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Evaluation Instructions

Evaluation Committee Members are expected to:

keep lhe Proposals, and any noles made relaling lo lhem, in a secure place where
olhers will nol have access lo lhem;

nol discuss the Proposals or disclose their content to anyone ather lhan fellow
commillee members;

lhe ion sheels provi and keep all nofes, discussions, and
j ings conlidenlial and nol disclose lhe content or details to anyone;
I the prop slrictly in wilh lhe Raled Crileria descriplions;
I proposals solely on ii i ined therein, not on the commillee's
p of lhe prop orils

»  ifyou have concems aboul the flrm which you feel may nol be represenied
1ruly or accuralely, you can use the “Stage {V — Presentation or interview”
process as a vehicle lo provide clarificalion;

¥»  Claril ions wilh pi may be i
under lhe direction of lhe Buyer.

d, bul can only be carried out
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Evaluation of Compliant Bids

> All compliant bids and an evalualion package will be forwarded to
the evaluation team within 3 business days after the bid close date.
This bid closes on Friday, January 13, 2017, therefore you can
expect the evaluation package prior to lhe end of day on
Wednesday, January 18, 2017.

m Evaluation Instructions ... Cont'd.

% Score lhe prop striclly in with lhe d points ralings and
complele lhe commenl area of how you came up with the score, Provide posilive
feedback as well as areas for improvement in your comments,

> Commillee members should declare any conflict of interesl, and such informalion
should be reviewed with Supply.

> Any icalion with lhe prop must be facililated/approved by Supply.

»  The period from RFP ication lo award is i the peried” and
no information in respecl 1o the RFP or evalualion can be shared wilh individual
firms. Divulging any inferration during Lhis period may damage Lhe integrity of ihe
process and may resull in the cancellation of lhe RFP or disqualificalion of a
proponent

»  Furlher discussion wilh vendors after {he Blackout period needs 1o be reslricted
and no informalion in respect lo lhe Evalualion can be shared with anyone other
Lhan in the debrief sesslon (if requested) which is managed by Supply.




Evaluation instructions ... Cont'd.

Recommended Evaluation Process:

» Each commillee member should assess responses independently of each other
and assign lheir own individual scores. Evalualors should also slarl wilh different
proposals so lhal no one resp: would i y (or become lhe
slandard by which all the olhers were judged

» Once everyone had marked the response, lhe evalualion team will meel {o
discuss and resolve any major differences in scores, such as 2 and 8 (or wider
differences)

» The aimis lo broadly agree on scores wilh minimal differences. The scores can
be eilher added logelher, averaged or a single marking agreed by consensus —

whichever approach is agreed by lhe i and then iplied by wh
was ihe previously agreed weighting
» Evalualors musl make wilhin the lo supporl

p
scores. These comments will be collaled and agreed by all members of lhe
commillee. These commenls will provide an audil trail leading up 1o lhe decision
and form lhe basis ol any debrief.

» Remember, all proponents have a right lo and may requesl a de-brief posl award
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Evaluation Timelines
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Evaluation Instructions ... Cont'd.

Evalualion Rating Guideline

»  Prop will be lualed and ranked lo the oulline below. The score of
each crilerion will be delermined by mulliplying lhe crileria welght by lhe rating, The
sum of all scores will be the lotal score, The evalualion will be based ona 0 lo 10
scale.

» Nole: Partial ratings are not valid (example: No 4.5 or 5. Raling should be even
numbers as indicaled in (he charl below.

sty Deacrpticn

B Exceeds Froponent clearly The excallont probabiley of
succass.

[] Eomevial vazeeds srgmeiabons, bgh pribaliy of socees

& Masty axpectalions; Proponen! has good underslanding of requirement, good probability of
e,

4 ions; minor i probability of sucoess

2 Does nol meel ions or ing of the Tow probabilty
ol sucoess

2 Lk ol roaponea 1 compnls misuderlimding of fhw mgrremesty o probabédy of satcess |

Task

Typical Timelines

Responsible

Evaluation & Bid 1 -3 weeks Evaluation Commiltee
Summary Award

Award 1-2 weeks Supply
Recommendation

and Contracl Letler

Formal Award & 1 week Supply

Document
Collection
(insurance, etc )
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