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EVALUATION COMMITTEE GUIDELINES

FOR THE REVIEW OF REQUESTS FOR PROPOSALS
The Evaluation Committee is charged with the responsibility of determining which responses should result in the final selection of proposals as a consideration of award.  

1. The primary mission of the committee includes:

a. Review of all responses received to the solicitation, using the solicitation and the evaluation criteria as benchmarks

b. Individually rate each response

c. Meet in executive session to evaluate, discuss and determine final ratings

d. Keep accurate records of all meetings, conferences, oral presentations, evaluations and decisions (a recording secretary should be a part of the committee)

e. Issue a final report and recommendation to the department.

2. Evaluation Committee members shall:

a. Be familiar with the technical and cost aspects of the procurement and must be qualified (possess the expertise) to perform an independent and realistic appraisal of the responses.  

b. Keep the proposal packages confidential

c. Not discuss or reveal the responders or the packages with others

d. Not divulge information to anyone regarding the recommendation for award, until proper action has been completed.  

e. Check references of firms using Sample Reference Letter (Enclosure A).

3. The Evaluation Chairperson will:

a. Inform all members in writing of the date, time and location that the

 Evaluation Committee will convene to being the review and evaluation   

 process of each proposal submitted

b. Distribute to each Evaluation Committee member a copy of the proposals, the RFP and the criteria with weighted evaluation criteria

c. Appoint or assign a recording secretary to prepare the minutes of all committee meetings. Committee meetings are not required to be type-recorded; however, if tapes are made, they are to be retained and will be public information.

d. Forward any concerns or exceptions that are found in the responses to the Purchasing Department, in writing, for handling.

4. The Procurement Department Member will:

a. Not be a voting member.
b. Follow all committee guidelines with adherence to evaluation committee member responsibilities above in Paragraph 2 and to the chairperson’s responsibilities above in Paragraph 3.

c. Facilitate the committee with a commitment to the established procurement process:
1. Manage the evaluation process from start to finish. 

2. Ensure the integrity of the evaluation process as well as fair and open competition.

3. Ensure compliance with RFP requirements such as criteria compliance.

4. Distribute the code of ethics if not previously provided.  Refer to Enclosure D.
5. Obtain signatures on required forms if not previously done.
6. Maintain minutes and procurement files.  Refer to Enclosure E, Evaluation Committee Minutes and Sample.
7. Provide instruction as necessary regarding retainage of documents (worksheets, evaluation forms, minutes and notes).

8. Provide additional information or clarifications, including answers to questions, during the evaluation process.
9. Calculate and confirm the score for pricing criteria for each proposal.

10. Schedule supplier interviews via email or letter.
11. Under the direction of the Purchasing Manager, correspond with proposers when necessary.

12. Lead contract negotiations, including best and final offers (BAFOs) when necessary. 

13. Confirm possible agenda item date.

5. No verbal or written correspondence will be made during the proposal review process by any member of the Evaluation Committee to a firm that has submitted a proposal, other than for scheduling of interviews and reference checks.
6. The Evaluation Committee Responsibilities include:

a. Complete an initial review and individually score each proposal against the evaluation criteria listed in the RFP.  

1. Factors not specified in the solicitation document cannot be considered.

2. Person biases cannot be a factor in scoring.  Examples of biases include first-time offeror with no previous history with the school district or previous issues with a particular offeror.

b. The Evaluation Committee may decide on a scoring method; however, averaging is the most common.  Be consistent in ranking methodology of all responses.

c. Establish an acceptable cut-off score 

d. Determine an interview list of firms, if needed

e. Notify all interview firms of the date, time and location of their scheduled interviews.  Interviews are not to exceed one hour’s duration and firms will be expected to respond to question from the Evaluation Committee relevant to the firm’s proposal.  Interviews are helpful when scores are the same or close, clarification or further explanation of specific points of interests identified in the proposal is necessary; or pertinent questions arise that could affect the overall rating of a firm and its proposal.

f. Complete the Evaluation Criteria Score Sheet.  An example is attached as Enclosure C.  This is a sample only.  Each score sheet must be specific to the project.

g. Perform reference checks.  Refer to Enclosure A, Sample Reference Letter.
h. The Evaluation Committee Chairperson will open and read the cost proposals from responders that meet the acceptable cut-off score.

i. Determine a final selection as a consideration for award based on the highest scored responses and responses that best serve the interest of DCSD.

j. The Evaluation Committee Chairperson will conclude by forwarding the recommendation of award to the department director for placement on the agenda.  

k. Individual score sheets and notes should be retained by the Evaluation Committee members for their records.

l. Questions concerning the above procedures should be directed to the Central Procurement Manager.

                       Enclosure A
                             Sample Reference Letter

                                                              (Letterhead)





______________________





              (Date)

_________________________

_________________________

_________________________

_________________________

Attention:

You and your firm have been indicated as a reference for the following firm for a DeKalb County School District project: 

___________________________________________________________________________
___________________________________________________________________________

Please briefly identify the nature of your relationship with this firm (i.e. number of contract(s), type of contract(s), dollar amount of contract(s) and any resulting litigation:

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please indicate how you would rate this firm on the following with 5 being the highest rating:


Financial Stability
1
2
3
4
5


Credibility

1
2
3
4
5


Competence

1
2
3
4
5

Quality of Work
1
2
3
4
5

Would you contract with this firm for work in the future?

Would you recommend this firm for doing business with the DeKalb County School District   ________ Yes                  ________ No

If no, please briefly explain why: ___________________________________________ ______________________________________________________________________________________________________________________________________________________
Thank you for your assistance.  

Sincerely,

____________

Enclosure B
Sample Weighted Evaluation Criteria

This sample is provided to assist department with Weighted Evaluation Criteria.  Criteria shall be specific to the project and its importance shall be defined by weights that the Evaluation Committee will use to arrive at a recommendation of award.  

Weighted Evaluation Criteria must be prepared and published in the RFP solicitation.  Only the published criteria and weights can be used as the basis for scoring.  
Criteria                                                                               Total Weights

Approach to the Project






25


Quality of Work Plan



15


Responsiveness to Solicitation 

10

Project Management (Resources, Schedule, Experience)


25


Resources




10


Schedule




10


Experience


  

  5


Personnel 








15


Experience




15

Organizational Qualifications 





15



Firm Overview



 5







Capability and Financial Stability

 5



References




 5

Cost









20

Note:  This is a sample only. 

Enclosure C
Sample Evaluation Committee Score Sheet

RFP _____, N
AME OF PROJECT

	Components
	Maximum Score
	Initial  Score
	Offeror #1 Name
	Offeror #2 Name
	Offeror #3 Name
	Offeror #4 Name
	

	Approach to the Project:  Quality of Work Plan
	25
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	    Quality of the Work Plan
	
	15
	
	
	
	
	

	    Responsiveness to Solicitation
	
	10
	
	
	
	
	

	
	
	
	
	
	
	
	

	Project Management
	25
	
	
	
	
	
	

	     Resources
	
	10
	
	
	
	
	

	     Schedule
	
	10
	
	
	
	
	

	     Experience                                                                                                        5
	
	
	
	
	

	
	
	
	
	
	
	
	

	Personnel (Experience)
	15
	15
	
	
	
	
	

	
	
	
	
	
	
	
	

	Organizational Qualifications
	15
	
	
	
	
	
	

	     Firm Overview
	
	   5
	
	
	
	
	

	     Capability and Financial Stability
	
	   5
	
	
	
	
	

	     References  
	
	   5
	
	
	
	
	

	
	
	
	
	
	
	
	

	Cost
	20
	  20
	
	
	
	
	

	TOTAL                                                                                      
	       100
	
	
	
	
	
	

	Note:  This is a sample only.
	
	
	
	
	
	
	


Enclosure D

The Institute of Public Procurement 
                                    Code of Ethics

 



 












· The Institute believes, and it is a condition of membership, that the following ethical principles should govern the conduct of every person employed by a public sector procurement or materials management organization. 





· Seeks or accepts a position as head (or employee) only when fully in accord with the professional principles applicable thereto and when confident of possessing the qualifications to serve under those principles to the advantage of the employing organization.

· Believes in the dignity and worth of the service rendered by the organization, and the societal responsibilities assumed as a trusted public servant.
· Is governed by the highest ideals of honor and integrity in all public and personal relationships in order to merit the respect and inspire the confidence of the organization and the public being served.
· Believes that personal aggrandizement or personal profit obtained through misuse of public or personal relationships is dishonest and not tolerable.
· Identifies and eliminates participation of any individual in operational situations where a conflict of interest may be involved.
· Believes that members of the Institute and its staff should at no time, or under any circumstances, accept directly or indirectly, gifts, gratuities, or other things of value from suppliers, which might influence or appear to influence purchasing decisions.
Enclosure E

Evaluation Committee Meeting Minutes

Before the meeting, create a template to record minutes.  

· Date and time of meeting

· Purpose of the meeting

· List of attendees

· Action items and to whom the item is assigned. Minutes of Meeting 

· Decisions to be made
· Other (if needed)
During the meeting: 

· Write notes about the meeting. 

· Confirm if all attendees are present.

· Try to create an outline of what is said or done.  Don’t go too much into detail.

· Record all notes directly into the template so you don’t get confused later

· Number the pages so the sequence of the meeting is identified

After the meeting

· Review the notes and add additional comments, or clarify what you didn’t understand right after the meeting.

· Type your notes on the template and save in Evaluation Committee confidential file.

· Assure that the Minutes have been reviewed by the chairperson before release to all members.

· Try to send the minutes of the meeting to all members soon after the meeting time. 

Evaluation Committee Meeting Template

RFP Number and Name  _______________________________________________________

Date/Time of Meeting  ________________________________________________________

List of Attendees  ____________________________________________________________

Purpose of Meeting ___________________________________________________________

Action Items ________________________________________________________________

Decisions to be made _________________________________________________________

Next Scheduled Meeting (if applicable) ___________________________________________
SAMPLE:
RFP Number and Name
RFP 22-321, Kindergarten Software 

Date/Time of Meeting  
May 1, 2022, 10:00am EST
List of Attendees  

Joe Jones, Christy Rogers, Charlotte Rae, Flynn Black, Heidi Nelly
Purpose of Meeting

Complete all forms and paperwork; Open and review proposals
Action Items 


Compare proposals against evaluation criteria
Decisions to be made 

1) Results of comparison  
2) Determine short list 
3) Determine if another meeting is needed
Next Scheduled Meeting (if applicable) 
May 6, 2022, 10:00am EST
1

