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1. Introduction

1.1 Purpose

This document is the Evaluation and Selection Plan for the <Project Name> Project. The purpose of the plan is to describe how the proposals for the prime contract procurement will be received, logged and evaluated to select a winning bidder. The overall goal of the evaluation process is to select the proposal that presents the best value to the state for performing the required services and activities. 

1.2 Scope

This Evaluation and Selection Plan describes the organization of the evaluation team, the proposal evaluation criteria, and the procedures to be used to apply the criteria. The plan further refines the information presented in the Request for Proposal (RFP) template, Section IX - Evaluation. In case of a conflict, the guidance in the RFP takes precedence. 

1.3 References

List the source references that are referenced in this template. Sources referenced below should be used as references to manage the project contracts.

· Best Practices Website (BPWeb)  http://www.bestpractices.osi.ca.gov
· OSI Policy #OSI-AP-07-02, Form 700 – Statement of Economic Interests

1.3.1 Project  Repository
Indicate the location of the project’s electronic document repository as well as the project’s hardcopy library. 
1.4 Acronyms

List only acronyms that are applicable to this document.

	BPweb
	Best Practices for Systems Acquisition web site 

	COTS
	Commercial Off the Shelf

	CPA
	Certified Public Accountant

	DGS
	Department of General Services

	DOF
	Department of Finance

	DVBE
	Disable Veteran Business Enterprise

	EZA
	Enterprise Zone Act

	IT
	Information Technology


1.5 Document Maintenance

This document contains a revision history log. When changes occur, the document’s revision history log will reflect an updated version number as well as the date, the owner making the change, and change description will be recorded in the revision history log of the document. 
1.6 Importance of Confidentiality

Confidentiality is paramount to the success of this procurement. Each member of the Evaluation Team must attend a confidentiality presentation and sign a confidentiality statement. All members of the Evaluation Team must hold the bidders’ proposals in the strictest confidence and must not discuss the bidders’ proposals or any evaluation proceedings with anyone but the Evaluation Team members. All bidders’ proposals and evaluation team materials must remain onsite, unless explicitly authorized by DGS and the State Project Manager. 

2. Evaluation Team

There are various staff resources and stakeholders involved in proposal evaluations. The Project Procurement Manager and/or Procurement Official train all project staff on their evaluation responsibilities at the start of the evaluation period or when the staff joins the Acquisition Team. Team meetings are used to brief staff on any changes to the process.  

2.1 Team Selection

The Evaluation Team selection involves members of the project team, sponsor and user organizations. The Project Procurement Manager facilitates a discussion with management and staff from each of the organizations to select the best candidates to assist with evaluation activities. The evaluation team members are selected based on their past experience with procurements, knowledge of the project, and specific subject matter knowledge and expertise. Staff availability and current workload are also considered to ensure the evaluators can be fully devoted to the evaluation process. Alternates should be identified in the event selected staff are unavailable as the evaluations progress. 

The team is made up of representatives from the following organizations:

· Project Acquisition Team

· Sponsor/Program Staff

· OSI Procurement Center

· User Staff

· Department of General Services (DGS) Staff

This section should describe how the evaluation team was selected. Indicate if the project requested certain subject matter experts, if the user areas nominated representatives, or if representatives volunteered. If specific selection criteria were developed to select team members, indicate what the criteria were and how they were applied. Indicate if team members are on-loan to the project (i.e., assigned to the project and salaries paid by the project), or if the team members are only borrowed for a short time. Indicate if all evaluation team members will be physically located at the evaluation site or if some representatives conduct their activities off-site (not generally recommended). 

Generally, the sponsor and users should have at least one representative on the evaluation team. Frequently, the evaluation team is composed of several sub-teams which review portions of the proposal based on their expertise. For instance, a technical team may be created composed of the project’s System Architect, Implementation Lead, Systems Engineering Lead, Quality Manager, Sponsor Program Lead and User Technical Staff who would review the technical portion of bidder proposals to ensure the proposed system is feasible, maintainable, and compatible with the existing systems and user capabilities. Typical sub-teams include a Financial team, Reference Validation team, Technical team, Project Management team, etc. 

2.2 Team Organization 

The following diagram depicts the organization of the Acquisition Team, evaluation team and its relationship to key stakeholders. Include a diagram showing the relationship of the Acquisition Team, evaluation team, and stakeholders to the project and sponsor. This chart should depict the reporting relationships. The following diagram is an example. 

Names may be included on the chart or a team roster may be included as an appendix linking names to roles. 
Figure 1. Acquisition Team Organization

Insert organization chart showing evaluation team structure and management. 
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In addition, the Evaluation Team may consult additional qualified individuals during the evaluation process to assist the team in obtaining a better understanding of technical, financial, legal, contractual, project or program issues. These individuals are not involved in the scoring process, but must be briefed on and sign conflict of interest and confidentiality certifications.

Generally, the Evaluation Team consists of:
· Acquisition Specialist (Non-scoring member)

· Project Procurement Manager

· Systems Engineering Lead/Manager

· Implementation Lead/Manager

· Quality Assurance Lead/Manager

· Sponsor Representative (at least 2 – policy and program)

· User Representatives

· Other Subject Matter Experts, as needed

The Procurement Official and Legal staff are available as advisors, but generally are not considered primary reviewers. This is because they do not have enough program and project experience to know how well the bidder proposals address the users’ business need. DGS and Legal assist primarily in the area of procurement process and legal/contractual questions. 

2.3 Team Responsibilities

Describe the specific roles and responsibilities for the proposal evaluation. 
The following summarizes the responsibilities of the team members. 
2.3.1 Procurement Official

Clearly indicate who serves as the Procurement Official. In a non-delegated procurement, it is usually the DGS Analyst assigned to the project. In a delegated procurement this may be the Acquisition Specialist.  The Procurement Official is the individual ultimately responsible for the procurement process and making the decision to select the vendor on behalf of the project. 

The Department of General Services (DGS) Procurement Manager serves as the Procurement Official and has overall responsibility for the evaluation. The Official’s primary responsibilities include the following: 

· Ensuring the evaluation is conducted in accordance with applicable state laws, regulations and policies;
· Ensuring the evaluation is conducted in accordance with the project’s documented evaluation procedures;
· Serving as the single point of contact to bidders and stakeholders for questions regarding the procurement and evaluation process;
· Maintaining the Master Copy of all proposals and the official procurement files;
· Leading the evaluation and selection process and providing guidance to the Evaluation Team;
· Coordinating the issuance of any addenda to the RFP and any responses to bidder questions;
· With input from DGS and sponsor legal staff, determining the materiality of deviations from the RFP;
· Coordinating responses to any protests; and
· Developing the Evaluation and Selection Report which recommends the final selection of the contract awardee.
2.3.2 Acquisition Specialist

Clearly indicate who services as the Acquisition Specialist. The Acquisition Specialist is a representative from the Procurement Center. In a delegated procurement, the Acquisition Specialist is also responsible for the tasks outlined for the Procurement Official above.

The OSI Acquisition Specialist’s primary responsibilities include:

· Serving as the liaison between DGS and the Project
· Coordinating all communication (including documents) between DGS and the Project

· Serving as the Procurement Official and has overall responsibility for the procurement (if delegated)
2.3.3 Project Procurement Manager

Describe the responsibilities of the project’s Procurement Manager. Since the DGS Analyst is usually the Procurement Official, clearly indicate the responsibilities of the Procurement Manager vs. the Procurement Official. Usually the Procurement Manager is more responsible for coordinating the teams and collecting forms, worksheets and questions. Indicate the level of responsibility for the Procurement Manager. 

The Project Procurement Manager is the person designated by the project to manage and direct the procurement process for the project. The Project Procurement Manager is responsible for the following activities:
· Working with the Acquisition Specialist to ensure the evaluation is conducted in accordance with the project’s documented evaluation procedures;
· Training the Evaluation Team on the evaluation procedures and use of the worksheets and scoring sheets;
· Providing periodic status reports to the Project Manager and Project Sponsor;
· Coordinating the evaluation and scoring discussions;
· Making task assignments for review of the proposals;
· Ensuring the accuracy of completed worksheets and scoring sheets;
· Coordinating the final selection recommendation with the Procurement Official and the selection approvers; and
· Assisting in the preparation of the Evaluation and Selection Report.
2.3.4 Evaluation Team

Describe the responsibilities of the team. If there are sub-teams, this section may list them separately if it the responsibilities are significantly different between the teams and/or may indicate responsibilities for sub-team leads vs. sub-team evaluation members. Focus on level of responsibility and authority, or expectations for availability and duties.  For example:

“The Administrative/Project Management Review (APMR)Evaluation Sub-Team will be responsible for evaluating the Draft and Final Proposals for compliance with Section IV. Administrative Requirements, Section V. Part One – General Terms and Conditions, and Section V. Part Two – Project Management requirements. 

The APMR Evaluation Sub-Team consists of:

· John Doe

· Jane Smith….  “

If private legal counsel has been retained, indicate the level of their responsibility and their specific role vs. the role of the sponsor legal and DGS legal. Indicate to whom the private counsel reports. 

If a pool of alternates, supporting subject matter experts, or consultants have been identified as advisors or resources to the evaluation team, indicate their responsibilities and to whom they report. Indicate specific names on the organization chart above or in a team roster.

The Evaluation Team is responsible for performing the evaluation of proposals in accordance with the procedures defined in this plan. The evaluators are responsible for the following activities:
· Reviewing the requirements of the RFP prior to the beginning of the evaluations;
· Reviewing the assigned sections of the proposal in a timely manner;
· Performing corporate and individual reference checks of the bidders and proposed bidder staff in accordance with the Evaluation Plan;
· Completing review worksheets and scoring sheets in accordance with the Evaluation Plan;
· Notifying the Procurement Official and Project Procurement Manager of any questions, concerns or issues that arise during the evaluation process; and
· Scoring the final proposals.
2.4 Evaluation Approvals

List the specific organizations involved in the approvals of the bidder selection. The table in the template shows the typical approvers that should be customized, as needed.

If desired, also show the organizations involved in approving any RFP addenda or requirements changes due to user questions. Indicate if federal approval is needed and who represents the user interest in the selection (i.e., is there a user organization approver or is the user’s interests delegated to the sponsor?). 

The following table depicts the approvals necessary for proposal addenda and final selection of the winning bidder. 

Table 1. Procurement Approvals

	Participant
	Approve Addenda
	Approve Selection

	Project Manager
	Y
	Y

	Procurement and Contracting Official
	Y
	Y

	OSI Assistant Director
	Y
	Y

	OSI Director
	N
	Y

	Program Sponsor Manager
	Y
	Y

	Sponsor Director
	N
	Y

	DGS Procurement Division
	N
	Y

	DGS Legal
	N
	Y

	Federal Partner
	N
	Y


2.5 Procurement Stakeholders

List the stakeholders who must receive updates on the progress of the procurement efforts. If this information is contained in a separate communication plan, this section may reference the Communication Plan. In some cases, the procurement stakeholders are different from the regular list of project stakeholders.

The following stakeholders are not directly involved in the proposal evaluations, but receive periodic status updates regarding the procurement process. 

· xxxxx

3. Proposal Evaluation Process Overview

The section introduction should remain untouched, with the possible update of the section number reference This section is meant to provide an overview to the later sections and to discuss processes with recur during the evaluation process. 

The proposal evaluation process is comprised of the following steps. The process for each of these steps is discussed in further detail in later sections. The specific criteria and scoring methodology is described in Section 11.

· Step 1 – Preparing for Evaluations

· Step 2 – Letter of Intent Process

· Step 3 – Draft Proposal Evaluation Process

· Step 4 – Confidential Discussion Process

· Step 5 – Final Proposal Evaluation Process

· Step 6 – Final Cost Evaluation Process

· Step 7 – Vendor Selection Process

3.1 Step 1 - Preparing for Evaluations

This section should not need to be modified. 

There are many logistical activities that must be coordinated prior to beginning the proposals evaluations. Specifically, the Project Procurement Manager must ensure that all physical space, storage, security, and communication considerations are in place.  These activities occur shortly before the release of the RFP and preparations must be completed prior to the receipt of any proposal materials. 

3.2 Step 2 – Letter of Intent Process

This step is sometimes called pre-qualifications. If this step is not being used, leave the existing text, but add another paragraph indicating the project has elected not to use this step of the process and the reasons why the step was deemed unnecessary. 

This process begins when the bidders deliver their Letter of Intent packages to the Procurement Official. The process involves validating the requested materials to ensure the bidders have sufficient corporate experience and financial resources to complete the project as required. The process ends when the bidders’ materials are reviewed, the materials filed in the procurement files, and the Procurement Official notifies the bidders of their status (qualified or not qualified). 

3.3 Step 3 – Draft Proposal Evaluation Process

Although draft proposals are technically optional, OSI considers then mandatory due to the amount of time and effort required to conduct a prime contract procurement. Conducting draft evaluations mitigates the risk of receiving non-compliant final proposals. 

The Draft Proposal Evaluation Process begins with the receipt of draft proposals from the bidders and concludes after the appropriate Confidential Discussion Agendas have been sent to each bidder. The purpose of the draft review is to identify errors or inconsistencies that, if contained in the final proposal, may cause the proposal to be rejected or disqualified. No cost information is reviewed. 

3.4 Step 4 – Confidential Discussion Process  

If the project and DGS agree that contract negotiations are appropriate, this item should be added. No other changes should be needed. 

The objective of Confidential Discussions is to discuss and clarify outstanding issues that the Evaluation Team has identified as concerns or potential deficiencies in the bidder’s draft proposal. This gives the bidders the opportunity to amend their solutions to more fully meet the needs and objectives of the project. 

The confidential discussions are not meant to cause the bidder to make major changes to their proposal. The purpose is only to identify errors or inconsistencies that, if contained in the final proposal, may cause the proposal to be rejected or disqualified. The state does not guarantee that all such errors will be identified during the draft proposal review.

3.5 Step 5 – Final Proposal Evaluation Process  

The Final Proposal Evaluation Process begins with the receipt of final proposals and concludes after all final proposals have been scored. Proposals are first verified to be in compliance with mandatory requirements. Reference checks and interviews are used to confirm the experience and qualifications of the proposed bidders staff. Only proposals that are compliant with all RFP requirements are scored. 

3.6 Step 6 – Final Cost Evaluation Process   

The Final Cost Evaluation Process involves the public opening of costs, validation of the proposed costs, and establishment of a final score for the proposals, including application of any preference criteria (e.g., Disabled Veteran Business Enterprise (DVBE), small business, etc.).

3.7 Step 7 – Vendor Selection Process  

The Vendor Selection Process is the final step of the procurement and evaluation process and involves the recommendation and selection of the winning bidder, including obtaining the required approvals for contract award and signatures. Upon signing of the contract, the Procurement process is complete. 

3.8 Other Processes

This section contains a description of the periodic or ad-hoc processes that may occur during the procurement evaluation process. These sections should not require many changes. Additional processes may be added if desired, but should remain focused on procurement evaluations.

In addition there are several other processes that may apply at various times during the evaluation process. 

3.8.1 Proposal and Evaluation Materials Storage and Management

All proposals and working papers are stored in a secure manner at all times. At the end of the day, all proposal materials, including working papers, must be placed in locked storage cabinets. All proposal materials and all evaluation working papers must remain at the evaluation site.  

Evaluators must not write on the proposals or make notes on any other personal notebook. During the process of evaluation, evaluators may use paper tablets provided by the Project Procurement Manager to record their thoughts, impressions, questions and issues.  Any such notes and documents are considered evaluation working papers.  Evaluators may not create separate personal notes or a duplicate copy of working papers.  

The Procurement Official oversees the retention and destruction of evaluation materials and working papers to ensure appropriate materials are retained in accordance with state regulations. 

3.8.2 Questions on Proposal Requirement Procedures

Questions, challenges and protests to requirements are sometimes referred to as “initial protests”.  These requirement questions/protests must be submitted before the deadline for the final proposals. Requirement protests after contract award may be declared invalid and without merit. 

Protests of contract award are handled separately (and briefly) in Section 10 of the template (Vendor Selection Process/Notice of Intent to Award). 

In either case, refer to DGS’s Dispute Program website (http://www.pd.dgs.ca.gov/disputes/default.htm) and the Procurement Official for specific guidance. The Procurement Official will guide the project through the specific scenario if a protest is filed. 

After the release of the RFP, a bidder may question a requirement as being too onerous, unfair, or imposes unnecessary constraints to the bidder in responding to the RFP. The bidder must send a written protest of the requirement, including rationale and any supporting materials to the Procurement Official. The Procurement Official consults with project, sponsor (if appropriate), Legal and DGS staff and determines if the requirement should be omitted or amended. The decision of the Procurement Official is final. 

If a requirement protest is successful, an RFP addendum is released to all bidders. If appropriate, the Evaluation and Selection Plan is updated to remove the protested requirement from the evaluation and scoring forms. 

Questions on requirements must be filed with the Procurement Official prior to the due date for Final Proposals as indicated in the RFP’s Key Action Dates. 

4. Preparing for Evaluations

4.1 Conduct Initial Evaluation Training

Describe the initial evaluation training that will be conducted for the evaluation team. This training is generally conducted shortly after the team is finalized and before proposal materials are received. The emphasis is to ensure all participants understand the nature of their commitment (in time and effort) and to provide them with a background of the process.

This training may be presented to key stakeholders and managers also to provide them with an understanding of the upcoming activities, though they will not participate in the evaluations. 

Indicate when the training will be conducted, who will conduct it, who will attend it and who will participate. If staff must travel to attend the training indicate who will pay for the travel or if teleconference or video conferencing will be used for the training. Discuss the agenda and specific topics which will be covered. 

The evaluation team training consists of three phases.  The first phase of training provides a brief overview of the project, an overview to the evaluation process, and responsibilities during the evaluation process. The second phase of the evaluation training is specific to the draft bid evaluation process. The final phase of the evaluation training is specific to the final bid evaluation process and selection of a bidder. 

The initial evaluation training is provided to all evaluation team members approximately < xxx  > weeks before the draft proposals are due. The training is conducted by the Project Procurement Manager with assistance from the Procurement Official and covers the following topics. 

· Conflict of Interest and Confidentiality 

· Background of the Project

· Overview of the Evaluation Process

· Schedule of the Evaluation Process

· Evaluator Responsibilities

The primary purpose of the initial evaluation training is to provide evaluators and introduction to the upcoming evaluations and ensure they understand their roles, responsibilities and the expected time commitment. If any individual feels they are unable to meet the commitments or if they have a potential conflict of interest situation, the Project Procurement Manager may need to identify alternate evaluators to replace or supplement the team. 

4.2 Prepare for Proposals

Describe the specific preparation activities which will be performed to ensure the team can perform their evaluations efficiently. Generally the activities consist of administrative tasks to procure materials, office supplies and confirm storage, meeting and review spaces. 

Discuss any other preparations to be performed or coordinated, such as badges, key cards, special user accounts, iManage or web access, etc. 

There are many logistical activities that must be coordinated prior to beginning the proposals’ evaluations. Specifically, the Project Procurement Manager must ensure that all physical space, storage, security, and communication considerations are in place.  

In order to maintain confidentiality of the evaluation process, all evaluation activities occur at the project’s evaluation site. This site is secured using locked entry doors. Unauthorized persons are allowed in the area only when escorted by an evaluation team member, and are only allowed in the designated conference rooms.

The following are the primary activities to prepare for proposal evaluations: 

· Making copies of all evaluation forms and scoring worksheets;
· Making copies of all training materials;
· Providing copies of the RFP and any addenda for use as reference materials;
· Reserving quiet spaces for review of proposals;
· Reserving secure conference rooms for team discussions;
· Establishing secure storage facilities for proposals and working papers; and
· Verifying access or copies of bidders library materials are available for reference.
5. Letter of Intent Process

This section is sometimes called pre-qualifications. This step of the evaluation process is performed to determine how many bidders are interested in the procurement and to ensure the bidders are qualified to supply and perform the tasks required in the RFP. 

After the number of qualified bidders is determined, the evaluation schedule can be refined or adjusted for reviews. If a large number of bidders respond, additional evaluators or sub-teams may need to be convened to mitigate schedule risk. 

Participating bidders are required to provide certain documents prior to submission of the draft proposal attesting to their interest, availability and qualifications to bid on the RFP. All required supporting documentation must be submitted by the date specified in the RFP’s Key Action Dates.

5.1 Review Letter of Intent Documentation

This section should discuss how the materials are received and reviewed. Clarify who is involved in the review of these materials. Often this review is performed by the Procurement Official and/or Acquisition Specialist since the volume of materials is small. In some cases, project and/or sponsor fiscal staff are involved to review the bidders’ corporate financial sheets. If additional staff are involved, the Conflict of Interest review (discussed in the next section) should occur first.

Indicate or reference the specific criteria used to review the various items. Indicate how issues, concerns or deficiencies are handled. If additional information is required, discuss how this is handled and who monitors the process to ensure fairness and objectivity. 

Indicate what happens at the conclusion of the review, and how qualified and non-qualified bidders are notified of their status. If a bidder is not qualified, indicate what the ramifications are (e.g., if a prime bidder is considered not qualified, can they team with another bidder who is qualified?). Indicate if the bidder can protest or challenge the finding and what the process is. 

Indicate if subcontractors need to be reviewed and qualified, either at this step of the process if the subcontractors are known or at a later date when the subcontractor is identified. 

The < xxx > reviews the documents submitted and validates all financial information using the criteria defined in Appendix XX.  The < Procurement Official > produces a report of each bidder listing all items submitted, and confirming that their financial information meets the requirements of the RFP.  A bidder may be asked to provide additional information, if necessary to determine compliance with the requirements.  The Procurement Official handles all requests for additional data.

5.2 Review Evaluation Team for Conflict of Interest

Once the prospective bidders are identified, the Evaluation Team must conduct a conflict of interest review. Discuss when and how this occurs, and who leads the review (e.g., Legal, Procurement Official, etc.). Discuss any specific materials which are used to conduct the review. 

Indicate what happens if an evaluator must be excused due to potential conflict. Indicate how alternates are identified and incorporated into the team. Be sure to brief and review the new team members on conflict of interest, confidentiality, and the initial training materials. 

In addition, stakeholders and managers need to review their conflict of interest status once the prospective bidders are identified. Indicate who leads and reviews this and the ramifications of potential conflicts. 

After the letters of intent have been received, the Evaluation Team meets to review their conflict of interest status based on the interested bidders. All team members must sign a Conflict of Interest Certification indicating they have no potential or actual conflicts with any of the identified bidders (if they have not done so previously).

If necessary, the Project Procurement Manager works with the project, sponsor, and user organizations to replace evaluation team members or identify alternates to avoid a potential conflict. Any new evaluation team members receive conflict of interest and confidentiality training, as well as initial training on the evaluation process (refer to Section 4.1), and must sign a Conflict of Interest Certification. 

The Procurement Official retains the certifications in the procurement files. 

5.3 Review Corporate References

Discuss how corporate reference checks are performed. The focus in this section is on the process. Information on scoring corporate references (if they are scored) should be placed in Section 11 of the template. 

Indicate who performs the reference checks and how. Indicate how many references will be checked and what happens if the evaluator(s) cannot reach the reference (and if this impacts any scores). Indicate or reference the specific questions and criteria used to evaluate corporate references and any worksheets or forms used to record responses and evaluate the response.

Discuss minimum and maximum number of references to be checked, minimum number of attempts to contact a reference, and estimated amount of time dedicated to checking references (e.g., three business days, one week, etc.). Discuss what happens if a contact is no longer with the company, is on vacation, or declines to respond to the questions. 

Describe what happens after reference checks are performed, and what happens if a negative reference check is received or if no references for a bidder can be reached. Is the bidder precluded from being a prime or sub? Are they permitted with any restrictions?

Indicate if subcontractor references are checked (if the subcontractor is known and identified). 

Describe the activities that are performed to complete the letter of intent/pre-qualification process, including reporting progress to stakeholders, collecting and filing appropriate paperwork, adjusting the evaluation schedule, conducting lessons learned sessions, and issuing any addenda to the RFP.  

The objective in evaluating and scoring corporate background and experience is to verify that the bidder has a proven track record of providing the desired services in a satisfactory manner.  The bidder must provide three (3) corporate reference contacts for engagements within the past five (5) years. These must be engagements in which the bidder was awarded a contract to implement and maintain a system with functionality that is similar in size and scope to the requirements of this project.  

The Evaluation Team reviews and contacts at least two (2) corporate references using the criteria described in Appendix XX. The team conducts corporate reference checks during normal business hours (Monday through Friday, 8am to 5pm, PT) during the dates identified in RFP’s Key Action Dates. 

The Evaluation Team conducts the corporate reference checks using the Reference Contact Forms completed by the bidders and the Reference Check Questionnaire. Two evaluators jointly conduct each reference check using a speakerphone. The evaluators must tell the reference contact they are using a speakerphone. One evaluator asks the reference contact the defined questions while the other evaluator takes notes. 

If the contact cannot be reached, the evaluators leave a message or try to arrange a specific time for follow-up. The evaluators make three (3) attempts to contact the reference contact. If the third attempt is unsuccessful, a note is made on the Reference Check Form and no further attempts are made. If the contact person is not available or has left the company, the evaluators attempt to contact the reference contacts’ replacement or manager.

If none of the reference contacts can be reached after three (3) attempts or if a negative response is received from customer, the reference check may be deemed non-responsive. 

Once the corporate reference checks are completed, the Procurement Official reviews the results. If any of the requirements were failed, the bidder is deemed non-responsive and is precluded from further participation in the procurement. The Procurement Official notifies all bidders of the results of the review and retains the appropriate documentation in the procurement files. 

6. Draft Proposal Evaluation Process

The Draft Proposal Evaluation Process begins with the receipt of draft proposals from the bidders and concludes after the appropriate confidential discussion agendas have been sent to each bidder. The following paragraphs outline the steps involved in the Draft Proposal Evaluation Process

6.1 Receive and Log Proposal Submissions

Discuss the specific steps used to receive and log proposals from bidders. This section should be fairly standard. Indicate what happens if the proposal is late or incomplete. 

Discuss what happens if no proposals are received. 

Each participating bidder has the responsibility of providing the appropriate number of copies of their entire proposal.  The complete draft bid submissions must be delivered to the Procurement Official as specified in RFP’s Key Action Dates. 

Upon receipt, the Official immediately date and time stamps the proposal and assigns a unique identification number to assist with tracking the proposal copies and materials. The Official verifies each proposal submission has been properly sealed and contains the appropriate number of copies. Delivered bids must be in the quantity and format specified in RFP Section VIII, Bid Format. All proposals are placed in secured storage upon receipt.

After all proposals have been received, the Procurement Official removes the Master Copy of each proposal submission for retention by DGS. The remaining copies of the proposals are delivered to the Project Procurement Manager for storage at the evaluation site.

Revisions to the draft proposals are not allowed after the draft proposal due date specified in the RFP’s Key Action Dates. Any revisions received prior to the due date are processed in accordance with the guidelines in the RFP. 

6.2 Review Proposals for Submission Requirements 

Discuss who verifies the proposals meet the submission requirements and how.  Indicate or reference the specific criteria used to evaluate the submission requirements. Submission requirements are generally not scored. 

Indicate what happens if any of the submission requirements are failed (e.g., is the proposal disqualified? is the bidder warned since this is a draft proposal? etc.).

After all draft bids have been received, the Procurement Official reviews the submissions to ensure each of the proposals meet the submission requirements as stated in RFP. These requirements are evaluated as described in Appendix XX. Generally, the draft bid must contain all the information requested in the RFP, except for cost information and signatures. This portion of the evaluation only reviews the proposals to ensure compliance with submission requirements. No judgment is made on the quality of the content. 

6.3 Conduct Draft Proposal Evaluation Training 

Discuss how draft proposal evaluation training is conducted, who leads the training, who attends the training, and what topics are covered. Training for draft proposal evaluations should be shortly before the draft proposals evaluations are conducted, even as late as the first day of evaluations. The training should be used to remind evaluators of the procedures, objectives and conduct of the review. Conflict of interest and confidentiality should again be stressed as well as secure storage of the materials and not making any marks on the actual proposals. 

The training should include several examples and exercises to ensure evaluators have a common understanding of how to handle different types of scenarios and to reinforce the approach to the draft evaluation review. 

The second phase of the evaluation training is specific to the draft proposal evaluation process. The purpose is to review the specific requirements of the evaluation areas (i.e., Administrative Requirements, Statement of Work Requirements, Project Management Requirements, Technical Requirements, etc.) and to train the evaluators on the draft proposal evaluation process, using the evaluation forms, and the evaluators’ specific responsibilities during the draft proposal evaluation process.

The draft proposal training provides evaluators with the context and process for identifying areas of deficiencies and points of clarification, which will be discussed with the individual bidders. It is essential that evaluators share a basic knowledge of the goals and objectives of the review process relative to the overall evaluation process. 

The draft bid evaluation training is provided to the Evaluation Team during the first day of draft proposal evaluations. The training is conducted by the Project Procurement Manager with assistance from the Procurement Official and covers the following topics. 

· Conflict of Interest and Confidentiality Reminder

· Proposal Storage and Review Procedures

· Overview of the Evaluation Process

· Objective of the Draft Proposal Evaluation

· Approach to the Draft Proposal Evaluation

· Deviations and Deficiencies Process

· Clarifications Process

· Use of the Evaluation Forms

· Schedule of the Evaluation Process

· Evaluator Responsibilities

To ensure a consistent understanding of the scoring process and criteria, several exercises and examples are provided and discussed. 

6.4 Review Draft Proposals

During draft proposal reviews, the emphasis is on identification of errors or discrepancies which would cause disqualification if contained in the final proposals. The proposals are also reviewed to ensure the bidders have correctly interpreted and understood the project’s needs. 

No scoring is performed during draft evaluations. The possible exception is scoring of reference checks. In some cases, reference checks are only performed during final evaluations; in other cases, they are performed during drafts and during final evaluations only new references would be verified. 

Discuss how draft proposal reviews are conducted and who leads and manages the efforts. Indicate who performs assignments, if sub-teams are utilized, the procedures for review, and key criteria used to review the proposals.  Summarize how issues, concerns and questions with the proposals are documented, discussed and resolved. Indicate who coordinates the resolution of questions, and how additional advisors or subject matter experts are utilized when appropriate. 

Indicate if reference checks of proposed staff are performed and the procedures and criteria for review. 

Indicate or reference the specific forms and worksheets used during the review, who collects these materials, and how they are used. Describe any reviews and meetings which occur during the review process.

The Project Procurement Manager makes assignments for the review. Members of the Evaluation Team individually review each proposal one at a time. Each evaluator is charged with conducting an in-depth evaluation of the assigned proposal.  Evaluators may be asked to read the entire proposal or only a portion of a proposal, based on their expertise. Each proposal is reviewed by at least two evaluators. 

For the draft proposal evaluations, the evaluators review the proposal response against the requirements as stated in the RFP, and attempt to determine if the response addresses the requirements. Evaluators identify areas of the proposal that are unclear or do not meet the requirements as stated in the RFP and document the items on the Evaluation Form. The criteria for review are described in Section 11.

The draft proposals particularly are reviewed for:

· Compliance with all Administrative, Statement of Work, Project Management, and Technical requirements

· Any “qualifiers”, assumptions or conditions placed on the proposal; conditional proposals are not acceptable and may be deemed non-responsive

· Areas where a proposal appears to be non-responsive, defective, or requires additional clarification

Draft proposals are not scored. The focus of the draft review is to ensure the proposal meets all requirements and to identify errors or inconsistencies that, if contained in the final proposal, may cause the proposal to be rejected or disqualified. The scoring worksheets may be used during the draft proposal review as a tool to facilitate the evaluation of responses, but responses are not be scored.

The Procurement Official and Legal staff review proposal Section xx, Contract, to determine if there are any concerns or deviations that are unacceptable to the state. The Procurement Official also reviews any preference criteria (e.g., DVBE, small business, etc.) documentation to ensure it complies with the RFP requirements and DGS regulations. Any concerns are noted and documented on the Evaluation Form.

6.5 Develop Confidential Discussion Agenda

Discuss how the issues, concerns and problems encountered during the draft proposal review are consolidated to develop a confidential discussion agenda. Discuss who organizes the meetings and develops the agendas. 

Discuss how advisors and subject matter experts are utilized, when appropriate, and what happens if the evaluators determine there are common or recurring problems through all the proposals. 

Discuss what happens if no proposals are received or if only one proposal is received. 

Indicate if the confidential discussion agendas need to be reviewed by Legal or management prior to their being distributed to the bidders. Indicate how the agendas are transmitted to bidders and how the confidential discussion meetings are scheduled. 

Describe the activities that are performed to complete the draft proposal evaluation process, including reporting progress to stakeholders, collecting and filing appropriate paperwork, adjusting the evaluation schedule, conducting lessons learned sessions, and issuing any addenda to the RFP.  

Once the Evaluation Team has completed their evaluations of a bidder’s proposal, the Project Procurement Manager compiles the evaluators’ comments from the Evaluation Forms. The Procurement Manager arranges a meeting to clarify and resolve questions and comments. The Procurement Official facilitates a team review of the combined Evaluation Forms, including any issues raised, and develops, through consensus, a list of topics for the confidential discussions with the bidder.  If necessary, the Evaluation Team may seek additional information from the evaluation advisors (e.g., DGS, Legal, etc.) or other subject matter experts. 

After the team completes the list of topics for the confidential discussions, the Project Procurement Manager assigns the next proposal for review and the evaluation process continues until all draft proposal submissions have been reviewed.  

After all proposal submissions have been reviewed, the Procurement Official uses the list of topics to develop the agenda for the confidential discussions. The Official sends the list of confidential discussion topics from the draft review to the appropriate bidders and schedules a meeting for confidential discussions with each bidder. 

7. Conduct Confidential Discussions

Describe how confidential discussions are conducted. Indicate who leads the discussion, who attends the discussion, what the sign-in procedures are and who takes minutes or notes (if anyone). Generally, the Procurement Official must be present and often Legal may be present as well. 

Discuss any training for the evaluation team, or pre-meeting instructions to clarify conduct. Indicate if the bidders are allowed to conduct presentations and how much time is allocated for each discussion. 

Describe the activities that are performed to complete the confidential discussion process, including reporting progress to stakeholders, collecting and filing appropriate paperwork, adjusting the evaluation schedule, conducting lessons learned sessions, and issuing any addenda to the RFP.  

The objective of Confidential Discussions is to discuss and clarify outstanding issues that the Evaluation Team has identified as concerns or potential deficiencies in the bidder’s draft proposal. This gives the bidders the opportunity to amend their solutions to more fully meet the needs and objectives of the project.

Prior to the first confidential discussion meeting, the Procurement Official and/or the Project Procurement Manager brief the members of the Evaluation Team on the format and protocol of the confidential discussion sessions. If appropriate, Legal staff may assist and participate in confidential discussions. 
The Procurement Official facilitates the confidential discussions. The Evaluation Team meets with each bidder team and discusses the comments to the proposal. Consultants or subject matter experts may also be called on to participate in parts of the confidential discussions, as needed. More than one confidential discussion session may be scheduled with each bidder if the project determines further clarification is necessary or desirable. 

At each Confidential Discussion, the Procurement Official provides a Sign-In sheet that is used to record the attendees’ names and the organization they are representing. All attendees, whether project and bidder staff, are expected to sign-in.

Throughout confidential discussions, the bidder is responsible for keeping whatever record they need of items discussed and any changes the bidder intends to make for the final proposal. The discussions are not for discussing proposal details or for bidder presentations. It is important to remember that oral statements made by either party during the confidential discussion cannot be relied upon and are not binding. The final evaluation process considers only the contents of the final proposal.

The confidential discussions are not meant to cause the bidder to make major changes to their proposal. The purpose is only to identify errors or inconsistencies that, if contained in the final proposal, may cause the proposal to be rejected or disqualified. The state does not guarantee that all such errors are identified during the draft proposal review.

Upon conclusion of the confidential discussions, bidders are encouraged to modify their proposals by incorporating changes and improvements necessary to make their proposal compliant. Ideally, the bidder makes changes that result in a higher evaluation score, and the project receives a proposed solution that more completely meets its needs and objectives.

8. Final Proposal Evaluation Process

The Final Proposal Evaluation Process begins with the receipt of final proposals and concludes after all final proposals have been scored. The Procurement Official and Project Procurement Manager conduct the evaluation preparations as discussed in Section 4.2. The following paragraphs outline the steps involved in the final Proposal Evaluation Process.

8.1 Receive and Log Proposal Submissions

Discuss the specific steps used to receive and log proposals from bidders. This section should be fairly standard. Indicate what happens if the proposal is late or incomplete. 

Discuss what happens if no proposals are received. 

As with prior submissions, the final proposal must be received by the date and time indicated in the RFP’s Key Action Dates.  Each participating bidder has the responsibility of providing the appropriate number of copies of their entire proposal.  The complete final proposal submissions must be delivered to the Procurement Official. Failure to meet this requirement results in automatic disqualification of the bidder.  

Upon receipt, the Official immediately date and time stamps the proposal and assigns a unique identification number to assist with tracking the proposal copies and materials. The Official verifies each proposal submission has been properly sealed and contains the appropriate number of copies. Delivered proposals must be in the quantity and format specified in RFP Section VIII, Bid Format. All proposals are placed in secured storage upon receipt.

The Cost proposal must be submitted sealed under a separate cover.  Cost proposals are stored by the Procurement Official and are not opened until the rest of the evaluation and scoring has been completed. 

After all proposals have been received, the Procurement Official removes the Master Copy of each proposal submission for retention by DGS. The remaining copies of the proposals are delivered to the Project Procurement Manager for storage at the evaluation site.

Revisions to the final proposals are not allowed after the final proposal due date specified in the RFP’s Key Action Dates. Any revisions received prior to the due date are processed in accordance with the guidelines in the RFP.
8.2 Review Proposals for Submission Requirements 

Discuss who verifies the proposals meet the submission requirements and how.  Indicate or reference the specific criteria used to evaluate the submission requirements. Submission requirements are generally not scored. 

Indicate what happens if any of the submission requirements are failed. If a proposal is disqualified, indicate when and how the bidder is notified, who performs the notification, and what paperwork is retained or sent to the bidder.

After all final proposals have been received, the Procurement Official reviews the submissions to ensure each of the proposals meets the submission requirements as stated in RFP. These requirements are evaluated as described in Appendix XX. This portion of the evaluation only reviews the proposals to ensure compliance with submission requirements. No judgment is made on the quality of the content. 

If any of the proposals fail the submission requirements, the proposal submission is deemed non-responsive and may be precluded from further evaluation. 

8.3 Conduct Final Evaluation Training

Discuss how final proposal evaluation training is conducted, who leads the training, who attends the training, and what topics are covered. Training for final proposal evaluations should be shortly before the final proposals evaluations are conducted, even as late as the first day of evaluations. The training should be used to remind evaluators of the procedures, objectives and conduct of the review. Conflict of interest and confidentiality should again be stressed as well as secure storage of the materials and not making any marks on the actual proposals. 

The training should include several examples and exercises to ensure evaluators have a common understanding of how to handle different types of scenarios and to reinforce the approach to the final evaluation review.

The final phase of the evaluation training is specific to the final proposal evaluation process and selection of a bidder. The purpose is to review the evaluation process, requirements, and selection criteria, and to train the evaluators on the use of the scoring tools, how scores are used to select a winning bidder, and the evaluators’ specific responsibilities during the evaluation process. 

The final proposal evaluation training is provided to the Evaluation Team during the first day of final proposal evaluations. The training is conducted by the Project Procurement Manager with assistance from the Procurement Official and covers the following topics. 

· Conflict of Interest and Confidentiality Reminder

· Proposal Storage and Review Procedures

· Overview of the Evaluation Process

· Objective of the Final Proposal Evaluation

· Approach to the Final Proposal Evaluation

· Deviations and Deficiencies Process

· Scoring Process

· Review of RFP Requirements

· Review of Evaluation Criteria

· Use of the Evaluation Forms and Scoring Worksheets

· Schedule of the Evaluation Process

· Evaluator Responsibilities

To ensure a consistent understanding of the scoring process and criteria, several exercises and examples are provided and discussed. 

8.4 Perform Final Evaluations

Final evaluations are comprised of two parts: ensuring a proposal is compliant with the RFP requirements and, for those proposals that are compliant, establishing a score according to the evaluation criteria. 

Discuss how final proposal reviews are conducted and who leads and manages the efforts. Indicate who performs assignments, if sub-teams are utilized, the procedures for review, and key criteria used to review the proposals.  If sub-teams are used, discuss how the teams communicate with each other. Indicate if proposal sections are reviewed concurrently or in sequence (e.g., Administrative requirements must be reviewed before Statement of Work or Project Management requirements are reviewed). 

Summarize how issues, concerns and questions with the proposals are documented, discussed and resolved. Indicate who coordinates the resolution of questions, and how additional advisors or subject matter experts are utilized when appropriate. 

The Project Procurement Manager makes assignments for the review. Members of the Evaluation Ream individually review each proposal one at a time. Each evaluator is charged with conducting an in-depth evaluation of the assigned proposal.  Evaluators may be asked to read the entire proposal or only a portion of a proposal, based on their expertise. Each proposal is reviewed by at least two evaluators. 

8.4.1 Review Proposal Materials

Indicate or reference the specific forms and worksheets used during the review, who collects these materials, and how they are used. Describe any discussions and meetings which occur during the review process. 

The focus in this section is on the process. Information on scoring corporate references (if they are scored) should be placed in Section 11 of the template.

If desired, the individual sections of the proposal may be discussed as subsections, as shown in the template. This may be appropriate to clarify how the sections are reviewed and key criteria for review of each section.

The Evaluation Team begins its evaluation by repeating the review and evaluation procedures completed for the draft proposal.  Evaluators identify areas of the proposal that are unclear or do not meet the requirements as stated in the RFP and document these potential material deficiencies on the Evaluation Form. 

The final proposals particularly are reviewed for:

· Compliance with all Administrative, Statement of Work, Project Management, and Technical requirements (refer to Appendix XX for more on these criteria)

· Any “qualifiers”, assumptions or conditions placed on the proposal; conditional proposals are not acceptable and may be deemed non-responsive

· Areas where a proposal appears to be non-responsive, defective, or is unclear

Each possible material deficiency is documented on the Evaluation Form that is provided to the Project Procurement Manager at the end of the review. The Project Procurement Manager is responsible for tracking any possible material deficiencies for discussion with the entire Evaluation Team. 

The first part of the review determines if the proposal meets all requirements and is free of material deviations. If a proposal is determined to meet all RFP requirements, the second portion of the review focuses on the evaluation of the scorable requirements. The scoring worksheets are used to establish a score for the various areas of the proposal and make notes of areas of concern. The focus of the scoring review is on how well the proposal addresses the requirement, the users’ needs, ease of operation, and maintainability of the system. The scoring sheets are used in the later discussion meetings to establish a raw score. 

Administrative, Statement of Work and Project Management Requirements

The Administrative, Statement of Work, and Project Management requirements are mandatory requirements and are evaluated on a pass-fail basis. If the response to any of these requirements is found to be lacking or incomplete, the proposal may be deemed non-responsive which may preclude the proposal from further evaluation. If a proposal is deemed non-responsive and precluded from further evaluation, all bidders’ proposals deemed non-responsive for the same reason(s) are precluded from further evaluation.

Staffing/Staff Resume Requirements

One of the key areas to discuss is verification of staff resumes. It is important to note any former or current state staff who may be proposed by a bidder. There are certain restrictions on state staff which must be observed; refer to Public Contract Code Sections 10410-10412 for more information ( http://www.leginfo.ca.gov/cgi-bin/calawquery?codesection=pcc&codebody=&hits=20 ).  

In addition, it is important to determine how resumes will be evaluated and scored for adherence to requirements and years of experience. The following situations should be considered and should be used in training materials.

· A person is working multiple projects concurrently and claiming experience for more than one of those projects (can a person claim experience time for both projects, or is experience counted strictly as calendar time?).
· A person ends one project and starts another in the middle of the month or in the same month (which project is accrued credit for the month, are partial months counted?).
· A person’s description of the activities do not seem to match the job title or RFP experience requirements (what takes precedence: the title or the responsibilities).
· A person is being proposed for multiple roles on the project (how are points assigned for scoring?).
· A person is being proposed as only part-time for a key position.
· Multiple persons are being proposed for a position, the persons are  both part-time and one does not meet the experience requirements.
Discuss what happens if a resume is determined to be non-compliant for key staff positions and non-key staff positions. Indicate if resumes are scored or simply pass-fail. 

Indicate if resumes for subcontractors are required (generally if a subcontractor is providing a certain percentage of the work). Indicate what happens if the subcontractor resumes are non-compliant.

The objective in evaluating staff resumes is to validate the staff members proposed by the bidder have the required experience and qualifications necessary to meet the needs of the project. The Evaluation Team reviews the resumes against the required qualifications contained in the RFP and scores the resume based on the defined criteria. Information contained in the resume may be verified through reference checks. The bidder is required to submit current resumes for proposed staff members for the project. 

Each resume is first checked to ensure all mandatory requirements have been met. After it is determined the resume is compliant with the RFP requirements, the resumes for key staff are scored. No points are awarded for meeting the mandatory requirements. Points are only awarded for the desirable qualifications and experience. 

If the primary bidder intends to utilize a subcontractor for 20% or more of the total cost of the contract, each subcontractor key staff member must submit resumes for their staff and complete three (3) references for each staff member. Reference contacts cannot be individuals currently working for the prime bidder whom the subcontractor would support for this bid.

Project Management Plans Requirements

Indicate how the project management plans will be evaluated and indicate or reference the specific criteria to be used to evaluate the plans. Indicate the purpose of evaluating the plans and how they will be scored. 

The objective in evaluating and scoring the project management plan is to validate that the bidder has a comprehensive, detailed, well-organized project management approach specific to the project’s needs that is capable of guiding the project through all project phases. 

The RFP requires that the bidder submit a Project Management Plan describing their proposed approach to managing the project. In addition, a xxx plan and xxx plan are required. The plans are scored using the scoring worksheets in Appendix XX. These scoring worksheets are organized into four different components, each containing a list of subcomponents and considerations relevant to the specific plan.

The evaluators review the proposed Project Management Plan to determine how well the bidder has addressed each component, and award points on a scale of zero to four.  To assist the evaluators in making their determinations, each subcomponent in the scoring sheets is followed by a list of relevant considerations.

Technical Requirements

Discuss how the technical requirements will be evaluated and indicate or reference the specific criteria to be used. 

In some cases, data center staff may need to assist with evaluation of a technical solution to ensure compatibility with existing data center infrastructure and services. Indicate how data center staff are involved and the focus of their review. 
The bidders’ responses to each of the technical requirements of the RFP are evaluated to ensure the bidder has agreed to the requirement. When a requirement calls for a description of the bidder’s approach to a requirement, the proposal is verified to determine a response has been provided. The description of the approach is scored according to the criteria in the scoring worksheets (refer to Appendix XX). If the response to any of these requirements is found to be lacking or incomplete, the proposal may be deemed non-responsive and preclude the proposal from further evaluation.

8.4.2 Conduct Reference Checks

Discuss how proposed staff reference checks are performed. The focus in this section is on the process. Information on scoring references (if they are scored) should be placed in Section 11 of the template. 

Indicate who performs the reference checks and how. Indicate how many references will be checked and what happens if the evaluator(s) cannot reach the reference (and if this impacts any scores). Indicate or reference the specific questions and criteria used to evaluate the references and any worksheets or forms used to record responses and evaluate the response.

Discuss minimum and maximum number of references to be checked, minimum number of attempts to contact a reference, and estimated amount of time dedicated to checking references (e.g., three business days, one week, etc.). Discuss what happens if a contact is no longer with the company, is on vacation, or declines to respond to the questions. 

Describe what happens after reference checks are performed, and what happens if a negative reference check is received or if no references for a proposed staff member can be reached. Is the staff member rejected? Is the staff member given a low score or no score?

Indicate if subcontractor references are checked and scored (from a process perspective).

The Evaluation Team reviews and contacts at least three (3) references for each key staff member identified by the bidders. References must be for projects within the past five (5) years. At least one (1) of the reference projects must be of a similar size and scope to this project. The team conducts reference checks during normal business hours (Monday through Friday, 8am to 5pm, PT) during the dates identified in RFP’s Key Action Dates. 

If the reference check was performed during draft proposal review, the work is not repeated at the Final Proposal unless new information is provided or the proposed Key Staff have changed.  

The Evaluation Team conducts reference checks using the Reference Contact Forms completed by the bidders and the Reference Check Questionnaire. Two evaluators jointly conduct each reference check using a speakerphone. One evaluator asks the reference contact the defined questions, while the other evaluator takes notes. 

The evaluators may send a copy of the Reference Check Form, along with a letter of explanation, to each reference prior to the interview.  The reference is asked to fill out or confirm the Reference Check Form and either mail or fax their response back to the Evaluation Team.  The telephone interview is used as follow up, to gather clarifying information, if necessary, or to go through the questions if the reference did not fill it out and return it.

If the contact cannot be reached, the evaluators leave a message or try to arrange a specific time for follow-up. The evaluators make three (3) attempts to contact the reference contact. If the third attempt is unsuccessful, a note is made on the Reference Check Form and no further attempts are made. If the contact person is not available or has left the company, the evaluators attempt to contact the reference contacts’ replacement or manager. 

Reference checks are conducted for proposed members of the project team. A Reference Check Form specific to the requirements of each position is used to determine whether or not the mandatory requirements have been met. The Reference Check Forms are composed primarily of closed-ended questions requiring yes/no or multiple-choice answers.  This format was chosen in order to maximize the objectivity of the reference validation. The forms also include a blank area after each question for the reference or the interviewer to note any comments that may be provided voluntarily by the reference.

If none of the reference contacts can be reached after three (3) attempts or if a negative response is received from customer, the reference check receives a lower score. 

Subcontractor References

If the primary bidder intends to utilize a subcontractor for 20% or more of the total cost of the contract, each subcontractor must complete three (3) company references. Reference contacts cannot be individuals currently working for the primary bidder whom the subcontractor would support for this bid. 

8.5 Discussion Meetings

Discuss how the results of the evaluators/sub-teams are reviewed and discussed. Indicate how possible deficiencies are documented, reviewed and validated. Discuss what happens if a bidder is determined to be non-compliant with the requirements. Indicate what happens if none of the proposals are compliant with the requirements or if only one of the proposals is compliant. 

Discuss what paperwork and worksheets are used to document the results of the proposal reviews. Indicate if scoring is done now or after the oral interviews/presentations. 

Describe the activities that are performed to complete the proposal review process, including reporting progress to stakeholders, collecting and filing appropriate paperwork, adjusting the evaluation schedule, conducting lessons learned sessions, and preparing for scoring.

For each proposal, discussion meetings are convened to review the results.  The objective of these meetings is the sharing of information and preliminary results to assure that each evaluator has a consistent understanding of the criteria item being scored and has thoroughly examined the material presented in the proposal.  If individual evaluators have questions or issues resulting from their evaluations or if some individual reviews seem aberrant, these meetings are the opportunity for discussion and clarification.  

After the review of each proposal is complete, the Procurement Official convenes a meeting to discuss the proposal comments and the Evaluation Forms. The Evaluation Team is responsible for determining, through group consensus, whether a material deficiency exists. The Evaluation Team may request legal support from DGS Legal and/or OSI Legal in evaluating possible material deficiencies. Final proposals that contain material deviations are disqualified and are not given further consideration. If a proposal is deemed non-responsive and precluded from further evaluation, all bidders’ proposals deemed non-responsive for the same reason(s) are precluded from further evaluation.

8.6 Conduct Oral Interviews

Indicate if oral interviews of proposed staff or key staff will be conducted. If interviews will not be conducted, indicate in this section the rationale for omitting the interviews.

Describe the process for conducting interviews, who schedules the interviews, who facilitates the interviews and the questions or agenda for the interviews. If appropriate, indicate how the interview questions are developed based on the review of the final proposal and staff resumes.

Indicate if any minutes or notes are taken and, if interviews are scored, how they are scored.

The intent of the oral interviews is to validate the information provided by the bidder in its final proposal. Oral interviews of key staff may be used to confirm staff experience and qualifications, and to obtain more information regarding a bidder’s proposed solution. The Procurement Official is responsible for scheduling the oral interviews with the bidders. The Project Procurement Manager is responsible for securing appropriate meeting facilities.

The Evaluation Team develops the question set for each bidder prior to the interview, based on the results of the reference checks and proposal review. The questions asked of each bidder may differ depending on the information contained in the bidder’s proposal, but generally are in the following areas:

· Bidder’s proposed technical approach

· Bidder’s proposed project management approach, philosophy, and past practices

· Specific experience of key personnel that demonstrates his/her qualifications

The Procurement Official facilitates the oral interviews with each bidder’s proposed key staff. Each bidder’s oral interview generally lasts two to three hours. 
8.7 Observe Bidder Presentations and Demonstrations

Indicate if bidder presentations and/or demonstrations of existing systems or products will be conducted. If presentations or demonstrations are not conducted, indicate why not. 

Describe the process for the bidder presentations/demonstrations. Indicate who facilitates these meetings, where they are held, who pays for travel (if appropriate), and the purpose of the meeting. Indicate who attends the presentation/demonstration and if any minutes or notes are taken. 

If specific criteria are used to observe and score the presentation/demonstration, indicate or reference the criteria and indicate how scoring will be conducted.
8.8 Determine Raw Scores 

Discuss who is involved in computing the raw scores and facilitating the scoring discussion. Discuss what happens in the event of a disagreement among evaluation team members.

Discuss how the final proposals, interviews and presentations/demonstrations are used to achieve a final raw score. Summarize the scoring approach, referring to Section 11 (of this template) for the detailed scoring methodology. 

Indicate if a proposal must achieve a minimum score to be considered compliant, and what happens if a proposal does not meet this minimum. 

Indicate or reference the required forms and worksheets which must be completed.

Describe the activities that are performed to complete the final proposal evaluation process, including reporting progress to stakeholders, collecting and filing appropriate paperwork, adjusting the evaluation schedule, conducting lessons learned sessions, and preparing for the cost opening.

After each proposal has been evaluated and found to be compliant with the mandatory requirements by the Evaluation Team, it is scored. The Evaluation Team utilizes the Evaluation Forms and the information obtained during the oral interviews to score the proposals. 

A proposal achieves a satisfactory score, if it achieves at least 70% of the total possible mandatory scoreable points. Proposals receiving less than a satisfactory score are deemed non-responsive and rejected. 

The Evaluation Team calculates a raw score for each area of the bidder’s proposal and sums the area totals using the Raw Score Worksheet to achieve the raw score. After completion of this step, the Evaluation Team submits the worksheets to the Procurement Official for inclusion in the procurement file. Refer to Section 11 for more information on the scoring criteria.

Upon completion of the scoring effort for all proposals, the Procurement Official confirms the date of the Public Cost Opening with all participating bidders and interested parties. 

9. Final Cost Evaluation Process

9.1 Public Cost Opening

The Procurement Official usually facilitates the public cost opening. This section should be fairly standard. 

After the raw scores have been determined for all of the final proposals, the Procurement Official conducts a public cost opening, according to the date in the RFP’s Key Action Dates. 

At that time, the cost proposals from the final proposal submissions are opened and the costs are read. The raw score for each bidder also is publicly displayed at the cost proposal opening.  Final proposals containing material deviations are not eligible to have their pricing proposals opened. No questions or other presentations are made at the cost opening. 

9.2 Evaluate Cost Proposals 

Discuss how the cost proposals are validated and evaluated. At a minimum, mathematical checks must be performed to ensure all figures total and cross-check correctly. In addition, the team should consider if the costs proposed are compatible with the technical approach proposed by the bidder (e.g., if the bidder if proposing specific new hardware and software, those items should be included in the cost proposal, in most cases).  Discuss how these types of discrepancies (mathematical and/or missing technical components). 

The proposed costs may be validated by the data center, by an independent reviewer (e.g., DOF, IV&V, and special consultant) and/or verified using industry tools for cost estimation. 

Discuss how cost proposals will be scored. Refer to the appropriate forms and worksheets for the specific evaluation criteria and scoring instructions.  Discuss what happens if the costs are significantly higher than expected. Discuss what happens if none of the cost proposals are compliant with RFP requirements.

Indicate if any contract negotiations take place, and when in the process they take place.

After the public cost opening, the Evaluation Team convenes to evaluate the cost proposal. The team performs mathematical checks of all the cost sheets and verifies all required information has been provided. Team members carefully review the information provided to determine if the Bidder has presented the project costs in the format prescribed by the RFP requirements and is consistent with the project management and technical approaches described in the proposal. Scores are assigned based on the criteria defined in Section 11.
Pricing proposals that contain material deviations from the requirements of the RFP are disqualified and the final proposal is given no further consideration.  

Cost proposals are checked for mathematical accuracy and adjusted as appropriate at the state’s discretion. Cost points for each proposal is awarded on a relative basis, with the lowest total cost in each category being awarded the maximum points. Points are rounded to the nearest whole number. 

The points are awarded using the following formula:

(lowest cost bid / bidder’s cost bid) * maximum points for the category = awarded points

9.3 Calculate Final Scores

Discuss how the cost scores and raw scores are combined to establish a final score. Discuss the weighting of cost vs raw scores. DGS generally recommends a 50-50 or 60-40 split. 

Discuss what happens if there is a tie score. 

The Evaluation Team calculates the final scores for each compliant proposal. The total score is weighted at xx percent raw score (administrative, SOW, project management, and technical sections) and xx percent cost score. After the total score has been calculated, any appropriate preference criteria is applied (e.g., DVBE, small business, etc.) to achieve a final score. Each Evaluation Team member must certify and sign each bidder’s score as being accurate.

The Procurement Official selects the best value proposal on the basis of the highest final score among all final proposals that are fully responsive to the RFP.  

9.4 Application of Preference Criteria

If appropriate, discuss how preference criteria are applied to the final scores and how this affects scoring. The following are the typical preference criteria which may be claimed and the required DGS form. 

· Disabled Veteran Business Enterprise (DVBE) Participation – DGS STD Form 840

· Small and Micro-Business – copy of small business certification letter

· Enterprise Zone Act (EZA) – DGS STD Form 831S

· Target Area Contract Preference Act (TACPA) – DGS STD Form 830

· Local Military Base Recovery Act (LAMBRA) – DGS STD Form 832

The Procurement Official will guide the application of these criteria. Refer to the DGS website for general information on application of preference criteria (http://www.pd.dgs.ca.gov/disputes/default.htm). 

Discuss how the final score is arrived at.  Describe the activities that are performed to complete the final scoring process, including reporting progress to stakeholders, collecting and filing appropriate paperwork, adjusting the evaluation schedule, and conducting lessons learned sessions.  

If appropriate, the Procurement Official applies preference criteria to the final scores before determining the best value. The following are the typical preference criteria. DGS assists in applying the criteria according to the current regulations. 

10. Vendor Selection Process 

10.1 Develop the Evaluation and Selection Report

Discuss who creates the evaluation and selection report, the format of the report and who receives the report. Discuss who must approve the report.

The final step in the evaluation process is preparation of the Evaluation and Selection Report.  The Procurement Official and Project Procurement Manager are responsible for preparing the Evaluation and Selection Report, which includes a brief description of the results of the evaluation and the recommendation for award.  The Evaluation and Selection Report is submitted to DGS and other stakeholders for review and approval. (Refer to Section 2.4 for a list of the approvers.)

10.2 Notice of Intent to Award

Discuss how the Notice of Intent to Award is issues, generally by DGS. 

Discuss what happens during the protest period and what happens if a protest is filed. Discuss who coordinates the protest (generally DGS) and how the project is involved. Indicate what happens if the protest is determined to be with or without merit. 

Indicate what happens when once the protest is resolved or if no protest is filed. Discuss how the contract is awarded. Describe the activities that are performed to complete the final selection process, including reporting progress to stakeholders, collecting and filing appropriate paperwork, and conducting lessons learned sessions.

DGS and other stakeholders review the Evaluation and Selection Report provided by the Evaluation Team to determine if the procurement guidelines were appropriately followed and if the selection meets the criteria specified for the evaluation. Upon completion of this review and resolution of any issues or questions, DGS issues a Notification of Intent to Award. The notice is sent to all bidders and publicly posted on the DGS website. 

Bidders have five (5) working days in which to protest the contract award. A protest occurs when a bidder believes that his/her proposal should have been selected in accordance with the selection criteria in the solicitation document. 

If a protest is filed, the Procurement Official is responsible for responding to and coordinating the resolution of the protest. If no protest is received within five working days, the contract is awarded to the selected bidder. The Procurement Official facilitates the final approval and signatures for the contract. 

11. Scoring Methodology Summary

Summarize the point values and scoring methodology for the various proposal sections, including when scores are weighted or averaged (such as for reference checks), how cost points are assigned, and the final cost/raw score weighted percentages. Indicate which (if any) preference criteria apply or if any preference criteria are mandatory. Detailed criteria should be included in appendices. 

Discuss how mandatory, pass-fail requirements are handled and if they are scored. Discuss the score ratings and what the values mean (i.e., include any clarifications or changes to Table 3). 

Discuss how the proposal areas are weighted and if there are minimum scores in the areas to be considered passing. 

The following is an example of scoring for the reference check section.

Determine Reference Check Score

Reference checks are conducted for proposed members of the project team. A Reference Check Form specific to the requirements of each position is used to determine whether or not the mandatory requirements have been met. The Reference Check Forms are composed primarily of closed-ended questions requiring yes/no or multiple-choice answers.  This format was chosen in order to maximize the objectivity of the reference validation. The forms also include a blank area after each question for the reference or the interviewer to note any comments that may be provided voluntarily by the reference.

If none of the reference contacts can be reached after three (3) attempts or if a negative response is received from customer, the reference check receives a score of zero for the reference. 

Each of the three references may earn a total of xx points for responses in the different subject areas. The points are summed by subject area, and weighted.  

This weighting is necessary because the number of questions in each set varies, and because the subject areas do not have the same value. To determine the weighting, the sum of the points in each subject area is divided by the highest number of points possible for that area. Then, the result is multiplied by the value of the subject area.  The weighted points for the subject areas are then added to produce a score for the corporate reference.  Thus, 

(Raw Area 1 Score / Maximum Points Possible in Area) * Value of Area = Total Area Weighted Points

Table 2. Reference Check Scoring and Weighting Example

	
	Raw Area Score
	Max Possible
	Value of Area
	Area Total

	Reference Check Area 1 
	15
	20
	35
	26.25

	Reference Check Area 2 
	20
	20
	35
	35

	Reference Check Area 3 
	10
	40
	30
	7.5

	Corporate Reference Check #1 Total
	68.75


This process is applied to all three references.  The scores for all three corporate references are then combined to yield a raw score for the reference checks.  

Subcontractor References

If the primary bidder intends to utilize a subcontractor for 20% or more of the total cost of the contract, each subcontractor key staff must complete three (3) references. Reference contacts cannot be individuals currently working for the primary bidder whom the subcontractor would support for this bid. 

Subcontractor reference evaluations shall be included in the scoring after the prime bidder’s reference check total has been computed. The subcontractor score is computed in the same fashion as for the prime. After the subcontractor’s raw reference check score has been computed, the prime and subcontractor scores are combined by weighting the references as shown below, depending on the number of subcontractor companies proposed by the prime.

(Prime Bidder’s Score * weight) + (subcontractor score * weight) = Final Reference Check Score

Table 3. Subcontractor Reference Check Weighting

	# of Subcontractors
	Prime Vendor
	Subcontractor 1
	Subcontractor 2
	Subcontractor 3

	0 Subcontractors
	1.00
	0
	0
	0

	1 Subcontractor
	0.75
	0.25
	0
	0

	2 Subcontractors
	0.5
	0.25
	0.25
	0

	3 Subcontractors
	0.25
	0.25
	0.25
	0.25


Proposals may earn up to xxx points for their responses to the requirements of the RFP. The points allocated to the various areas are shown in the table below, along with the RFP reference.

Table 4. Summary of Scorable Areas

	RFP Area
	Maximum Score
	RFP Reference

	Administrative Requirements
	
	

	Statement of Work Requirements
	
	

	Project Management Requirements
	
	

	Staffing/Staff Resumes Requirements
	
	

	Project Management Plan Requirements
	
	

	Reference Check Requirements
	
	

	Technical Requirements
	
	

	Cost Requirements
	
	

	TOTAL
	xxx
	


The point definitions used in the scoring worksheets are as follows.

Table 5. Point Scoring Definitions

	Score
	Value
	Description

	0
	Not Applicable
	The proposal response does not address the requirement or the response does not describe experience related to this requirement.

	1
	Poor
	The proposal response minimally addresses the requirement, but one or more major components or considerations for this requirement are not addressed. There is a low degree of confidence in the bidder’s response or proposed solution.

	2
	Acceptable
	The proposal response addresses the requirement adequately, but minor considerations are not addressed. There is an acceptable degree of confidence in the bidder’s response or proposed solution. 

	3
	Good
	The proposal response fully addresses the requirement and provides a good quality solution. There is a good degree of confidence in the bidder’s response or proposed solution.

	4
	Very Good
	The proposal response addresses all considerations of this requirement and includes innovative or cost-saving approaches. There is a high degree of confidence in the bidder’s response or proposed solution. 


APPENDICES

Appendix A :  Schedule of Evaluation Events

Include the tentative schedule of events for the evaluation process. This schedule will need to be updated throughout the process once the number of bidders is determined.

Typical activities have been included in the template’s tables. Additional activities may be added as appropriate. The schedule below shows typical activities and timeframes. The starred items are dependent on the number of proposals received. Note that some of the activities may overlap (e.g., review of proposal sections and reference checks). 

The tentative evaluation schedule for proposal evaluations is presented below. Changes to these schedules may be necessary based on the number of proposals received. The Procurement Official and Project Procurement Manager finalize the schedule prior to the Evaluation Team starting the reviews.

Table 6. Letter of Intent Review Schedule

	Activity
	Start Date
	Completion Date

	Submission Format Review
	
	

	Letter of Intent Materials Review, including Corporate Qualifications, Financial Review and Bondability/Letter of Credit
	
	

	Evaluator Orientation and Conflict of Interest Review
	
	

	Corporate Reference Checks
	
	

	Evaluation Team Meetings to Discuss Results of Reviews
	
	


Table 7. Draft Proposal Review Schedule

	Activity
	Start Date
	Completion Date

	Submission Format Review
	
	

	Evaluator Orientation
	
	

	Concurrent Administrative, SOW, PM, and Technical Reviews and Reference Checks
	
	

	Evaluation Team Meetings to Finalize Confidential Discussion Agendas
	
	


Table 8. Confidential Discussions Schedule

	Activity
	Start Date
	Completion Date

	Schedule Confidential Discussions with Bidders
	
	

	Send Confidential Discussion Agendas to Bidders
	
	

	Evaluation Team Confidential Discussion Briefing
	
	

	Bidder 1 Confidential Discussion
	
	

	Bidder 2 Confidential Discussion
	
	

	Bidder 3 Confidential Discussion
	
	

	Bidder 4 Confidential Discussion
	
	

	Bidder 5 Confidential Discussion
	
	


Table 9. Final Proposal Review Schedule

	Activity
	Start Date
	Completion Date

	Submission Format Review
	
	

	Evaluator Orientation
	
	

	Concurrent Administrative, SOW, PM and Technical Reviews – Pre Oral Interviews
	
	

	Reference Checks
	
	

	Evaluation Team Meetings to Develop Oral Interview Questions
	
	

	Oral Interviews
	
	

	Bidder 1 Oral Interview
	
	

	Bidder 2 Oral Interview
	
	

	Bidder 3 Oral Interview
	
	

	Bidder 4 Oral Interview
	
	

	Bidder 5 Oral Interview
	
	

	Evaluation Team Meeting to Score Administrative, SOW, PM, Reference Checks and Technical Components
	
	

	Public Cost Opening
	
	

	Cost Proposal Review and Scoring
	
	

	Develop Evaluation and Selection Report
	
	

	Organize Acquisition File
	
	

	Finalize Evaluation and Selection Report and have all Evaluation Members sign it
	
	


Appendix B :  Evaluation Forms

List and/or include the forms to be used for evaluation purposes. These forms should indicate the criteria to be used to determine if a scorable requirement has been met as well as how to document issues, concerns, or potential deficiencies and deviations.

Provide any additional instructions for the evaluators on the forms to ensure the forms are clear. 

Indicate the location and/or iManage number of the forms. Indicate who receives the completed forms, and which forms are considered working papers vs. official procurement records. 

Appendix C :  Reference Check Form and Questions

List and/or include the forms and questionnaire(s) to be used for checking corporate and individual references. These forms should indicate the criteria to be used to reference checking and the process for their use. A sample telephone script may be included to help ensure uniformity of process. 

Provide clear instructions to the evaluators and be sure to train the evaluators on the use of the forms. Describe how to handle the cases where the contact cannot be reached (due to sickness or vacation), the contact no longer works for the company, when no one remaining at the company has worked with the bidder, and when the contact declines to answer the questions. 

Indicate if the forms are to be completed by the reference contact prior to the reference check interview, if the forms are to be completed by the contact and submitted with the bidder’s proposal, or if the questions are merely asked over the telephone. 

If appropriate, indicate the scoring criteria and scoring instructions. 

Indicate the location and/or iManage number of the forms. Indicate who receives the completed forms, and which forms are considered working papers vs. official procurement records.

This questionnaire is to be used as a guideline to capture information.  

When the Score column is blank, rate the evaluation category using the following scale. Comments must be included from interviewee when very good, poor or unknown/not applicable scores are recorded.

0 – unknown or not applicable; provide comment explaining why

1 – poor; provide comment explaining why

2 – acceptable

3 – good

4 – very good; provide comment explaining why.

When a "Y" (Yes), "N" (No) or "N/A" (Non-Applicable) appears in the Score column circle the appropriate response and provide a supporting comment, if applicable.

Appendix D :  Scoring Worksheets

List and/or include the forms and worksheets to be used to score the proposals. These forms should include the specific criteria and how to tally points to achieve a raw score for the component and/or area. 

Provide clear instructions to the evaluators, even though the Procurement Official and Project Procurement Manager will lead the scoring. Indicate if minimum scores must be met to be considered compliant. Indicate what happens if some or all of the criteria are not met. 

Indicate the location and/or iManage number of the forms and worksheets. Indicate who receives the completed forms, and which forms are considered working papers vs. official procurement records. Where appropriate, indicate if the evaluation team must sign or initial the completed forms for the procurement file. 
The following are some sample forms and worksheets from prior procurements. 

Corporate Financial Requirements

The following are the corporate financial requirements. These mandatory requirements will be evaluated on a pass-fail basis. Letters of Intent that do not meet ALL of these mandatory requirements must be rejected. 

Table 7. Corporate Financial Requirements

	RFP Reference
	Corporate Financial Requirements
	Yes
	No

	
	Has the bidder provided financial information for the immediately preceding three (3) years?
	
	

	
	Have the bidder supplied either:

-Audited financial statements certified by an independent CPA?

-Bidder’s most recent Form 10-K statement?

-If the form 10-K is more than nine (9) months old, has the company president or Chief Financial Officer certified the 10-K statement as being accurate?

-Vendor tax returns for the immediately preceding three (3) years?

-Other documentation that is acceptable to the state?
	
	

	
	Has the bidder provided a signed letter indicating there is no current or pending litigation against the company, or listed the specific pending litigation cases?
	
	

	
	Has the bidder provided the completed Corporate Reference and Experience Matrix?
	
	

	
	Has the bidder provided a letter of bondability from a California surety company?
	
	


Submission Requirements

The following are the proposal submission requirements. These mandatory requirements will be evaluated on a pass-fail basis. Final bids that do not meet ALL of these mandatory requirements must be rejected. These requirements must be met before any other proposal evaluation is performed. 

Table 8. Submission Requirements

	RFP Reference
	Submission Requirements
	Yes
	No

	
	Was the proposal submission received by the date/time listed in the RFP’s Key Action Dates?
	
	

	
	Are all proposal copies in sealed containers labeled with: 

-Name of the Contractor

-RFP xxx-xxxxx
-(Draft or Final) Proposal
	
	

	
	Were xx paper and xx electronic copies received?
	
	

	
	Are there one signed, original paper copy and one electronic copy of the proposal marked “MASTER COPY”?
	
	

	
	Were all volumes of the proposal provided separately in three ringed binders?
	
	

	
	Is the cover letter 

- printed on the bidder’s official letterhead?

- contain the title of the official who will sign the bid

- devoid of all cost information?
	
	

	
	Do figures, tables, charts, and graphs have index numbers referenced in the text and the Table of Contents?
	
	

	
	Were the following sections included in Volume 1?
	
	

	
	
Table of Contents 
	
	

	
	
Part 1- Executive Summary
	
	

	
	
Part 2 – Response to Administrative Requirements and Statement of Work
	
	

	
	
Part 3 – Response to Technical Requirements
	
	

	
	Were the following sections included in Volume II?
	
	

	
	Contract
	
	

	
	Cost Table 1 – 
	
	

	
	Cost Table 2 – 
	
	

	
	Cost Table 3 – 
	
	

	
	DVBE Documentation
	
	

	
	Other Preference Documentation
	
	

	For the Draft Proposal Submission

	
	Is all dollar cost information replaced by XXXs in both Volume 1 and II?
	
	

	
	Are the DVBE percentages and/or dollar cost values represented as XXXs in Volumes I and II?
	
	

	For the Final Proposal Submission

	
	Is the cover letter signed by an official authorized to contractually bind the company?
	
	

	
	Was the cost proposal submitted separately, marked as “cost proposal” and sealed?
	
	

	
	Is all dollar cost information replaced by XXXs in Volume I?
	
	

	
	Are the DVBE percentages and/or dollar cost values presented as XXXs in Volume I?
	
	

	
	Does Volume II contain the completed and signed contract, with state approved contract language and with all appropriate blanks completed?
	
	

	
	Does Volume II contain the completed STD Form 213
	
	

	
	Is the STD Form 213 signed by the official who signed the cover letter?
	
	


Confidential Discussion Agenda

A Confidential Discussion Agenda, in the format provided below, will be prepared for each Bidder that submits a Draft Proposal.

	Bidder’s Name: _______________________________________________________

Confidential Discussion Date/Time: _______________________________________



	Item Number
	RFP Reference
	Proposal Reference
	Issue/Question/Concern

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	4. 
	
	
	

	5. 
	
	
	

	6. 
	
	
	


Final Evaluation Worksheet

This form is used to document the final scores for each of the bidder’s final bids. One form will be completed for each bidder. 

	RFP OSI-xxx

XI.28 - Final Evaluation Worksheet

Vendor Name: ___________________________



	Evaluation Item
	Maximum Score
	Vendor’s Score or Rating

	1.  Bid Opening/ Content Validation
	
	

	     Content of Requirements met?
	N/A
	Yes/No

	If yes, continue otherwise stop at this point
	
	

	2.  Statement of Work Requirements
	
	

	     SOW requirements met?
	N/A
	Yes/No

	If yes, continue otherwise stop at this point
	
	

	3.  Administrative Requirements
	
	

	     Requirements met?
	N/A
	Yes/No

	If yes, continue, otherwise stop at this point
	
	

	4.  Contract Review
	
	

	     Material Deviations?
	N/A
	Yes/No

	If No, continue, otherwise stop at this point
	
	

	5.  Qualification Totals
	
	

	     Corporate References
	350
	

	     Project Documents
	160
	

	     Project Manager References
	150
	

	     Staff Qualifications and References
	340
	

	     
	
	

	6.  Business Solution Totals
	1000
	

	
	
	

	Cost Evaluation
	
	

	   7.  Is Business Solution score greater than 700?
	N/A
	Yes/ No

	If yes, continue, otherwise stop here
	
	

	   8.   Total Cost Score based on criteria
	1000
	

	
	
	

	9.  Total Score for Bid
	2000
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