RESPONSIBILITY OF EVALUATION

COMMITTEE MEMBERS

1.
Once appointed, neither the committee chair nor members may meet with contractors or discuss the RFP, the proposals, or any related matters with them except in formal, scheduled meetings of the committee.

2.
For this RFP, all contacts with contractors are to be made through the Project Officer.

3.
Committee members will be provided a copy of each proposal to be reviewed.  Each member is responsible to keep the proposal secure and confidential.

4.
Each member is required to keep all notes and evaluation forms confidential and to provide such papers to the Committee Chair at the end of the evaluation process.

5.
During oral presentations, one contractor’s proposal should not be compared to another contractor’s proposal.

6.
The proposals of non-selected contractors shall not be disclosed.

7.
Contractors shall not be informed of their scores.

8.
The Agency issuing office will ensure that the mandatory requirements have been met.

9.
Technical subcommittees for financial solvency and information system reviews will provide consultation and advice to the evaluation committee.  These subcommittees are non-voting members of the evaluation committee.  A report on corporate and key personnel references will be made to the committee.

10.
Members of the Evaluation Committee will not be identified by the Commonwealth.

11.
Committee members will be assigned full time to participate in the review process.  Evening and weekend hours may be necessary during this period.  

12.
Committee members will sign a confidentiality statement (next page) and adhere to the provisions specified therein.

13.
Members of the Evaluation Committee may not discuss the proposals with other Committee Members except in formal scheduled meetings. 

14.
A person will be assigned to conduct corporate references and key personnel reference checks for all proposals.

15.
Non-Commonwealth members will be required to sign the Commonwealth Code of Ethics form.

16.
Duties of the Committee are:

· Use evaluation criteria to review proposals and score based on criteria contained in Section V of this workbook.

· Read the proposals thoroughly in the random order assigned by the Chair.

· Score each question as read, adding comments to justify the scores, and identify major strengths and weaknesses at the end of each section.

· Written comments on the scoring document should be formal and professional.  The evaluation documents are discoverable material in instances of litigation and should not contain informal or unrelated remarks.

· Be prepared to submit scores for all proposals on the first day of the group scoring process.

· No members of the committee should communicate formally or informally in writing or by electronic mail with other members of the committee or other Commonwealth employees regarding the proceedings of the committee.

· Rank proposals from high score to low score.  Highlight the strengths and weaknesses of each proposal.  These comments are critical in the selection/negotiation process.

· The proposal should not be disclosed or discussed with anyone, including other Commonwealth employees, except the project officer, agency legal counsel, comptroller, or specifically designated officials of the Department.

· When completing the evaluation forms, committee members must particularly document the rationale for high and low scores.  This information is critical for the review process.  Unsuccessful bidders may request a debriefing after the award is made.  The rationale for scores is presented at the debriefing.  Individual scores are not disclosed.  During a debriefing conference, the Contractor may be told of their rank, such as third out of six proposals evaluated.
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