailing the Seller, David, she raises a formal RFI through the platform.
1. Rachel navigates to the RFI section of Project Alpha.
1. She clicks Create RFI and selects the category and sub-category (optional): Financial.
1. She enters the question, for example: "Revenue in FY2022 appears to have declined approximately 18% compared to FY2021. Please explain the primary drivers of this decline and confirm whether the underlying conditions have been resolved."
1. She links the RFI to the Related document in the Data Room (the FY2022 financial statements).
1. The Project Owner (Jane Doe) will receive an email notification that a RFI has been created.
1. Jane Doe assigns the RFI to David (or a responsible sell-side team member). David or another assignee is notified immediately.

	💡  Tip — How to bulk import RFIs instead of creating individual RFIs
If Rachel is managing the RFIs from the buy-side team, she can add them to a template before bulk importing them to the project. Download the template RFI list (in .xlsx format) from the link provided in the platform.



7.2  David Reviews and Routes the RFI
David receives the notification and reviews Rachel's RFI. As the Manager, he acts as a filter — he can respond directly if the answer is straightforward, or route it to another sell-side team member to provide a response before being approved by David and/or the sell-side broker.
1. David reviews the RFI and determines it requires a response from Priya (the seller's accountant).
1. He assigns the RFI to Priya with a comment: "Please provide a written explanation of the FY2022 revenue decline with reference to the management accounts."
1. Priya receives a notification that the RFI has been assigned to her.
1. Priya responds and re-assigns back to David and/or Jane Doe for approval before assigning it back to the buy-side (Rachel).

	📋  Broker Review of Responses — Best Practice
The broker should always review sell-side responses before they are released to buyers. Check that the response is accurate, complete, and does not inadvertently disclose information beyond what has been released in the data room.
If a response requires a new document to be uploaded, ensure it is added to the correct data room folder and that buy-side access is configured correctly before the RFI response is approved.
Keep response language professional and factual — the RFI record may be reviewed by lawyers at a later stage.



