

RFP Evaluation Process Guidelines (for Evaluation Team Members)
General Rules

· By participating in this RFP Evaluation Team (Team), all members affirm that they do not have a personal or financial interest regarding which vendor is recommended for award.  All such potential conflict of interest situations must be reported to the purchasing agent immediately.  All Team members must sign a “Conflict/Confidentiality Statement” prior to evaluation of proposals.  This Statement attests to these requirements and the confidentiality requirements below.
· The Team shall maintain confidentiality throughout the process of evaluation. No member shall disclose the contents of proposals to anyone outside the Team.  All internal workings of the Team shall be kept confidential.  You may report schedules, but not specifics, about the Team’s evaluation.

· Vendor contact will be strictly through the Procurement Officer.  If a vendor contacts you directly about the RFP, refer them to the Procurement Officer. Team members shall not have any contact with any vendor about this RFP.
Evaluation Team’s Role and Tasks

1. The Technical Evaluation

a. The role of the evaluation team is to read the vendor proposals and determine which proposal best meets the needs of the project.  The evaluation criteria in the RFP are the only criteria that may be used to evaluate the proposals, and the vendors’ offers must be evaluated solely on the contents of their proposals.

b. Team members shall evaluate the proposals independently and not discuss them with other Team members.  These scores shall be provided to the Procurement Officer, who will average them to generate a summary “technical score.”

c. The evaluation team members should (individually) review each proposal for any mandatory or minimum requirements described in the RFP.  Any proposal not meeting a mandatory requirement shall be eliminated from further consideration.  If you find such a circumstance, please bring it to the attention of Procurement Officer to determine if the proposal should be eliminated.

d. Points are to be given to each proposal for each scoring criterion, based on the point distribution previously established by the RFP. Your evaluation must treat each vendor fairly and equally.  If you have penalized one proposal for a specific shortcoming, you must do the same for the others.  Your scores must be defensible, capable of being supported by the contents of the vendors’ proposals.

2. The Cost Evaluation

a. The Procurement Officer will evaluate the cost proposals and calculate the “cost score” for each vendor. This will be done independent of the evaluation team. 
3. Decisions on Next Steps

a. The Procurement Officer shall provide the combined score for technical and cost to the Evaluation Team.  
b. After reviewing this combined score, the Evaluation Team may choose to either have the highest scoring vendors come in for interviews/discussions (“discussions”), or direct the Procurement Officer to immediately initiate contract negotiations with the highest ranked vendor. 
c. If the Procurement Officer is directed to initiate contract negotiations without vendor discussions, the role of the Evaluation Team ends, and the Procurement Officer shall coordinate with District Finance and Leadership staff as appropriate to engage in contract negotiations.
4. Interviews/Discussions (Optional Step)

a. If the Team decides to move forward with discussions first, it is important to remember that the purpose of such discussions is to give the vendor and the Team an opportunity to develop a better understanding of project requirements and the vendor’s proposal.  It is not an opportunity for the vendors to revise their offers, but to clarify them.  Team members are prohibited from disclosing any information derived from competing proposals.  “Auction” techniques are not allowed.

b. Following vendor discussions (if any occur), Team members shall meet as a group to discuss each presentation/discussion and score them as a group (consensus scoring).  The Procurement Officer shall be present and maintain the official record of this scoring discussion and outcome. The score generated from vendor discussions will be added to the original combined score from technical and cost evaluations, to generate the FINAL vendor scores.  At this point, the Evaluation Team’s official role ends, and the procurement moves into contract negotiations.
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