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PROCUREMENT RECOMMENDATION REPORT
[Guidance]

[Content to be inserted] [Ensure all highlighting is removed prior to submitting for approval]
	The Procurement

	Procurement Title
	[Procurement title] [reference number (if available)]

	Procurement Process
	[Procurement process e.g. closed RFQ / open RFT / ROI / Closed RFT (following ROI)]

	Procurement Dates
	Date published: 
[Date]

Deadline for responses:
[Date]

Final evaluation meeting:
[Date] 

	Recommendation

	[Preferred / Short-listed] Respondent(s)
	[Preferred / short-listed respondent’s name]

	Price
	[Preferred respondent’s price (or “N/A” if shortlisted from an ROI)] 

	Comments
	[Detail:
· summary of the rationale for the selection of the preferred respondent
· any further due diligence required
· any material changes to the contract/requirement from that described in the Procurement Plan
· any final negotiations required
· expected contract signing date
· contract start date
· issues, risks or concerns arising as a result of the evaluation
· any other relevant information]

	Evaluation Summary

	Response Received
	[List all responses received]

[For closed tender: list respondents invited to participate and note any that did not respond]

	Evaluation Process
	[The evaluation was conducted in accordance with the evaluation plan detailed in the procurement plan]

[OR]
[The evaluation varied from the evaluation plan detailed in the procurement plan as follows:
· [detail of variation]]


	Evaluation Summary
	[Summarise the evaluation of responses including:
· [xx] responses were received by the deadline
· note the circumstances and treatment of any late responses (accepted or excluded and rationale)
· note the circumstances any responses excluded from evaluation following the initial review of responses for compliance with Rfx terms and conditions
· for weighted attribute evaluation:
· evaluation team non-price scores for each criteria for each response
· price analysis price and price scoring
· final total scores for responses
· for conformance and value/best value evaluation:
· list the responses that were determined to meet the requirement and detail the rationale
· list the responses that were determined do not meet the requirement and detail the rationale
· due diligence conducted including findings and outcome
· ranking, short-listing and selection of preferred (including rationale)

	Conflicts of Interest
	[No conflicts of interest were declared/reported]
[OR]

[List the conflicts of interest declared/reported and detail how they were managed]

It is confirmed that the outcome of the evaluation was not influenced by any conflict of interest.


	Endorsement/Approval

	Recommended by Evaluation Panel Chair
	[Evaluation Panel Chair signature]
[Name] [Date]

	Endorsed by Procurement Owner
	[Procurement Owner signature]
[Name] [Date]

	Endorsed by Procurement Leader
	[For Ministry led procurement][Signature of member EIS Commercial Procurement]
[Name] [Date]
[For BoT led procurement]A copy of this procurement plan was sent to [name] (Ministry Property Advisor) on [date (no less than two business days prior to approval)]

	Approved by Procurement Sponsor
	[Procurement Sponsor signature]
[Name] [Date]


Response Evaluation Summary Sheet
[Complete a copy for each respondent FOR OPEN TENDER/WEIGHTED ATTRIBUTE EVALUATION ONLY]
Respondent Name: [Respondent Name]
Procurement Title: [Procurement Title]


	Criteria
	Weighting 
	Score (/10)
	Weighted Score
	Narrative

	Proposed Solution
(Method and approach)
[Delete line if for short-listing from an ROI]
	[xx]% 
	[xx]/10
	[xx]/[xx]
	[Detail the rationale for ET score including:
· consensus reasons for the score
· relative strengths and weaknesses against the criterion
· circumstances of any evaluator dissenting from a consensus score]

	Capability

(Skills and expertise)
	[xx]% 
	[xx]/10
	[xx]/[xx]
	[Detail the rationale for ET score including:
· consensus reasons for the score
· relative strengths and weaknesses against the criterion
· circumstances of any evaluator dissenting from a consensus score]

	Capacity

(Resources and availability)
	[xx]% 
	[xx]/10
	[xx]/[xx]
	[Detail the rationale for ET score including:
· consensus reasons for the score
· relative strengths and weaknesses against the criterion
· circumstances of any evaluator dissenting from a consensus score]

	Price
[Delete line if for short-listing from an ROI]
	[xx]%
	[x]/10
	[xx]/[xx]
	Tendered price:
[$value]
Adjusted price:
[$value]

[Price commentary including for tag premiums, contractors margin and variation marhgins]

	TOTAL
	100%
	-
	[xx]/100
	[Whether preferred/short-listed and overall rationale]
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