GUIDELINES FOR RFP/ISP EVALUATION TEAMS
Thank you for committing your time and expertise to this very important purchasing process.  Your participation is vital to assist in determining the best proposer/plan submitter for the Request for Proposal (RFP)/Invitation to Submit Plan (ISP).  It is our goal to make this process a positive experience for you, so if you have any questions regarding any of these guidelines/instructions or any aspect of the evaluation process, please feel free to contact the Purchasing Agent at any time.

NOTE

No person will serve on an evaluation committee where the action of that committee might benefit that person, or a member of that person’s immediate family, or any organization or business with which that person is associated.  Please disclose any valid conflict to the Purchasing Agent immediately.  If unsure, check with Purchasing Agent.  Failure to do so may void the evaluation process.

1.
Your name and the other committee member’s names are confidential and should not be shared with anyone other than internal staff members that may need to know.  Those staff members should also be instructed that this is confidential information until the process is complete and an award has been made..

2.
Keep all information confidential at all times. Do not  discuss the RFP/ISP with anyone outside of the evaluation committee other than our own internal staff that may be assisting to determine if your requirements have been met.  Those staff should also be instructed that this is confidential information at this time.  Do not discuss with any proposer/plan submitter, other constituents, legislators, or any representative of the media.  If you receive a request for information contact the Purchasing Agent. 

3.
Retain all notes and comments you want to be included with your evaluation.  These might contain the important points or your pertinent notes.  If you want them saved, they will be subject to the Open Records Policy for any individual who requests to see the RFP/ISP information.  Please keep your comments appropriate.  Keep a copy of the RFP/ISP after the evaluation.

4.
Review all RFPs/ISPs submitted in response to an RFP/ISP, using only the evaluation criteria included in the RFP/ISP. 

5.
There is one score sheet for each proposer/plan submitter response.  Score each RFP/ISP individually based on what was submitted in the proposer’s/plan submitter’s response, using ONLY the evaluation criteria included in the RFP/ISP as the basis.  If the evaluation committee determines that an oral presentation is needed from proposers/plan submitters, information learned from that presentation may be used to adjust your final score for that proposer/plan submitter.  If you need additional blank score sheets, please let the Purchasing Agent know.

6.
Please be aware that the UW Madison is committed to meeting the state Minority Business Enterprise (MBE) goal of directing 5% of each agency’s purchase dollars towards minority vendors.  On an individual RFP/ISP evaluation basis, MBE vendors that submit a RFP/ISP response can be given a 5% preference in the overall scoring process.  This basically means that on a timely and valid response from an MBE vendor that meets all the stated criteria and specifications, you can make an award to that MBE firm even if their score is as much as 5% below the winning proposers/plan submitters score.  If there is an MBE vendor response on this evaluation, please review the MBE scoring and award policy with your procurement representative.

