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Bid Debriefing Protocol < 4

1. PURPOSE

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 (“the Bylaw”), as
amended from time to time, 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 Protocol.

2. DEFINED TERMS

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

3. APPLICATION

This Protocolis 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.

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

a. 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.

b. 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.
b. All Debriefings will be conducted by teleconference.
The following materials should be readily available at the Debriefing (for internal reference purposes
only):
i evaluation scoring sheets for the Supplier
ii. copy of the procurement file
iii. copy of the Supplier’s Bid/Proposal
iv. copy of any questions submitted beforehand by the Supplier
V. copy of Bid Debriefing Summary Form

d. The followingis a suggested structure for conducting a Debriefing:
i 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.
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ii. Briefly explain the competitive bidding process that took place

iii. Walk the Supplier through the evaluation stages and indicate whether they passed or failed each
stage (e.g. mandatory submission requirements — passed, mandatory technical requirements -
passed, rated criteria — passed). Present the supplier with their overall ranking in the
procurement process (e.g. second highest overall score). Do not provide specific scores for
criterions or stages.

iv. Review the strengths and weaknesses of the Bid, using the Bid Debriefing Summary Form, in
relation to the evaluation criteria. Provide constructive feedback on how to improve their Bids for
future opportunities.

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

e. The following key items may be discussed with the Bidder:
i. General overview of the evaluation process
ii. Name, address, and total price of the successful Bidder
iii. Specific evaluation information related to the criteria used to evaluate the Bids
iv. Strengths and weaknesses of their Bid in relation to the evaluation criteria and the relative
advantages of the successful Bidder’s Bid
V. Bidder’s evaluation ranking (e.g. 3rd out of 5)

vi. Suggestions on how the Bidder could improve a future response to a Regional procurement
opportunity
vii. Specific questions and issues raised by the Bidder in relation to the above topics

viii. Feedback from the Bidder on the Region’s procurement processes and practices
ix. 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. Invite questions that are directly related to the evaluation process or the Bidder’s Bid.

h. Thankthe Bidder for their Bid and encourage them to submit Bids on future opportunities.

i. 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, per the 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.
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Procurement Process 5Ps:

Plan = Departmental Planning, Forecasting and Intake Process
(ePROCURE)
w— Prepore = Iih Development Pracess (ePROCURE)

e Procure = Bid Relense (Bids&Tenders)
s Py = Purchose Order/Purchase Order Exemption/PCard

Perform = Purchase Order Monogement ond Controct ond
Supplier Performance Manogement

Confidential Phose

LEGEND:

AZP = Appraval to Procre for RFTs of Step §
C0R= Ceriificate of Recognition

CRET = Cyber Risk Expasure Toal

CRIT = Cyber Risk Information Taol

Confidentiol Phase = No ian with vendors (suppliers
by Dept. All must be i thraugh
Procurement Office.

Corparate Reviewers = Legal, Risk, Clerk’s Office, IT Security,
Corporate Communications (as applicoble)

RFP = Request for Propasal

RFT = Request for Tender

RKFQ = Request for Quofation

4 KEY PROCUREMENT DATES:
BDS = Bid Document Submission
P10 = Procorement In Office

RTM = Release to Market

EC = Bid Completion
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Appendix A — Competitive Bid Lifecycle Framework
5Ps - 15 Steps Competitive Procurement Journey Map (Competitive Bid Lifecycle Framework)

KICK-OFF MEETING and INTAKE VALIDATION

Procurement Office provides to Requestor:
®  PROCUREMENT KICK-OFF PLAN

®  BID TEMPLATE
®  BID NUMBER

BID DOCUMENT ITERATIVE REVIEW (BDIR)
Early Start BDIR - inifioted by Department

with Legal/Corporate Reviewer(s)
i e

and Procurement Analysi

BID INTAKE TRIAGE
by Procurement Office

Requestor nofified of ossigned
Procurement Analyst and Legal/
Corporate Reviewer(s)

Requestor invited to Procurement
Kick-off Meeting

BID INTAKE

by Department
Requestor completes Intake Form
uf least & months before plonned
RTM dafe

PROCUREMENT PLANNING
AND FORECASTING

Department submits plonned
procurements in alignment with
Copital and Operating Budgets for
RFP/RFT/RFPQ/RFQ procurement
format

4 Key Procurement Dates are
calculated (BDS, P10, RTM, BOC)

COMPETITIVE BID LIFECYCLE
PROCUREMENT JOURNEY MAP

BID DOCUMENT ITERATIVE REVIEW (BDIR)
by Procurement Analyst, Corporate Reviewers, and Legal Reviewers
.

AP

AZP FORM APPROVAL BID DOCUMENT APPROVAL
A2P form submitted for internal by Legal
approvals (for RFTs only)
[ BDs % o .| FINAL BID DOCUMENT received by
P t Office and prepared for

DECISION TO
RE-PROCURE

DECISION TO
CLOSE CONTRACT

. " " 88

BID DOCUMENT release to market in Bids& Tenders

SUBMISSION
by Department

RELEASE TO MARKET

o BIDDER's QUESTIONS and
ADDENDA ADMINISTRATION

OPTION

TO CANCEL BID CLOSE ANALYSIS

-« COMPLIANCECHECKS: BID DEPOSIT,
SUPPLIER SUSPENSION CHECK, COR

AZP ESTIMATE VARIANCE
SUMMARY (EVS| Form
Gnly if RFT averbudget

PRE-AWARD

3ASVHd TVILN3IAIINOD

slepuergsplq <

""""" * RFp EVALUATIONS NEGOTIATIONS |
AWARD PREPARATION

CONTRACT AWARD

PURCHASE ORDER GENERATION
PO requisitioned, opproved, and generated by
Procurement Office for all competitive procurements

FINAL SUPPLIER SUSPENSION CHECK, NEW VENDOR REGISTRATION, EFT FORM, ® ™~
WSIB, INSURANCE, PERFORMAMNCE SECURITY (BONDS, CONTRACT EXECUTION

Renewals

PURCHASE ORDER
puesses MANAGEMENT - PROCUREMENT CLOSEQUT
Fast Tracks - 13 & cLIENT suRVEY
Emergencies
Close-outs CONTRACT AND SUPPLIER

PERFORMANCE MANAGEMENT o Bid Debriefings

(requested within 10 days post nofice of Award)
+  Bid Disputes

{requested onytime from Step 8 to within

10 days past notice of Award)




Appendix B — Bid Debriefing and Dispute Protocol Process Quick Reference Guide

BID DEBRIEFING AND DISPUTE PROCESS B

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

Attendees at
Debriefing provide
feedback to the
Bidder regarding
their Bid

Project Lead and/or one

member of the

Evaluation Committee

attends the meeting No later than 10 Days
from Bid Outcome Notice

Within 2 Within 10 D: Within 2 Business
Within 10 Days Business Days § in ays No later than 10 D: Days from Notice,
from Bid from Request rom pre- o later than ays or best effort
debriefing from Debriefing

Outcome Notice 5 L N
Review within 20 Days from request review Within 90 Days

Within 40 Days from Bid Outcome Notice Within 90 Days from Notice of Dispute

135 Days in extenuating circumstances
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APPROVALS

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

eDOCS #16826726





