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EVALUATION PROCESS

Following are two scoring approaches: 
(1) The first approach is based on tasks or requirements, easily defendable, and works very well for projects with an extensive list of criteria; 
(2) The second approach provides broader scoring assignments per guideline category which can result in wider point separation, but also requires more detailed defending comments to support the score assignments. 

APPROACH 1

BASIS OF EVALUATION

The evaluator/evaluation committee will review and evaluate the offers according to the following criteria based on a total number of (insert number) points.

The Ability to Meet Supply Specifications OR Provision of Services, References (select the method for evaluating references based on the choice made earlier), Company Profile and Experience, Resumes, and Oral Presentation/Product Demonstration/Interview portions of the proposal will be evaluated based on the following Scoring Guide. The Financial Stability and/or Service Organization's Internal Control Assessment portion of the proposal will be evaluated on a pass/fail basis, with any offeror receiving a "fail" eliminated from further consideration. The Cost Proposal will be evaluated based on the formula set forth below. 

SCORING GUIDE

In awarding points to each of the scored evaluation criteria, the evaluator/evaluation committee will consider the following guidelines: 

Exceeds Requirement = 3 points: A response exceeds the requirement when it is a highly comprehensive, excellent reply that goes beyond the requirement of the RFP to provide added value. In addition, the response may cover areas not originally addressed within the RFP and/or include additional information and recommendations that would prove both valuable and beneficial to the agency. The response includes a full, clear, detailed explanation of how the solution fits the requirement. No errors in technical writing.

Meets Requirement = 2 points: A good response that fully meets the requirement and demonstrates and explains in a clear and concise manner a thorough knowledge and understanding, with no deficiencies noted regarding technical approach. 

Partially Meets Requirement = 1 point: A fair response that minimally meets most of the requirement set forth in the RFP but may have one or more deficiency, such as typos. The offeror demonstrates some ability to comply or has explained partly how their solution fits the requirement.

Failed to Meet Requirement = 0 points: A failed response does not meet the requirement set forth in the RFP. The offeror has not demonstrated sufficient knowledge of the subject matter or has grossly failed to explain how their solution meets the requirement.

EVALUATION CRITERIA

The following are the relative weights for each evaluated section of this RFP and a sample scoring sheet showing the weighting/point assignments:

	Evaluated RFP Section
	Weight (%)
(determines aggregate points)

	Ability to Meet Supply Specifications
	      %

	Requirement #1
	%

	Requirement #2
	%

	
	

	OR
	

	Provision of Services
	      %

	Task Element #1
	%

	Task Element #2
	%

	
	

	References
	Pass/Fail

	Complete contact information provided.
	P/F

	
	

	OR
	

	Client Reference Forms
	      %

	Client Reference #1
	%

	Client Reference #2
	%

	Client Reference #3
	%

	
	%

	Company Profile and Experience
	     %

	Years in Business
	%

	Relevant Experience
	%

	Relevant Past Projects
	%

	
	

	Resumes
	     %

	Key Personnel
	%

	
	

	Financial Stability
	Pass/Fail

	Financial Stability
	P/F

	
	

	Service Organization's Internal Control Assessment
	Pass/Fail

	Internal Control Assessment
	P/F

	
	

	Oral Presentation/Product Demonstration/Interview
	20%

	Oral Presentation
	%

	Product Demonstration
	%

	Oral Interview
	%

	
	

	Cost Proposal
	20%



(NOTE TO AGENCIES: Cost Proposal must constitute 20% or more of the total available points. Exceptions to this must be documented in writing and approved by the Procurement Officer. There are several formulas that can be used to score price/cost. The most common approach is as follows. For assistance with other scoring methods, please review the State Procurement Bureau resource document entitled "Cost Evaluation Methods for Requests for Proposals" available at: http://emacs.mt.gov/RFPProcess or contact the State Procurement Bureau. The Average Cost evaluation method requires consultation with the State Procurement Bureau before it can be used.)

Lowest overall cost receives the maximum allotted points. All other proposals receive a percentage of the points available based on their cost relationship to the lowest. Example: Total possible points for cost are 200. Offeror A's cost is $20,000. Offeror B's cost is $30,000. Offeror A would receive 200 points. Offeror B would receive 134 points ($20,000/$30,000) = 67% x 200 points = 134).

Lowest Responsive Offer Total Cost	x	Number of available points = Award Points
	This Offeror's Total Cost

APPROACH 2

BASIS OF EVALUATION

The evaluator/evaluation committee will review and evaluate the offers according to the following criteria based on a total number of (insert number) points.

The Ability to Meet Supply Specifications OR Provision of Services, References (select the method for evaluating references based on the choice made earlier), Company Profile and Experience, Resumes, and Oral Presentation/Product Demonstration/Interview portions of the proposal will be evaluated based on the following Scoring Guide. The Financial Stability and/or Service Organization's Internal Control Assessment portion of the proposal will be evaluated on a pass/fail basis, with any offeror receiving a "fail" eliminated from further consideration. The Cost Proposal will be evaluated based on the formula set forth below.

Achieve Minimum Score is optional. Do not include the Cost Section in a minimum score. 
Achieve Minimum Score. Any proposal that fails to achieve (insert number) % of the total available points for (identify the criterion) (or a total of (insert number) points) will be eliminated from further consideration. A "fail" for any individual evaluation criteria may result in proposal disqualification at the discretion of the procurement officer.

SCORING GUIDE

In awarding points to the evaluation criteria, the evaluator/evaluation committee will consider the following guidelines:

Superior Response (95-100%): A superior response is an exceptional reply that completely and comprehensively meets all of the requirements of the RFP. In addition, the response may cover areas not originally addressed within the RFP and/or include additional information and recommendations that would prove both valuable and beneficial to the agency. 

Good Response (75-94%): A good response clearly meets all the requirements of the RFP and demonstrates in an unambiguous and concise manner a thorough knowledge and understanding of the project, with no deficiencies noted. 

Fair Response (60-74%): A fair response minimally meets most requirements set forth in the RFP. The offeror demonstrates some ability to comply with guidelines and requirements of the project, but knowledge of the subject matter is limited.

Failed Response (59% or less): A failed response does not meet the requirements set forth in the RFP. The offeror has not demonstrated sufficient knowledge of the subject matter.



EVALUATION CRITERIA

NOTE TO AGENCIES: These categories need to be tailored to each project. These are only examples.

Identify the major criteria that are critical to the success of the RFP. In most cases, this should correspond to the Ability to Meet Supply Specifications or Provision of Services, References, Company Profile and Experience, and Resumes set out earlier. Some commonly used criteria are: qualifications, relevant experience, quality of work, references, service, physical facilities, human resources, cost, technical capabilities, industry standards, and proposed timelines. RFPs can only be evaluated on stated criteria, so include everything to be measured and ensure that the criteria are measurable. Once you have determined the major categories, reference those sections of the RFP that set out the specific criteria that will be evaluated and determine point assignments accordingly. Use the following as an example.

Insert or delete rows as necessary. In addition, this table may be used as a basis for score sheets. Copy and paste into a new document and insert columns on the right side for assigned scores and comments.

	Evaluated RFP Section
	Point Values

	Ability to Meet Supply Specifications
	____% of points for a possible __ points

	Requirement #1
	X points

	Requirement #2
	X points

	
	

	OR
	

	Provision of Services
	____% of points for a possible __ points

	Methods
	X points

	Work Plan
	X points

	Timeline
	X points

	
	

	References
	Pass/Fail

	Complete contact information provided.
	P/F

	
	

	OR
	

	Client Reference Forms
	____% of points for a possible __ points

	Client Reference #1
	X points

	Client Reference #2
	X points

	Client Reference #3
	X points

	
	

	Company Profile and Experience
	____% of points for a possible __ points

	Years in Business
	X points

	Relevant Experience
	X points

	Relevant Past Projects
	X points

	
	

	Resumes
	____% of points for a possible __ points

	Key Personnel
	X points

	
	

	Financial Stability
	Pass/Fail

	Financial Stability
	P/F

	
	

	Service Organization's Internal Control Assessment
	Pass/Fail

	Internal Control Assessment
	P/F

	
	

	Oral Presentation/Product Demonstration/Interview
	____% of points for a possible __ points

	Oral Presentation
	X points

	Product Demonstration
	X points

	Oral Interview
	X points

	
	

	Cost Proposal
	20% of points for a possible __ points

	Cost Proposal
	X points



(NOTE TO AGENCIES: Cost Proposal must constitute 20% or more of the total available points. Exceptions to this must be documented in writing and approved by the Procurement Officer. There are several formulas that can be used to score price/cost. The most common approach is as follows. For assistance with other scoring methods, please review the State Procurement Bureau resource document entitled "Cost Evaluation Methods for Requests for Proposals" available at: http://emacs.mt.gov/RFPProcess or contact the State Procurement Bureau. The Average Cost evaluation method requires consultation with the State Procurement Bureau before it can be used.)

Lowest overall cost receives the maximum allotted points. All other proposals receive a percentage of the points available based on their cost relationship to the lowest. Example: Total possible points for cost are 200. Offeror A's cost is $20,000. Offeror B's cost is $30,000. Offeror A would receive 200 points. Offeror B would receive 134 points (($20,000/$30,000) = 67% x 200 points = 134).

Lowest Responsive Offer Total Cost	x	Number of available points = Award Points
	This Offeror's Total Cost

