NSM-19  Evaluation Report and Award Recommendation
NSM SOURCING  ·  PROCUREMENT TEMPLATE  NSM-19
Evaluation Report and Award Recommendation
The record of how bids were evaluated and why the recommended supplier offers the best value.
Procurement and supply cycle stage: Contract
How to use this template
1. Write the report so that someone who was not on the panel can follow every decision and reach the same result.
1. Attach the completed Bid Evaluation Matrix (template 15), the panel declarations (template 14) and the clarification log.
1. If no bid is acceptable, use section 7 to recommend the next step instead of an award.
Document control
	Organisation
	

	Reference number
	

	Version and date
	

	Prepared by (name, role)
	

	Reviewed and approved by
	

	Classification (e.g. internal, confidential)
	



1. Summary and recommendation
	Requirement and reference
	

	Recommended supplier
	

	Contract value and duration
	

	Value compared with pre-tender estimate (amount and percentage)
	

	Decision requested
	



2. Background
	Approved procurement strategy (date, approver)
	

	Route to market
	

	Suppliers invited and how they were selected
	

	Clarifications issued (number, summary of main points)
	



3. Bids received
	Bidder
	Received on time
	Total evaluated price
	Compliance check

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



4. Compliance and qualification
Record any bid rejected at this step and the specific reason.
5. Quality and price evaluation
	Bidder
	Quality score
	Price score
	Total score
	Rank

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Main strengths of the recommended bid
	

	Main weaknesses and how they will be managed
	

	Sensitivity: would the ranking change with a different weighting?
	

	Abnormally low tender check: tenders flagged, explanations received, outcome
	

	Use of AI tools in the evaluation: tool, purpose, how outputs were verified
	



6. Negotiation (if applicable)
	Issues negotiated and results
	

	Final price and terms
	



7. If no bid is acceptable
Before recommending cancellation, check and record the following:
☐  Is the pre-tender estimate still valid for current market conditions?
☐  Did the specification add cost that the need does not require?
☐  Was competition limited by geography, qualification rules or timing?
☐  Could negotiation with the best-ranked bidder close the gap?
	☐
	Recommended next step

	☐
	Negotiate with the best-ranked bidder within the approved walk-away position.

	☐
	Revise the specification or scope and re-tender.

	☐
	Cancel and re-tender to a wider qualified field after supplier development, informing all bidders openly of the reason.



Practitioner note.  A cancellation explained openly, for example because prices were well above the independent estimate, tells the market that the buyer knows what the work should cost. Combined with appraisal of new manufacturers in other regions, it can double participation in the second round. It is a strong tool and should be used only after the checks above.
8. Risks and conditions of award
	Key contract risks and mitigation
	

	Supply continuity and geopolitical exposure of the recommended supplier (templates 29, 31)
	

	Trade compliance status: sanctions screening, origin, CBAM, forced labour (template 30)
	

	Conditions before contract signature (e.g. security, insurance, certificates)
	



9. Approval
	Role
	Name
	Signature
	Date

	Procurement lead
	
	
	

	Evaluation panel chair
	
	
	

	Budget holder
	
	
	

	Approver (per delegated authority)
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