
RFP EVALUATION COMMITTEE

RFP #_________________

Project Name: ________________________________________________________________

1. The committee members will be strictly prohibited from participating in individual meetings or any other direct contact with vendors once they have been appointed to the Evaluation Committee relative to this project.

2. No conflict of interest shall exist for any member of the evaluation committee, i.e., (1) part ownership in any company submitting an offer, (2) family members working for or having part ownership in any company submitting an offer, and/or (3) any other reason why a member of the evaluation committee can not give an impartial evaluation.

3. Members must agree that their sole objective is to recommend the proposer whose proposal is most responsive to the State's needs, price and other evaluation factors set forth in the RFP considered.

4. Members must agree that any questions must be brought before the entire Committee. Contact with vendors will be through the State Purchasing Office and responses will be presented either verbally to the Committee by the vendor, or in writing to the Committee. If verbally, appointments between the vendor and the Committee will be coordinated by the State Purchasing Office. If in writing, schedules for submission will be coordinated by the State Purchasing Office.

5. Each member will be requested to sign a form stating his/her participation and concurrence or non-concurrence to the reports for content and recommendation. If he/she takes exception to a given item or the committee as a whole, he/she shall use this method to record such exceptions.

6. During the process of evaluation and while meetings are in session, the Committee shall maintain confidentiality. No member shall transmit, communicate, or otherwise convey preliminary conclusions or results of what was proposed by the vendors, or that a given vendor will be selected. All internal workings of the Committee shall be kept confidential until the Committee has completed its work and its report, and the selected vendor has been officially announced by the Office of State Purchasing.

7. The first mandate of the Committee after receipt of the proposals shall be to eliminate from further evaluation any and all vendors who do not meet the predefined mandatory requirements.

8. If such process eliminates all vendors, the Committee will adjourn until appropriate management action can be taken.

9. If the condition set forth in Item 8 does not occur, the Committee shall proceed with the detailed evaluation of the vendor(s) proposals.

10. Each member will initiate, conduct, and complete an individual evaluation of each vendor. The evaluation will be summarized and a consensus formed by the Committee as a whole.

11. It may develop that members of the Committee will not always arrive at the same conclusions. The Committee will discuss any individual differences as best as possible, which may include requests for additional material. The resulting discussions or materials may bring consensus or each member may retain his/her independent thinking in his/her rating, which will be averaged with the other evaluations.

12. Wherein these methods produce an unacceptable conclusion to any member, he/she may, at his/her option, take exception in their final report. Where such differences are matters of fact (mathematical in nature or facts of evidence), and cannot be resolved by consensus, the Agency Project Leader shall rule. A record of the evaluation events shall be kept in the event of such rulings, by the Agency Project Leader.

13. All decisions by the committee are subject to protest. Each member and/or the whole panel may be called upon to explain or defend the rating(s).
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