RESTRICTED - COMMERCIAL


PQQ DEBRIEFING TEMPLATE

NOTE: Procurement Officer may wish to seek sign-off from User Group members prior to conducting debriefs.
Procedure for telephone debriefing - Procurement Officer to complete debriefing record prior to conducting debrief.
Procedure for written debriefing – Procurement Officer to compose letter using the contents of this form and issue to unsuccessful PQQ applicant.
Procedure for face to face debriefing – Procurement Officer to complete debriefing record and undertake the debriefing. Procurement Officer may wish to involve User Group members or other staff.

Text in italics to be inserted/deleted if not applicable
Delete this box prior to issue

CONTRACT/FRAMEWORK AGREEMENT  FOR: [insert]
REF: [insert]  
Pre Qualification Questionnaire (PQQ) Debriefing Record for [name of applicant]
Date of Meeting/Telephone Call: [insert]
Time of Meeting/Telephone Call: [insert]
Participants: Applicant: [insert]



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

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

	2
	Evaluation - areas failing to meet the minimum criteria or scoring lower in comparison to other tenderers.

	Procurement Officer /User Group Member

	
	OVERALL POSITION

[XX] PQQs received.  RANKING: [insert] out of [XX] PQQs received

[+ insert PQQ number(s) and reasons criteria not met]   


	

	3
	Evaluation - main areas meeting or exceeding the minimum criteria. Areas with high scores in comparison to other tenderers.
	Procurement Officer/User Group
Member

	
	[+ insert PQQ number(s) and areas criteria were met]   


	

	4
	6. Applicant Q & A + any Feedback


	Procurement Officer /User Group
Member

	
	
	

	5.  Procurement Officer /USER GROUP comments following the debrief

	Procurement Officer /User Group
Member

	
	


[Name]
Procurement Officer
on behalf of the Tender Evaluation Board

for [Institution]
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