Assurance of Compliance with Procedures and Ethical 
Guidelines for Proposal Evaluation

Each evaluation team member, staff member, subject matter expert and any others associated with the evaluation process are individually responsible for safeguarding proposal and evaluation materials and processes, at all times and must adhere to the following:

· Only evaluation team members and staff designated by the purchasing section who are actively involved in the evaluation process will have access to the proposal or evaluation materials at any time.  Materials will be secured and kept strictly confidential.

· The Procurement Lead or designee must be included in any discussion and/or e-mail correspondence related to the evaluation of the proposals.  All e-mails related to the evaluation process and/or the proposals submitted are a part of the procurement file and a part of the public record.  The Procurement Lead must be copied on any such communication to insure inclusion in the final procurement file.

· When subgroups are convened to evaluate highly complex proposals, the Procurement Lead or a designee should be present at all meetings.  If that is not possible a summary of the meetings must be provided to the Procurement Lead for inclusion in the procurement file.

· Keep all information confidential at all times. You are not allowed to discuss the RFP /ISP with anyone outside of the evaluation committee other than our own internal technical staff that may be needed to determine if our requirements have been met.   Those staff should also be instructed that this is confidential information at this time.  Do not discuss with any proposer contact, other constituents, legislators, or any representative of the media.   If you receive a request for information, contact the Procurement Lead. 
· Only the Procurement Lead in charge of the procurement or their designee is authorized to have contact with any proposers regarding the RFP and the evaluation process during the evaluation period unless coordinated by the Procurement Lead. Contacts and information exchanged will be documented.
· Evaluators and staff agree to follow the evaluation procedures and timetable determined and agreed upon by the team.

· Evaluation team members will not have any access to price information prior to the completion of the technical/functional scoring unless otherwise determined by the Procurement Lead.

· Evaluation team members will make copies of their worksheets and deliver them to the Procurement Lead in charge of the procurement or their designee for tabulation.  Evaluators will retain their originals for use during any scoring of subsequent vendor presentations or demonstrations.  After scoring presentations and/or demonstrations, evaluation team members will deliver the original score sheets to the Procurement Lead in charge of the procurement or his/her designee.

I hereby certify that:

· I have been briefed on the internal and final complaint processes for problem resolution for any and all issues or concerns with the evaluation process and agree to follow the process to resolve any issues I may have.

And
· I have read and will follow the processes listed above, 

And

· At this point in time that neither I nor any member of my immediate family has any personal financial interest in any of the organizations or companies that have submitted responses to this Request for Proposal or any of the subcontractors listed in their responses.  Further, neither I nor any member of my immediate family has participated in the activities or administration of any of these organizations or companies that would lead me to hold a “substantial bias” in favor of or against any proposing organization or company. I am able to evaluate fairly and impartially all proposals given to me regardless of their authors.
And

· I have informed the Procurement Lead of any other possible conflict of interest, apparent or real and I certify that I will complete the evaluations of all proposals with the evaluation instructions and ethical guidelines provided.

Printed Name_________________________________________________   

Signed_________________________________________________   Date____________________

I wish to disqualify myself from the evaluation committee because of a potential conflict of interest or the appearance of a conflict of interest.

Signed_________________________________________________  Date_______________________
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