DEBRIEF  GUIDE: SUPPLIERS

INTRODUCTION

It is a useful exercise to contact Contract Managers to request a debrief.  This will assist you to find out where you can improve for the future.

Remember though that you may meet resistance. You need to be careful how you approach this.  Remember also that it some organisation’s policy not to debrief.

HOW TO ASK

1.
After the RFP/tender decision (or request for a proposal generally) has been made, contact the buyer and request a meeting for the following week.


This is less pushy than asking for an immediate time which can come across as being demanding.

2. Request 30 minutes of their time.  People are often prepared to give 30 minutes of their time – any longer is a hassle.  

Prepare what you want to ask prior to the phone call – as they may ask you what you want to know.  Don’t give all your points over the phone – otherwise there will be no need for a face to face.  


3.
State that you are interested in obtaining feedback so you can improve.

Get across that you are not wanting to pursue the decision but know what is required at another time.


4.
Keep to the 30 minutes.


This is a good policy to keep.  This will assist you later if you want to request another meeting.

QUESTIONS TO ASK

1. What part of the proposal needs to improve.  Is it presentation or information provided.

2. Was the pricing schedule within the boundaries of proposed budget.  How does it reflect on other proposals.

3. Was the proposal easy to understand.  Could you comment on the technical portion.

4. What further information would have been useful.  Can I provide for information purposes.

5. As a guide how did the proposal match against others.

6. Is there an opportunity later to respond to other proposals.

Note: You want the meeting to be positive and end on a good note.  Why?  Because of future opportunities.

REMINDERS

1. Keep attitude professional.  Do not bring emotion to the meeting i.e. why did you not award to our company.

2. Be polite

3. Ask reasonable questions. i.e.

(a) what would be helpful for next time>

(b) are there any upcoming opportunities.

(c) Are there issues like format, presentation that I need to pay attention to.

(d) Are the issues more technical and what are they.

4. Learn from debrief

5. Put into action next time.

DEBRIEF CHECKLIST

1. Make a time of 30 minutes.

2. Be positive

3. Listen to what is said.

4. Do not try to change Contract Manager’s mind

5. Keep in mind future opportunities.

6. Did you keep to 30 minutes?

7. Did you find out what you needed to know?

8. Do you need to change anything?

9. Implement changes.

