
Debriefing a supplier
A supplier debriefing session helps suppliers understand the evaluation process and explains the reasons why their offer was successful or unsuccessful.
It gives your agency an opportunity to help suppliers improve their competitiveness to win future work and receive feedback about the tender process.  
Your agency is expected to provide a debriefing if it is requested by a supplier as best practice procedure.

SUPPLIER DEBRIEFING PROCESS

What you can share
•	 The name of the successful supplier can be disclosed if it 

has been notified as awarded on QTenders or published as 
part of contract disclosure requirements via Open Data.​

•	 Let the supplier know whether they were competitive on 
different factors e.g. price.​

•	 Focus on the supplier; the strengths and/or opportunities 
to improve their tender.

•	 Don’t release details about other tenders, especially 
specific, sensitive details e.g. price, intellectual property.

STEP 1: PREPARE FOR THE DEBRIEF
•	 Government agencies are expected to provide debriefings 

when requested from suppliers as procedural best practice. 

•	 Set the meeting up with at least two agency representatives 
(the panel chair and another panel member if possible) 
and the supplier. If the procurement was high risk, a legal 
representative or probity advisor may be appropriate.

•	 ​Prepare a summary of the evaluation using the sourcing 
supplier feedback form available at forgov.qld.gov.au.

•	 ​Align your feedback to the evaluation criteria.

•	 Find out if there are any suitable training opportunities 
available to help the supplier build capability.

STEP 2: INTRODUCTION 
•	 All attendees to detail position in organisation and 

relevance to offer submitted.

•	 Acknowledge supplier efforts in submitting offer and 
advise that the session will be open and honest and 
will provide valuable feedback.

•	 Describe what will and will not be discussed during 
the debrief. Be clear that it is not to re-visit the 
evaluation process or a complaint channel.

STEP 3: PROVIDE CONTEXT 
•	 Outline the number of applications received 

and the performance of the offer, relative to 
the successful offerors bid.

•	 Outline the overall evaluation and scoring 
process.

STEP 4: DISCUSS STRENGTHS  
AND OPPORTUNITIES

•	 Provide feedback on the offer including strengths/ 
weaknesses of the bid. Focus on the supplier’s 
tender, not the other tenders. 

•	 Discuss any non-compliance by using the 
evaluation criteria as the basis for the feedback.

STEP 5: AREAS FOR IMPROVEMENT
•	 Answer any additional questions that the 

supplier may have that have not already been 
covered.

•	 Summarise key areas for improvement to help 
the supplier with future tenders.

•	 Ask the supplier to provide feedback on the 
tender process.
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Attend ‘Tendering for 
government’ tender writing 

workshops

Develop a business 
‘Capability Statement’

(workshop)

Register your interest in the 
‘Mentoring for Growth’ 

program

Consider whole-of-sector programs 
through Queensland University of 
Technology and the University of 

Queensland (fee for service)

Access ‘Procurement 
Leadership Council’ Gartner 

member resources

Complete ‘Procurement 
Certi�cation Program’ Level 

1–4 training

Enhanced o�cer capability to 
improve quality of tender 

documents and debrie�ng 
con�dence

Enhanced supplier 
capability to 

submit tenders
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For suppliers

For Government buyers

TIPS FOR A SUCCESSFUL DEBRIEFING

Face-to-face 
meetings (in 
person or online) 
where possible

Don’t argue 
— avoid being 
defensive

Stick to 
the facts

Avoid  
using ‘you’ 
and ‘your’

Document and 
keep accurate 
records of 
debrief

TRAINING OPPORTUNITIES
As part of your debrief, consider how you can make this a positive learning experience by providing advice on any training available to support the supplier to build capability. 
As part of continuous improvement, think about areas in which you would like to improve or upskill.

Register for a workshop at:  
statedevelopment.qld.gov.au/news- 
and-events/events-and-workshops.html

Link with a business mentor at:  
business.qld.gov.au/running-business/
growing-business/business-mentoring/
mentoring-growth

Learn more about Skills2Procure at: 
forgov.qld.gov.au/training-overview
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