Debriefing Outline:  What follows is a suggested outline to follow when conducting a debriefing: 

(1) Introduction.

(2) Explain the purpose of the debriefing.

(3) Announce the ground rules.

(4) Summarize the source selection process that was used.

(5) State the proposal evaluation factors 
and subfactors.

(6) Reveal the evaluation results:

· The significant advantages and weaknesses of the offeror’s proposal.

· The evaluation ratings of the offeror’s proposal explaining the rating definitions.

· At the PCO's discretion, the Government’s total evaluated cost/price of the offeror’s proposal for each CLIN, explaining significant cost realism adjustments made by the Government to the major cost element level. 

(7) Summarize.  For post-award debriefings, summarize the rationale for the contract award decision.

(8) Provide rankings. For post-award debriefings, provide the overall ranking of all proposals, but do not identify the unsuccessful offerors by name.

(9) Answer relevant questions.  Answer questions pertaining to whether the Government followed the source selection procedures set forth in the solicitation, applicable regulations, and other authorities.
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