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Supplier debriefing template


Supplier debriefing template
Using this template
· Use this template to guide a verbal or written supplier debrief.
· Use of this template is optional – Check if your agency has its own template first. If not, use and adapt this one as needed.
· [bookmark: Text19]Replace [grey highlighted variable text] with your own information.
· Please delete this page and remove any user notes and text in blue text boxes before use.
Supporting resources for buyers
· Guidance for conducting supplier debriefings is available online via https://www.forgov.qld.gov.au/finance-and-procurement/procurement/procurement-resources/debriefing-a-supplier.



Debrief Meeting Details
	Items
	Detail

	Procurement reference number
	[bookmark: Text2][Insert reference number]

	Procurement activity name
	[bookmark: Text1][Insert activity name]

	Supplier name
	[bookmark: Text4][Insert supplier name]

	Time and date
	Click or tap to enter a date.
	Location
	[bookmark: Text5][Insert location or "Online"]

	Attendees (Agency)
	[bookmark: Text6][Insert name and position title of agency officer(s)]
[Insert name and position title of agency officer(s)]
[Insert name and position title of agency officer(s)]

Note: It is recommended that at least two agency representatives who have been involved in the evaluation attend (e.g. the panel chair and another member). If the process is high risk, it is recommended a legal, technical and/or probity advisor attends

	Attendees (Supplier)
	Supplier representative(s)
[bookmark: Text7][name - email address - position]
[name - email address - position]
[name - email address - position]

	Apologies
	[name - email address - position]


Debrief Agenda/Minutes
Welcome and introductions
🔒 Internal Guidance – Delete this box
· Introduce all participants and note apologies
· Deliver an Acknowledgement of Country if appropriate

Phrasing options:  
· Good [morning/afternoon], thank you for joining us today. My name is [name], and I’m joined by [colleague/s]
· We appreciate the time and effort you put into your offer
· Today’s session is about providing feedback that may help with future opportunities







[bookmark: Text9][Record minutes of discussion here]
Purpose of the debrief and meeting protocol
 🔒 Internal Guidance – Delete this box.
· Clarify the aim of the debrief and what it will cover
· Reinforce what will not be discussed (e.g., comparisons to other offers)
· Remind participants of the ground rules
· Attendees to confirm their understanding

Phrasing options:  
· Today’s session will focus on your offer and the evaluation feedback. It aims to help you understand the procurement process and any strengths and areas for improvement for your offer
· We will not be discussing other suppliers’ offers, but I am happy to clarify anything about your offer
· Please feel free to ask questions at any stage during the discussion
· We will be taking notes during this session for our records and this will also inform improvements to future procurement processes







Delete text box and enter minutes here

Overview of the procurement process
🔒 Internal Guidance – Delete this box
· Provide a factual overview of the procurement process – consider:
· evaluation approach (you are not obligated to share weightings)
· key timeframes
· number of offers received
· which supplier was successful, if any, based on a consideration of contract disclosure requirements.
· Keep explanation brief and neutral

Phrasing options:  
· The evaluation considered key factors such as [insert details]
· We received [number] offers for this procurement, and each was assessed independently by a panel against the evaluation criteria
· Offers were reviewed on its own merits against the evaluation criteria
· [name of supplier] was the successful supplier









[Record minutes of discussion here]
Feedback on offer (strengths and areas of improvement)
🔒 Internal Guidance – Delete this box
· Share constructive feedback based on the evaluation report
· Highlight key strengths
· Identify any gaps, weaknesses, or requirements not met
· Provide practical suggestions that may support the supplier’s participation in future opportunities – consider whether the supplier:
· provided all information requested in the invitation document?
· addressed all the evaluation criteria (i.e. mandatory and desirable) in full?
· provided all attachments to substantiate claims made against the criteria/invitation requirements?
· presented an offer which was clear, relevant, structured and professional?
· could have provided any other information to support its offer?
· Focus only on the supplier’s offer, do not compare to other suppliers

Phrasing options:  
· The strength(s) of your offer noted by the panel [was/were]… [refer evaluation criterion]
· An area(s) that could be strengthened in the future is… [refer evaluation criterion]
· We encourage you to provide more detail in [specific area, e.g., methodology, pricing assumptions, more supporting information]











[Record minutes of discussion here]
Questions and feedback
🔒 Internal Guidance – Delete this box
· Invite supplier questions
· Ask for their feedback on the procurement process
· What aspects of the procurement process worked well, and what could be improved?
· Did you experience any barriers in preparing or submitting your offer?
· Was any part of the documentation or communication unclear?
· How did you determine whether to submit an offer?
· Do you have suggestions for improving future tenders or engagement?

Phrasing options:  
· Do you have any questions about the feedback we’ve shared today?
· Were there any aspects of the process that worked well for you?
· Were there any barriers you faced in preparing or submitting your offer?









[Record minutes of discussion here]
 Closing 
🔒 Internal Guidance – Delete this box
Summarise, offer to share supplier development resources, and thank attendees.

Phrasing options:  
· To recap, the key strengths we observed were [summarise] and areas to consider for improvement were [summarise].
· We encourage you to consider [specific suggestion] for future procurement processes.
· We will share links to resources such as QTenders and Business Queensland that may assist.
· Thank you for your participation today, we look forward to seeing you in future opportunities.

Ensure all minutes of the debrief are documented, action items and responsibilities are assigned and followed up, and all documentation is saved in your agency’s recordkeeping system under the procurement reference number. If a probity issue is raised, consider taking this on notice and escalate to the appropriate agency delegate for review and/or seeking probity advice as required. Accurate records are essential for probity, accountability and future reference.






Record minutes of discussion here

Debrief preparation 
🔒 Internal Use Only
Feedback table
This table is an optional tool for supplier debriefs. It is not mandatory, and you may read directly from the evaluation report. If used, complete for each relevant criterion, keeping comments factual and based on evaluation notes. Review the final evaluation report and confirm all feedback is accurate, objective, and supported by evidence before the session.
	Criteria
	 Met (Y/N/Partial)
	Strengths
	Areas for improvement

	Mandatory Criteria
	[insert Y/N/Partial]
	[bookmark: Text18][insert detail]
	[insert detail]

	Desirable Criteria
	[insert Y/N/Partial]
	[insert detail]
	[insert detail]

	Compliance
	[insert Y/N/Partial]
	[insert detail]
	[insert detail]

	Presentation
	[insert Y/N/Partial]
	[insert detail]
	[insert detail]

	Other
	[insert Y/N/Partial]
	[insert detail]
	[insert detail]



Supplier capability development resources
· QTenders Frequently Asked Questions 
· Business Queensland resources (tips, mentoring, newsletters)
· Resources including workshops or webinars to help suppliers improve their tenders
· Where an Aboriginal and Torres Strait Islander supplier has been unsuccessful, following a debrief from the agency, suppliers may, where relevant, be referred to the Department of Women, Aboriginal and Torres Strait Islander Partnerships and Multiculturalism for linking programs to improve their capability statement and future offers. Suppliers can email enterprise@dsdsatsip.qld.gov.au or buyers can refer them to a DWATSIPM regional office 
· If this procurement is part of a common-use supply arrangement, explain the term and recommend suppliers stay registered on the Supplier Portal for future opportunities

Handling Difficult Conversations
	✅ Do
	 ❌ Do not

	Remain calm and professional, maintaining a neutral tone throughout
	Argue, become defensive, or assign blame

	Acknowledge the supplier’s feelings 
(e.g. “I understand this is disappointing”)

	Share confidential, comparative, or evaluative information about other suppliers


	Keep the discussion focused on the process and factual feedback (e.g. “Let’s return to the feedback on your offer”)
	Continue the meeting if the supplier becomes abusive. Consider pausing or ending the session


	Pause if the discussion becomes heated

	

	Bring in a senior officer, probity, or legal adviser if required

	

	Use a calm statement to calm or redirect 
(e.g. “I understand this is frustrating, and I want to ensure you leave with clear feedback you can use in future processes.)

	



Handling Difficult Conversations – Sample Scripts
	Scenario
	 Example Script

	Supplier is upset or raises their voice
	“I understand this outcome is disappointing. My intention today is to provide constructive feedback and answer any questions about your own offer.”

	Supplier asks about other offers
	“I understand your interest, but I cannot share information about other offers, pricing, or scores. I can only provide feedback on your own offer.”

	Supplier insists on debating the outcome or becomes confrontational
	“I want to ensure we keep this conversation respectful and productive. If you’d like to raise a formal concern, I can explain that process. For now, I’d like to focus on feedback that can help you in the future.”

	Situation escalates or feels unsafe
	“It may be best to pause here and reconvene with a senior colleague or probity adviser present”

	Supplier claims bias or unfair treatment
	“I can confirm that all offers were assessed independently against the same criteria by the evaluation panel.”



[bookmark: _Introduction]














Supplier debriefing template
	Version
	Date
	Comments

	v1.0
	March 2021
	Template published

	v2.0
	September 2025
	Template updated to: 
· reflect the Queensland Government’s procurement approach
· include additional content to assist with delivering debriefs.



[image: ]The State of Queensland (Department of Housing and Public Works) 2025
http://creativecommons.org/licenses/by/4.0/deed.en
This work is licensed under a Creative Commons Attribution 4.0 Australia Licence. You are free to copy, communicate and adapt this work, as long as you attribute by citing ‘Supplier debriefing template, State of Queensland (Department of Housing and Public Works) 2025’.
References
In developing the original template, the following documents were used as a reference:
· Checklist – Supplier Debrief by the New Zealand Government (2010). 
· Supplier feedback over the procurement process – goods and services procurement guide by the Victorian Government (2019).
· Guide to selling – If you don’t win a contract by the Australian Government (undated).
Contact us
Queensland Government Procurement, Department of Housing and Public Works is committed to continuous improvement. If you have any suggestions about how we can improve this template, or if you have any questions, contact us at betterprocurement@epw.qld.gov.au.
Disclaimer
This document is intended as a guide only for the internal use and benefit of government agencies. It may not be relied on by any other party. It should be read in conjunction with the Queensland Procurement Policy, your agency’s procurement policies and procedures, and any other relevant documents. The Department of Housing and Public Works disclaims all liability that may arise from the use of this document. This document should not be used as a substitute for obtaining appropriate probity and legal advice as may be required. In preparing this document, reasonable efforts have been made to use accurate and current information. It should be noted that information may have changed since the publication of this document. Where errors or inaccuracies are brought to attention of the Department of Housing and Public Works, a reasonable effort will be made to correct them.
Administration
Version 2.0 of this document replaces all previous versions of this document and takes effect immediately.
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