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Sample Proposal Evaluator Handbook
Including Evaluation Matrix
RFP #XXX

RFP Title
RFP Posted:
[Date]

RFP Closed:  
[Date]
Evaluation Team Lead:

[Contact Details]

Introduction 



Thank you for agreeing to participate on the Evaluation Team to review proponent proposals submitted in response to [RFP #- Title].  We appreciate and value your commitment and participation on this initiative.

This document outlines the evaluation process and your role and responsibilities as an evaluator.  If you have questions after reading this document, please contact [Procurement Lead].
Goals

By issuing this RFP, [Name of Org]  intends to select a supplier that, through the evaluation process of this RFP, is found to be the best qualified based on rated criteria and most suitable to provide the goods or services to meet the requirements of [Name of Org].
At the conclusion of the evaluation process [Name of Org] will enter into a contractual Agreement with [Number] supplier(s) for the provision of these goods and services for a [Insert Term and extensions].
Requirements


[List Requirements as detailed in the RFP in this Section – provide supplementary information to evaluators as required]

Evaluation Team



Evaluation of the RFP proposals will be performed by the following Team:

Evaluation Team Lead (“Team Lead”)

· [Evaluator Name, Title, Org]
A Team Lead should be nominated by the Evaluation Team to be responsible for preparing a Summary Evaluation of each proposal reviewed by the team.  
Team Members
· [Evaluator Name, Title, Org]

· [Evaluator Name, Title, Org]

Evaluation Process


Principles of Evaluation

The proposal evaluation process must adhere to the following principles:

Defensible

· A clear and logical process must be rigorously applied.
Transparent

· Evaluators should conduct assessments individually and independently from other team members and must clearly document their findings in the scoring booklets.  Findings must be converted to numeric scores so that there are both a qualitative and a quantitative summary of each proposal.  Each Evaluator must clearly document all comments/findings to ensure integrity of the procurement process, as this documentation may be used to debrief proponents.  Additionally, evaluation booklets are subject to the Freedom of Information and Protection of Privacy Act (FIPPA) and in this regard can be requested through a Freedom of Information (FOI) request; and
· Final conclusions and award recommendations should be arrived at by team consensus.  

Integrity

· The process should be objective
· Evaluators must declare all existing and potential conflicts of interest

· Evaluators must sign a declaration attesting that all existing and potential conflicts of interests were disclosed.
· Confidentiality and security must be ensured:

· Evaluators are not to discuss the evaluation with each other prior to the evaluation team meeting.
· Evaluators are not to discuss the evaluation with anyone outside the Evaluation Team .
· Evaluation process must be objective and fair

· Only material submitted as part of the RFP submission and material obtained by formal clarification can be evaluated;
· No communication with proponents is allowed.  Evaluators must sign a Non Disclosure Agreement to this effect, and must maintain that condition during and after the RFP process; and

· All bids must be treated in the same manner and given equal consideration.

Documented

· The process must be documented to support selection of the ultimate proponent and to facilitate debriefing of unsuccessful proponents;

· All documentation must be clear and concise to facilitate future scrutiny such as audits and requests through an FOI application; and

· The process and results must be summarized, documented and retained for future public scrutiny.

Note:  Evaluation Handbooks are reviewed and held by [Name of Org] as the custodian of the official procurement file. 

Stages of Proposal Evaluation

Review Mandatory Requirements 

Each proponent’s written submission must comply with all the mandatory requirements as set out in the RFP.  Proposal submissions that do not comply with any of the mandatory requirements should be disqualified and not evaluated further.  The Team Lead is to conduct this part of the Evaluation Process.

Evaluation of Written Submissions

The Evaluation Team’s responsibility is to review the proponents’ written submissions to determine a shortlist of proponents.  

At the conclusion of the individual evaluation and scoring, a consensus meeting will be convened to arrive at the consensus score for each proposal by discussion and, in the case where a consensus score cannot be reached, an averaging of each Evaluator’s final scores.  A master consensus document will be developed by the Team Lead based on the findings from the consensus meeting and will contain a summary of the Evaluators’ comments for all of the rated criteria of the RFP.
Scoring the Rate Bid Form or Pricing

The Rate Bid Form or Pricing must be evaluated after the completion of the Rated Criteria.  The Team Lead will conduct this part of the Evaluation Process.
Points will be assigned to each proposal using the following formula:



XX points   x   lowest bid price____ =   points awarded





 proponent’s bid price 


For example, if the lowest proposal “A” is $2 and proposal “B” is $4, proposal “A” will receive 100% of the available 40 points, and proposal “B” will receive 40 X $2 / $4 = 20 points.

Cumulative Score

	Cumulative Score
	Weighting (Points)

	Rated Criteria 
	XX points

	Rate Bid Form/Pricing
	XX points

	Total Available Points
	XXX points


Tie Scores
There must be clear winner to support award recommendation.  If there is no clear winner (tied score between proponents), [Name of Org] must follow the tie-break procedures as defined in the RFP.

Scoring Method


Rated criteria have been developed for this evaluation and have been detailed in this document.  The rated criteria are identical to the published criteria in the RFP.  The process for scoring these criteria is outlined below.

In applying scores through the evaluation process, evaluators should note that proposals are evaluated against the Evaluation Team’s expectations of what are acceptable responses to the criteria. For consistency, the following table describes the characteristics attributable to particular scores between 0-100 and is inserted as an example of acceptable evaluation responses.  

	Score


	Characteristics

	0 - 39
	· Submission is unacceptable; demonstrates little understanding of the requirements; criterion is absent from submission



	40 - 69


	· Submission is not adequate; misses key requirements 



	70 - 79


	· Submission meets basic expectations and requirements 

	80 - 100
	· Submission meets and exceeds expectations and requirements, clearly demonstrates an understanding of program requirements and details how services will be provided to meet stated standards/expectations/service levels




Each Evaluator must maintain working notes of their evaluation in their individual scoring booklet noting positive/negative attributes and general comments for each criterion.  The team will produce a summary showing the scoring allocated to each submission, together with a written justification of their scoring.

Questions and Answers during the Evaluation Period

Evaluators may request clarification at any time during the evaluation period by forwarding questions to the Procurement Lead who will ensure that the question is answered by a subject matter expert and made available to all Evaluation Team members.  
Responsibilities of Evaluators 

Individual Scoring of Proposals

1. Review the RFP and addenda/attachments fully and thoroughly, with particular focus on the evaluation criteria. 

2. Review proposals, assign points and write corresponding comments to support each individual score.  Comments are necessary to support your evaluation and will be used to conduct debriefings with unsuccessful proponents.   Minimal comments and incomplete sentences are insufficient and may leave the impression that due diligence was not applied during the evaluation.  Evaluation booklets can potentially be requested through a Freedom of Information (FOI) request.

Note: Each Evaluator could be requested to justify their comments at a later date.

3. Evaluate proposal content and not style.  Presentation styles will vary from expensive glossy to straightforward letter proposals.  It is critical that the focus be on content only and in accordance with the pre-established evaluation criteria as set out in the RFP document.

4. Assess each proposal independently of the other submissions. Rate compliance with each criterion separately
5. Review all information in the proposal. If the Evaluators find information in the proposal, but not where it is technically supposed to be located, they must take the information into account.
6. Proponents’ responses are to be scored solely on whether they answer the RFP the way they were instructed and whether they provide an adequate solution.
7. Evaluators must sign their final individual scoring sheets.

8. After the individual portion of the evaluation has been completed, Evaluators will meet to discuss their responses, clarify inconsistencies, and to determine what their final group consensus or average scores will be.  These scores will be multiplied by the total points allocated per deliverable in order to determine a weighted score per deliverable.  Weighted scores will be added to determine the final score for each proponent in the rated criteria section.

9. The Team Lead will then prepare the Consensus Evaluation Summary for each proposal evaluated by the team by coordinating all comments and feedback from the team members in order to provide the proponent with an overall summary of the strengths and weaknesses of their proposal. This Summary Consensus will be signed by each member of the Evaluation Team.

Proposal Information Clarifications



If the Evaluation Team determines that information supplied by a proponent requires clarification, the question should be formulated in writing.  All contact with proponents for the purpose of obtaining clarification will be through the Procurement Lead in conjunction with the appropriate legal counsel, if required.  Under no circumstances may a member of any Evaluation Team contact any proponent directly to obtain clarifications on a proposal.  

Completion of Scoring Sheets



After completion of the evaluation, all summary material and individual Evaluators’ notes must be collected (please ensure that the scoring booklets are legible) and presented to the Procurement Lead.  Working papers/records of the evaluation process must be assembled to ensure that a thorough audit trail is established.  All Evaluators must sign and date the front cover of all of their Scoring Sheets.  The scoring sheets are provided below.

Evaluator Scoring Sheet

RFP #[number] for

[RFP title]
	[RFP Title]
	Evaluator:

(Print Name)

	Full Legal Name of Proponent:
	Title:

	Date of evaluation:
	Signature:

	Proposal meets the key criteria? (Yes/No):
	

	Available Score for General = XX points
Proponent’s Score =

	Available Score for Specifications = XX points
Proponent’s Score =
	Available Score for   Service, Support, Training, Warranty   = XX points
Proponent’s Score =
	Available Score Experience and Qualifications = XX points
Proponent’s Score =

	Total Rate Criteria Score = XX points
Proponent’s Score =



Completion of Scoring Sheets



Every section MUST be filled out by Evaluators including qualitative comments to support ALL scoring.  

	Item
	Rated Criteria

**SAMPLE CRITERIA**
	Weight
	Evaluator’s

Score
	STRENGTHS
	Page #
	WEAKNESSES

	(a)
	Organizational Stability
	X points
	
	
	
	

	(b)
	Personnel
	X points
	
	
	
	

	(c)
	Safety Standards
	X points
	
	
	
	

	Proponent Total Score – General
	X points
	
	
	
	

	(d)
	Product/Service/Solution Description or Design
	X points
	
	
	
	

	(e)
	Quality
	X points
	
	
	
	

	(f)
	Delivery Time/Availability
	X points
	
	
	
	

	Proponent Total Score –Specifications 
	X points
	
	
	
	

	(g)
	Service/Support
	X points
	
	
	
	

	(h)
	Training
	X points
	
	
	
	

	(i)
	Warranty
	X points
	
	
	
	

	Proponent Total Score – Service, Support, Training, Warranty  
	X points
	
	
	
	

	(j)
	Experience 
	X points
	
	
	
	

	(k)
	Qualifications
	X points
	
	
	
	

	(l)
	References
	X points
	
	
	
	

	Proponent Total Score – Experience and Qualifications  
	X points
	
	
	
	

	Proponent Total Score 
	XX points
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