RESTRICTED - COMMERCIAL


TENDER DEBRIEFING RECORD (PHONE OR MEETING) FOR INTERNAL RECORD KEEPING AND AUDIT TRAIL

Note to Procurement Officer:

Information collated within this template must be used when issuing standstill letters to unsuccessful tenderers. In order to comply with Public Contract Regulations it is important that the reasons for rejection are clearly identified and communicated to unsuccessful tenderers. This letter should be issued for info/obtain User Group agreement prior to forwarding letter to unsuccessful tenderers.
If a further debrief is requested use this form to keep a record of the debrief;

NOTE TO Procurement Officer: 

Procedure for telephone debriefing – Procurement Officer to complete debriefing record and issue for info/obtain User Group agreement prior to conducting debrief 

Procedure for face to face debriefing – Procurement Officer (plus one or more User Group members if required) must attend and undertake the debriefing.  Procurement Officer to complete debriefing record and issue for info/obtain User Group agreement prior to conducting debrief

Text to be inserted/delete if not applicable
Delete box prior to printing

CONTRACT/ FRAMEWORK AGREEMENT  FOR:  MACROBUTTON noname [insert] 
REFERENCE:  MACROBUTTON noname [insert] 
Tender Debriefing Record for 
[name of tenderer]
Date of Meeting/Telephone Call:  MACROBUTTON noname [insert] 
Time of Meeting/Telephone Call:  MACROBUTTON noname [insert] 
Participants: Tenderer:  MACROBUTTON noname [insert] 



Procurement Officer /User Group: [insert]
	
	Item
	Procurement Officer /User Group
Member

	1
	Purpose of debrief - to provide information on the evaluation of the tender to assist the unsuccessful tenderer to improve their performance, offer a benefit to the time and effort expended in the tendering process, and offer constructive feedback.  The debriefing will cover the tenderer’s submission only, and is not a forum for debate as to the validity of their tender
	

	2
	Contents of debrief – procurement process followed, strengths and weaknesses of the tender, financial and legal aspects, opportunity for the tenderer to ask questions and provide feedback on the tendering process 
	

	3
	Outline of procurement process followed:
· Commodity Profile

· Commodity Strategy + procurement timetable
· composition of Tender Evaluation Board

· ITT

· CAN 

· evaluation criteria composition – based on MEAT and MACROBUTTON noname [insert]  Price Quality Ratio with breakdown as identified in the ITT.  Technical evaluation conducted using the pre advertised weightings/marking system
Financial evaluation [insert how evaluation was conducted e.g. comparison of day rates etc] 
· audited accounts analysis (financial stability and risk)

· technical & financial analysis of tenders undertaken 
· Other information obtained: [e.g. references, companies house checks, geographical capacity etc]
· clarification stage (technical, legal, financial, others as appropriate)
· PTN

· tenderer 1:1 meetings, demos, site visits etc [if held]

	           

	4.  OVERALL POSITION (of organisation being debriefed)
 MACROBUTTON noname [insert] tenders received.  Explanation of Ranking: 1 = highest and most competitive tender,  MACROBUTTON noname [insert] is lowest and most uncompetitive/non compliant tender.  

TECHNICAL RANKING:  MACROBUTTON noname [insert] out of  MACROBUTTON noname [insert] tenders received

FINANCIAL RANKING:  MACROBUTTON noname [insert] out of  MACROBUTTON noname [insert] tenders received 

COMBINED RANKING:  MACROBUTTON noname [insert] out of  MACROBUTTON noname [insert] tenders received


	Procurement Officer /User Group Member:


	5. Technical Evaluation - main areas failing to meet the minimum criteria or scoring lower in comparison to other tenderers.

	Procurement Officer  /User Group Member

	 MACROBUTTON noname [insert] 
	

	6. Technical Evaluation - main areas meeting or exceeding the minimum criteria. Areas with higher scores in comparison to other tenderers.

	Procurement Officer /User Group
Member

	 MACROBUTTON noname [insert] 

	

	PARTS 7 and 8 to be used if further clarification meeting is undertaken

	6. 7.  Tenderer Q & A + any Feedback from the debrief

	Procurement Officer /User Group
Member

	
	

	8 Procurement Officer /User Group comments following the debrief

	Procurement Officer  /User Group
Member

	
	


 MACROBUTTON  noname [name] 
 MACROBUTTON  noname [title] 
on behalf of the Tender Evaluation Board

for [Institution]. 

[Name]
User Group Member

On behalf of the Tender Evaluation Board
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