HANDOUT D

EVALUATION AND SELECTION REPORT CHECKLIST (continued)


EVALUATION AND SELECTION REPORT CHECKLIST

	(
	Report Sections


	Suggestions

	
	Signature Page



	
	Evaluation and Selection Team Sign-off
	Use the suggested verbiage and format from the Model Evaluation and Selection Report.

Be sure to include the signatures and titles of all Evaluation and Selection Team members.



	I.


	Executive Summary and Recommendation



	
	a. Executive Summary  

b. Recommendation


	Summarize the purpose of the RFP. Give the reader enough information here to understand what the project is all about. Indicate the term of the contract and estimated value.

Briefly explain how the recommended selection was made, and which bidder is being recommended for contract award.

Consider including Table 9a – Final Overall Weighted Score in this location of the Final E&S Report.



	II.
	Evaluation



	a. 
	a. Bidder Selection Methodology
	In this section, summarize the steps taken to determine the winning bidder. The Bidder Selection Chronology lists the steps that should have been taken.



	a. 
	b. Evaluation and Selection Team procedures


	Very briefly describe how the Evaluation and Selection Team conducted the evaluation. For example, did each member review each proposal individually, or was some sort of “consensus” scoring used? 



	b. 
	c. Proposal Screening (summary)
	Summarize the compliance (screening) process used to determine if the proposals received met the submission requirements in the RFP. For instance, was the proposal received on time? Was it properly marked? Were the correct number of copies submitted? And so forth....




	c. 
	d. Evaluation of Contract Language (summary)


	Summarize the process used to evaluate the contract language portion of the proposal, and identify material deviations detected.

Some issues to consider and discuss as appropriate:

· Any unapproved deviations to Statement of Work?

· Any unapproved deviations from General Provisions—Information Technology?

· Any unapproved deviations from Special Provisions?


	d. 
	e. Evaluation of Administrative requirements and results (summary)

· Pass/Fail elements, for example:

· Signed certifications and forms

· Bonds or other required security instruments

· DVBE Participation

· SB and DVBE Commercially Useful Function (as applicable)

· Productive Use requirements

· Other

· Scorable requirements, for example:

· Staff References

· Firm References

· Bidder responsibility

· Installation

· Training plan

· Other

· Material Deviations


	Some suggested verbiage:

“The Evaluation and Selection Team reviewed each proposal for compliance with the Pass/Fail Administrative Requirements contained in Section V of the RFP. Failure of a bidder to meet one or more of these requirements could have been cause for rejection of the proposal. 

Pursuant to the following criteria (set forth in the RFP), the Evaluation and Selection Team reviewed the administrative section of each proposal, assigning points to administrative requirements that were to be scored.”

Insert a description of the scoring criteria used, including the maximum points available per item or section and overall. Indicate whether or not there is a minimum point threshold that must be met in order to be considered for award. 
After completing the evaluation of each bidder’s Administrative response, consider inserting Table 2 – Total Administrative Points, reflecting the evaluated administrative components, along with the points awarded to each bidder.


	
	f. Evaluation of (Non-Cost) technical requirements and results (summary)

· Pass/Fail elements

· Scorable elements, for example:

· Staff qualifications and experience

· Firm qualifications and experience

· Business solution

· Technical Approach

· Other

· Material Deviations


	Use the same verbiage in this section of the report that was used in the Administrative section, substituting “technical” for “administrative”.

Insert a description of the scoring criteria used, including the maximum points available per item and overall. Indicate whether or not there is a minimum point threshold that must be met in order to be considered for award. 

After completing the evaluation of each bidder’s Technical response, consider inserting Table 3 – Total Technical Points, reflecting the evaluated technical components, along with the points awarded to each bidder. 



	
	g. Material Deviations
	Next, include a discussion of each bidder’s material deviations – both Administrative and Technical. One of the ways used most often is to discuss each bidder’s proposal individually, beginning with the highest scored proposal and working down to the lowest scored proposal.
That way, the intended awardee is addressed first in the report. If there are any material deviations, the discussion of those will provide an explanation the reader will be expecting to see regarding why that bidder was bypassed in favor of another with a lower score. 
Use the Material Deviation Worksheets to document all deviations. Then capture information from those worksheets for the material deviations detected and insert into this part of the report. As the deviations are discussed, be sure to:

· State the actual requirement from the RFP, word-for-word

· Include the bidder’s response, again word-for-word

· Add the Evaluation Team’s analysis

· Conclude with a materiality assessment 

This may well be the most important part of the report, so take special care to “get it right”.



	
	h. DVBE Incentive
	Discuss whether or not the DVBE Incentive was included in the RFP. If it was, consider inserting the DVBE Incentive Percentage table in this section of the report.




	
	i. Combined Non-Cost Points Summary


	Next, give the reader the summarized results of the Administrative and Technical evaluations. Introduce it with verbiage, and then insert 

Table 4 – Total Non-Cost Points. This table consolidates all the Final Non-Cost Scores together with any applicable DVBE Incentive points, resulting in the Total Non-Cost Points for each bidder. Consider using a subset of this table as a handout to interested parties at the Cost Envelope Opening. 


	
	j.   Computation of the Total Weighted Non-Cost Score
	If a ratio scoring model was used in the RFP, discuss how the Total Non-Cost Points were converted into a Total Weighted Non-Cost Score for each bidder. This is done comparing each bidder’s non-cost points against the highest non-cost points achieved, and then, completing the computations necessary to convert those points into a Total Weighted Non-Cost Score for each bidder.

Table 5 may be a useful visual display for this discussion. 

 

	
	k. Cost Proposal certification and opening
	Include a short description of how the Cost Envelope Opening was conducted. 
Since the buyer must also complete and include in the file, the signed Cost Proposal Certification, be sure to include this important step in the discussion. 



	
	l. Evaluation of Cost Proposals and results

· Corrections

· Computation of Total Weighted Cost Score


	Once all of the eligible Cost Envelopes have been opened, begin verifying the cost figures contained in all of the Cost Tables from the RFP. 

In this section of the report, include a discussion about any changes made, and the reasons why those changes were made. Consider using Table 6 – Total Validated Costs to visually show how the changes affected each proposal. 

If a ratio scoring model was used in the RFP, discuss how the Total Validated Costs were converted into a Total Weighted Non-Cost Score for each bidder. This is done comparing each bidder’s costs against the bidder with the lowest cost, and then, completing the computations necessary to convert those costs into a Total Weighted Cost Score for each bidder.

Table 7 may be a useful visual display for this discussion. 


	
	m. Completion of Preliminary Overall Weighted Score 
	In this section Table may be a useful visual display to show the combined scores and the Preliminary Overall Weighted Score for each bidder.  


	
	n. Application of SB (includes NVSA and NonSmall Business Subcontractor Preference) Preferences, and Ranking of Bidders
	Summarize the results of the application of the Small Business preferences. 

Consider including Table 9, Final Overall Weighted Score in this location of the report. It will show the application of the Small Business/NVSA/NS preferences. Once the calculations have been completed, rank each bidder, beginning with the highest scoring bidder. This is the apparent winning bidder.



	
	o. Application of Other Preferences
	There are three (3) additional preferences that must be discussed in this location of the report. As these preferences are seldom used in IT RFPs, the “discussion” may consist simply of the fact that the preferences were included in the RFP, and none of the bidders claimed them. 

If, however, one or more bidder claimed any of the preferences, insert the tables reflecting any preference adjustments made to the corrected costs of any bidder. Again, refer to the Tables themselves to determine which Tables need to be included.




	III.
	Background



	
	a. Release of RFI

b. Release of RFP

c. Contracts Register advertising

d. Key Action Dates (see example table)
e. Bidder’s Conference

f. Requests for changes

g. Protests of requirements

h. Question and Answer sets

i. Addenda

j. Letters of Intent to Bid

k. Conceptual Proposal and confidential discussions

l. Detailed Technical Proposal and confidential discussions

m. Draft Proposal and confidential discussions

n. Final Proposals

o. Demonstration

p. Legislative issues or interest
	The information required in this Section is relatively self-explanatory. Provide the facts about the RFP – when did certain events occur, and which suppliers were involved. For example, consider inserting a table that depicts the bidders who submitted Detailed Technical Proposals, and when confidential discussions were held with them. Kind of like the following:

“On (insert date), Detailed Technical Proposals were received from the following bidders. Following review by the Evaluation and Selection Team, with questions documented, confidential discussions were held with each bidder on the dates noted.”

Bidder  1

(insert date)

Bidder  2

(insert date)

Bidder  3

(insert date)

Bidder  4

(insert date)

Bidder  5

(insert date)

Similar verbiage and Tables may be inserted for other key dates, e.g. Key Action Dates, Q&A Sets, Addenda, Letters of Intent to Bid, Conceptual Proposals, and Draft Proposals.

If award to the original winning bidder was protested, and the protestant prevailed, this will be the 2nd Evaluation and Selection Report for the RFP. If that is the case, include a narrative that explains which bidder/s protested, the major issues, how those issues were resolved by the hearing body, and ultimately how the protest was decided.



	IV.
	Attachments



	
	a. Cost Proposal Certification

b. Notice of Intent to Award

c. Deviation Worksheets

d. Other?


	This is a list of the attachments referred to in the Evaluation and Selection Report. Notice the Deviation Worksheets are here. Keeping them as “attachments” rather than actually incorporating them into the report helps to keep the report much shorter and succinct. Remember to inform the reader in the summary discussion about deviations, that the worksheets themselves are located in the back of the Report as attachments.




	V.
	Solicitation Artifacts



	
	This is a list of documentation related to the RFP and the proposals received. All of this documentation must be maintained as part of the procurement file, and made available to the public upon request.

Consider including a listing of these artifacts in the Evaluation and Selection report so that the reader is aware of the entirety of the documentation for the RFP.


	a. RFP

b. Mailing List

c. Contracts Register advertisement

d. Question and Answer Sets/Correspondence

e. Addenda

f. Bidder’s Conference attendance list

g. Letters of Intent to Bid

h. Conflict Of Interest & Confidentiality Statements 

i. Letters requesting changes and state response

j. Official correspondence

k. Proposal Receipt Log

l. Proposal Compliance checklist

m. Final Proposals 

n. Cost Proposal Certification

o. Evaluation and Selection Team Procedures manual

p. Bond

q. Other?
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