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Protocol 8: Bid Debriefing

1. PURPOSE AND INTERPRETATION

The purpose of this Protocol is to provide direction for conducting Bid Debriefings to ensure a consistent
and fair approach is used for Suppliers requesting a Debriefing session before or after the conclusion of a
procurement process.

This Protocol should be read in conjunction with the Region’s Procurement Bylaw 2021-103 or its
successor, Appendix A — Competitive Bid Lifecycle Framework, Appendix B — Bid Debriefing and Dispute
Process Quick Reference Guide, the 5Ps — 15 Steps Competitive Bid Lifecycle Framework User Guide, and
the Procurement Review Committee (PRC) Protocol.

2. DEFINED TERMS

Capitalized terms used in this Protocol are defined in the Glossary and Commonly Used Procurement Terms
document.

3. APPLICATION

This Protocol is applicable when a debriefing is requested by a Bidder and applies to all procurements,
where the Region has conducted an open competition facilitated through the Procurement Office, as well
other procurements, at the Region’s discretion.

4. OBJECTIVES

The objective of a Debriefing Meeting is to explain to unsuccessful Suppliers why their Bid/Proposal was not
accepted, or was not the successful Bid, allowing them the opportunity to improve their future submissions.

A debriefing demonstrates the fairness, openness, and transparency of the Region’s procurement process
and feedback from debriefings can also be used by the Region to improve future solicitations.

5. ALIGNMENT TO 5PS PROCUREMENT FRAMEWORK (INTERNAL USE ONLY)

Bid debriefings can occur at Step 13 of the Competitive Bid Lifecycle Framework, as identified in Appendix A
— Competitive Bid Lifecycle Framework and in the 5Ps — 15 Steps Competitive Bid Lifecycle Framework User
Guide, following posting of the Bid Outcome Notice on the Region’s bidding platform, in alignment with the
5Ps-15 Steps Competitive Bid Lifecycle Framework.

6. ATTENDEES AT DEBRIEFING

Attendees at the debriefing includes:
a. Purchasing Representative facilitating the solicitation

b. Project Lead and their manager and/or director as required


http://mynetwork.york.ca/edocs.asp?id=13106403
https://ykregion.sharepoint.com/teams/PROCALLSTAFF/Supporting%20Clients%20in%20Procurement%20Journey/Forms/AllItems.aspx?id=%2Fteams%2FPROCALLSTAFF%2FSupporting%20Clients%20in%20Procurement%20Journey%2F5Ps%20%2D%2015%20Steps%20Framework%2F5Ps%20%2D%2015%20Steps%20User%20Guide%20%28SPA%20Facing%29%2EPDF&parent=%2Fteams%2FPROCALLSTAFF%2FSupporting%20Clients%20in%20Procurement%20Journey%2F5Ps%20%2D%2015%20Steps%20Framework

c. For more complex debriefings, subject matter experts and/or members of the Procurement Review
Committee may be called upon to attend the debriefing

/. INITIATING AND CONDUCTING A DEBRIEFING

The process outlined below should be followed for all Bid Debriefings:

7.1 Request for Debriefing

a. Toinitiate a Debriefing, the Bidder must submit a request electronically to the Purchasing
Representative identified in the Call for Bids by no later than ten (10) Days after the Bid Outcome
Notice is posted on the Region’s bidding platform. Debriefing requests received more than ten (10)
Days after the posting of the Bid Outcome Notice will not be accepted.

b. If arequest for a Debriefing is received before the Bid Outcome Notice has been posted, the
Supplier will be advised that the procurement process has not yet been finalized and instructed to
resubmit their request within ten (10) Days following the posting of the Bid Outcome Notice.

7.2 Acknowledgment of Debriefing Request

c. The Procurement Office must electronically acknowledge receipt of a request for a Debriefing
within two (2) Business Days of receiving the request, or as soon as otherwise possible, including
date and time options for the Debriefing meeting.

d. Debriefings should be scheduled on a date and time which has been agreed upon with the Supplier,
and a list of all attendees should be provided to the Supplier in advance of the Debriefing.

7.3 Pre-Debriefing Review

a. The Procurement Office will convene a pre-debriefing review meeting with one member of the
evaluation committee or the Project Lead (as applicable), and a management representative from
the Procuring Department.

b. The pre-debriefing review should be conducted within twenty (20) Days from the date of receipt of
the Debriefing request. The purpose of the pre-debrief review is to:
(i) review the Bid
(ii)  review evaluation results
(iii)  review comments noted during the evaluation
(iv)  review strengths and weaknesses of the Bid
(v)  discuss and agree on suggestions for improvement to be conveyed to the Supplier
(vi)  determine staff roles and responsibilities, such as who will present/respond to questions

(vii) complete the Bid Debriefing Summary Form




7.4 Debriefing

a.

The Debriefing meeting should be conducted within ten (10) Days of the pre-debriefing review.

All Debriefings will be conducted by teleconference.

The following materials should be readily available at the Debriefing:

(i)

(ii)
(iif)
(iv)

evaluation scoring sheets for the Supplier
copy of the procurement file
copy of the Supplier’s Bid/Proposal

copy of any questions submitted beforehand by the Supplier

The following is a suggested structure for conducting a Debriefing:

(i)

(ii)
(i)

(iv)

make the Supplier aware of the purpose of the Debriefing; and explain that it is not an
opportunity to renegotiate the terms of either their Bid or the Region’s procurement
document, nor an opportunity to present their Bid or to criticize the Bids of the other Suppliers

briefly explain the competitive bidding process that took place

using the evaluation spreadsheet, present the Supplier with their score(s) arrived at during the
evaluation process

present the Supplier with an explanation of why their Bid was not selected, and the relative
advantages of the successful Bid

The following key items may be discussed with the Bidder:

(i)

(ii)
(iif)
(iv)

(v)
(vi)

(vii)
(viii)

(ix)

general overview of the evaluation process
the name, address, and total price of the successful Bidder
specific evaluation information related to the criteria used to evaluate the Bids

the Bidder’s evaluation score and the strengths and weaknesses of their Bid in relation to the
evaluation criteria and the relative advantages of the successful Bidder’s Bid

the Bidder’s evaluation ranking (e.g. 3rd out of 5)

suggestions on how the Bidder could improve a future response to a procurement
opportunity issued by the Region

specific questions and issues raised by the Bidder in relation to the above topics
feedback from the Bidder on the Region’s procurement processes and practices

any information that was shared publicly as part of the procurement process



f. The following items may not be discussed with the Bidder:
(i) information that may prejudice fair competition among Suppliers

(ii)  confidential or propriety information that may prejudice the commercial interests of third
parties, including the protection of intellectual property

(iii)  personal information about an identifiable individual
g. Using the Bid Debriefing Summary Form, review the strengths and weaknesses of the Bid, provide a

rationale outlining why the Bidder received their given score, and provide constructive feedback on
how to improve their Bids for future opportunities.

h. Invite questions that are directly related to the evaluation process or the Bidder’s Bid.

i. Thank the Bidder for their Bid and their time and encourage them to submit Bids on future
opportunities.

j-  Challenges to the procurement process should not be debated during the Debriefing. If a Bidder is
dissatisfied with the outcome of the procurement process, the Procurement Office should inform
them that the next step is to formally challenge the procurement, in accordance with the steps
outlined in the Region’s Bid Dispute Protocol.

8. POST-DEBRIEFING

Within five (5) Business Days from the date of the Debriefing, a member of the Procurement Office will
complete the Post-Debriefing Summary Form, save it in the Region’s document management system,
and distribute to the Attendees of the Debriefing.




COMPETITIVE
BID LIFECYCLE
FRAMEWORK

5Ps Frumework:

Plan = Departmental Planning, Forecasting and Intake
Process (ePROCURE)
=== Prepare = Bid Development Process

= Procure = Bid Release (Bids & Tenders)

=== Pay = Purchose Order/Purchose Order Exemption/PCard

wes Perform = Purchase Order Monogement and Confract
and Supplier Performance Monogement

Confidentiol Blackout Phase

A2P = Approval to Procure for BFTs at Step 5

COR= (erfificate of Recognition

CRET = Cyber Risk Exposure Toal

CRIT = Cyber Risk Information Tool

Confidential (Blackout Phase = Ho communicofion with
suppliers by Departments, only thraugh Procurement Office
Corporate Reviewers = Lenal, Risk, [AM, Privacy, IT Security,
Corparate Communications (os applicable)

RFP = Request for Proposal

RFT = Request far Tender

RFQ = Request for Quatation

Key Dates:

BDS = Bid Document Submission

PI0= Procurement In Dffice

RTM = Release to Market

BC = Bid Completion

Appendix A — Competitive Bid Lifecycle Framework
5Ps - 15 Steps Competitive Procurement Journey Map
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BID DEBRIEFING AND DISPUTE PROCESS

Appendix B — Bid Debriefing and Dispute Process Quick Reference Guide

QUICK REFERENCE GUIDE

11V

2 EH

REQUEST FOR ACKNOWLEDGE
DEBRIEFING REQUEST
Bidder submits Procurement
request for Office
Debriefing to acknowledges
Purchasing receipt of
Representative request within 2
listed in Call for Bids Business Days
no later than 10 from receiving
Days after Bid [EqUeS!
Outcome Notice is
posted to Region’'s
bidding platform

Within 2
Within 10 Days Business Days
from Bid from Request

Outcome Notice

3

PRE-DEBRIEFING
REVIEW

Procurement Office
convenes pre- debriefing
review meeting to
conduct an internal
review of the Bid
evaluation results and
complete a Bid
Debriefing Summary
form in accordance with
the Bid Debriefing
Protocol

Project Lead and/or one
member of the
Evaluation Committee
attends the meeting

4 Vi

5 o

‘ Review within 20 Days from request

DEBRIEFING POST-DEBRIEFING
Attendees at Procurement Office
Debriefing provide completes the Post-
feedback to the Debriefing
Bidder regarding Summary Formand
their Bid files it in the

designated eDOCS
folder and
distributes to
attendees of
debriefing
Within 10 Days Within 5
from pre- Business Days
debrleflng from Debriefing
review

Within 40 Days from Bid Outcome Notice

)

ROLES:

DEBRIEFING PROCESS

Bidder/Participating Supplier

Prospective Supplier

Procurement Office D

WHAT IS A DEBRIEFING?
An opportunity for the Region to provide feedback to a Bidder regarding their unsuccessful Bid

WHAT IS A BID DISPUTE?

A complaint made by a Supplier regarding a procurement that the Supplier believes was not conducted in
accordance with the procurement rules established in an applicable trade agreement
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NOTICE OF BID ACKNOWLEDGE INITIALDISPUTE DISPUTE DETERMINATION
DISPUTE REQUEST REVIEW REVIEW
Participating Supplier submits Director of PRC reviews the PRC meeting Legal
Notice of Dispute to the Procurement complaint to held to prepares
Director of the Procurement makes every effort determine if determine if the written
Office within 10 Days from the to acknowledge further action is procurement determination
date of Debriefing the Notice of required and will has breached a
Dispute within 2 administer the requirement in a P t
ive Suppli bmit Business Days of process in relevant trade Orf?_curemeg
m’vg UPZ':; tslt:em B receipt accordance with agreement and, Wl'illl(:‘l SEICE
isput e : "

Director of the Procurement the Bid Dispute i appllqable, determination
% . Protocol determine what .
Office anytime between —_— TS 0 (@ to complainant
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If the Dispute is
dismissed, the
Director of the
Procurement
No later than 10 Days " ; .
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from Bid Outcome Notice Pheleompiainantion
the reason(s) for
the dismissal
OR
Within 2 Business
Days from Notice,
No later thaq 10 Days or best effort
from Debriefing
‘ Within 90 Days

Within 90 Days from Notice of Dispute
(135 Days in extenuating circumstances)

Department

Attendees at Debriefing

DISPUTE PROCESS

Legal Services

)

1%

POST-DISPUTE

Director of the
Procurement Office
completes the Post-
Dispute Summary
Eom within 5 Days
of determination,
distributes it to PRC
attendees and files it
in the designated
eDOCS folder

Within 5 Business
Days from
determination

Procurement Review Committee



APPROVALS

This Protocol has been approved by the Director, Procurement Office, and where applicable, by Legal Services.
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