Duties of the IT RFP Evaluation Team Chair and Members:
The role of the RFP Evaluation Team Chair includes the following:
A.    Select evaluation committee members
The Utah Procurement Code 63G-6a-707 (3) requires a minimum of three (3) evaluators.  The new DTS/Purchasing Solicitation Process requires every IT RFP Evaluation Committee to include a DTS employee to ensure technical compliance.  Consider the following people for your team: 
· agency’s DTS IT Director or designee
· employees in your department
· consultants or subject matter experts 
· knowledgeable employees from other departments
· others as determined appropriate
Think about the types of vendors that may respond and who in your department will not have a potential conflict.
Note:  The purchasing agent provides procurement guidance and support, but generally does not serve as an evaluator.
B.    Coordinate the development of the RFP
· Work with the purchasing agent/DTS Contract Analyst at the front of the process to avoid any unnecessary delays at the back-end of the process. Requirements such as an approved Business Case, RFP Solicitation Kick Off Meeting, inclusion of a DTS Technical Representative on the Evaluation Team, and the signed IT Solicitation Check Sheet must be verified before an IT RFP will be released publically.  
· Include evaluation committee in the development of the RFP
· Require the evaluation committee members to assist in determining the evaluation criteria including weighting of each criterion. Review the Interactive IT RFP Score Sheet and IT RFP Template. 
· Be available during the period of time the RFP is publically posted to assist with answering                                  questions.
· Ensure that any communication with offerors during the entire RFP process is coordinated with the purchasing agent.  This applies to the entire evaluation committee.
Note:  A current concern in the industry is evaluators and vendors communicating through social media, such as texting, facebook, twitter, LinkedIn, instagram, etc., even during the evaluation phase.
C.     Complete initial review of proposals to determine if offeror meets all of the submittal requirements. 

· All RFP Evaluation Team members must sign a Conflict of Interest – Non Disclosure form before reviewing the proposals. Your Purchasing Agent will supply you with the form that includes the names of all vendors who submitted a proposal. 
· Immediately notify purchasing agent in writing of the proposals determined to be unacceptable and the reason for the determination.
Note:  Failure to provide a copy of requested forms such as a license, insurance document, etc. is not necessarily a reason to deem an offeror as non-responsive.  Don’t limit competition due to a minor technicality.  
· Provide details, including a reference to the specific section(s) of the RFP specifications in which the offeror did not meet.
· RFP technical evaluations may be completed with the whole evaluation committee, with a sub-committee, or by each individual member.  Important: RFP Evaluation Chair’s will be required to submit one overall score sheet for the committee. If sub-committees or individuals complete a score sheet, you will be required to average all of these scores into one RFP Committee Score Sheet.  
· If a proposal doesn’t meet the minimum submittal requirements, the offeror may be disqualified and the evaluation committee will not have to read/score the proposal.
· Purchasing agent will notify the offeror immediately in order to expedite the potential for a protest.
· Ensure entire proposals are not marked as confidential or proprietary – watch for small print footers. Marking an entire proposal confidential or proprietary may be grounds for disqualification under GRAMA law. Contact your Purchasing Agent if you find an entire proposal has been marked confidential or proprietary. Cost may not be considered confidential. 
· Complete a Cost Benefit Analysis if required.
Important information to know for the RFP evaluation process:
Instruct evaluators that they are to limit their review to the contents of the proposal. Information that is not contained in the written vendor proposal response is not to be considered.
Work with Procurement unit to schedule all evaluation committee meetings.  Serve as the facilitator for the meetings.
Participate in obtaining clarifications and BAFO if required.
Work with purchasing agent to evaluate cost after technical scoring is complete.
The role of the RFP Evaluation Team Member includes the following:
· Participate in developing the RFP including determining criteria
· Attend initial meeting to receive proposals and discuss the evaluation process
· Read and sign Conflict of Interest-Non Disclosure form
· Attend all evaluation committee member meetings
· Attend all oral presentations by offerors
· Read each proposal to evaluate against the technical criteria  
· Complete an evaluation form for each offeror
· Ensure fair and equitable treatment of all offerors
· [bookmark: _GoBack]DTS committee member is to make sure the solicitation conforms to DTS architectural standards, development standards, and all other policies and guidelines
Guidelines for Scoring Technical Proposals - Example
Each technical proposal will be evaluated against a set of pre-determined criteria to assess the degree to which it meets that criterion.  Compliance with requirements will be assessed as a point score based on a scale such as:
	0 = Failure, no response
	1 = Poor, inadequate, fails to meet requirement
	2 = Fair, only partially responsive
	3 = Average, meets minimum requirement
	4 = Above average, exceeds minimum requirement
	5 = Superior
Reference checks - certain requirements, such as those that pertain to previous experience in required areas of expertise, may be evaluated further though reference checks.  Designated evaluators may conduct reference checks.  The results will be provided to all evaluators.  Once reference checks are completed, evaluators will review their initial scoring of offeror responses in the context of reference responses.  
The evaluation committee will meet to review the scores and to determine whether there are significant differences among evaluators.  The purpose of this is to ensure that scoring differences are not the result of misunderstandings or an inability to locate appropriate material in the technical proposal.  If either of these is the cause of divergent scoring, correction of scores should be made.
Cost Evaluation and Scoring
When evaluating cost, you must ensure that an appropriate comparison is made.  Cost/pricing details are not sent to the agency for review until after the technical scoring has been completed and submitted to Purchasing for final review.  The evaluation committee may not have to be involved in the cost evaluation, since costs are most often scored objectively rather than subjectively.  Your Purchasing Agent will calculate cost points based on the formula included in the RFP document or unless previously approved by the Chief Procurement Officer. 

