RFP/RFQ SIGN OUT SHEET FOR:
Project: ______________RFP #________________
Reviewer’s Name:  
Agency:  

Phone: 
Read, Evaluate & Individually Score Technical Proposals in the following order:
(Note: each voting member may have a different reading order)
1

3

5.
2.  

4.  

6.
Individual evaluations are to be complete by:  (Insert date of Group Scoring Meeting)
Reminders for the Evaluation Committee:

1. The technical proposals submitted by the Offerors are confidential.  The proposals, the score sheets, and any other notes that you have must be kept secured at all times so as to ensure the confidentiality.  All documents related to this RFP and its scoring will be turned in to the Issuing Officer at the conclusion of technical scoring.

2. There can be no discussions regarding the proposals with anyone outside of the evaluation committee.  If you are asked about the RFP or the proposals in any way (such as who are the Offerors), do not answer and contact the Issuing Officer.  The Issuing Officer will provide whatever information Issuing Office determines is appropriate.

3. Scoring of the proposal must be done individually.  There can be no discussions with other members of the evaluation committee (scoring or non-scoring) about scoring or the proposals until the committee meets at the first group evaluation committee meeting.  The single point of contact is, and all communications must go through, the Issuing Officer.

4. Each technical proposal is scored individually based upon the information contained within the proposal.  Evaluation committee members may not research Offerors or gather information on their own, including but not limited to reference checks of any nature.  Any additional information will be obtained by Issuing Officer or appropriate subcommittee.

5. Scores awarded to Offerors must be justified by the information contained in the proposals or through additional information obtained by Issuing Officer.  

6. Committee members should list comments (positive and negative) as to why they awarded a particular score to an Offeror’s proposal. Do not write in or mark up the proposals in any way.  Any comments, questions or concerns regarding a proposal should be written on the scoring sheet or a separate sheet of paper attached to the scoring sheet.

7. Any violation of these rules could result in the cancellation of the RFP.  Any questions or concerns should be directed to Issuing Officer.  
Received by:____________________

Date:____________________
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