RFP Process, Basic Checklist

Procurement Lead is to assure that every Evaluation Team member understands all of the following aspects of being a part of the RFP evaluation process.

Review Basics of RFP Evaluation Process with Emphasis on

· Review “Assurance of Compliance with Procedures and Ethical Guidelines” document with emphasis on:

· Evaluation Team members must hold the proposals in strict confidence.

· Do not discuss the proposals with anyone except other Evaluation Team members and the Procurement Lead unless directed by the Procurement Lead.

· Do not have any contact with the proposers except at the direction and with the approval. of the Procurement Lead. Any contacts must be documented.

· Explore for all potential conflicts of interest with any of the Evaluation Team members.

· RFP timeline variables

· Ramifications of the Best and Final Offer phase.

· Potential for protests.

· Review the Basics of the RFP process including how the evaluation will occur, team discussion, communications between Evaluation Team members, scoring criteria and overall timeline.  Make sure to discuss the following:

· Discuss process for initial individual scoring.  Determine whether evaluators will take proposals home to complete scoring.  If so, discuss the need to secure proposals and maintain confidentiality.

· Explain any worksheets and scoring guidelines to be used in the process.

· Explain the difference between official evaluator scores and working notes.

· The Evaluation Team individually scores each proposal against the RFP criteria or scoring benchmarks, not against each other.

· The Evaluation Team may submit questions to the Procurement Lead, to be asked of the proposers, to help clarify any ambiguities in the proposal.  Requests for clarification must be in writing to the  Procurement Lead, who will forward them to the proposers.  Written responses are received by the Procurement Lead and are distributed to the Evaluation Team members.

· An evaluator’s scores may be questioned if it is determined that the score or scores are outside the norm of other evaluators.  The  Procurement Lead may call a meeting for the purpose of clarifying an evaluator’s score.  At this meeting the Evaluation Team may discuss any variations in scoring.  This does not mean the score will be discarded, only reviewed.  Sometimes, based upon information/clarification shared during the discussion evaluator(s) may elect to change his/her scores, however that is at the sole discretion of each evaluator.

· Discuss the components of the official RFP file. All written documents including e-mails related to the evaluation become part of the official file.

· Reference checking.  The team may split the reference checking between them (all references are asked the same set of questions) or one person may be assigned to complete this task. Notes must be maintained of these contacts.

· Determine who will be responsible for scoring the cost component of the RFP.

· Discuss Oral Presentations and Best and Final Offer process.

· Decide the criteria to use for bringing in proposers for Oral Presentations.  Discuss how any Oral Presentations will be scored.

· Decide the criteria to use for bringing in proposers for Best and Final Offers (BAFO).  Discuss how BAFO will be scored.

· Discuss the process for Evaluation Team members to express their concerns with the process or other members of the Evaluation Team, and the various internal and external steps available.

· Discuss the Evaluation Team Report

· Explain the purpose and content of the Evaluation Team Report.

· Explain who will draft the report.

· Explain signature requirements on the report for evaluators.

· Explain the process to express disagreement with the report.

· Discuss the Procurement File

· Describe the contents of the file and who will maintain it.

· Explain that all contents of the file are subject to Open Records Requests.
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