
Sample Evaluation Criteria
For

Agency-Specific Complex Requests for Proposals
Proposal Evaluation Criteria means measures of relative importance (weighted standards) such as the management, past performance, and technical capabilities of the proposers, plus factors such as cost, that are employed in proposal evaluation.

Guiding Principles: 

· Evaluation Criteria must represent the key areas of importance to the end result of the specific project.

· Always include cost/price and quality.

· The percentage, or weight, of each evaluation criterion should be stated so the importance it carries is clear to all.

· More important criteria should be weighted greater than less important criteria.

· Evaluation criteria must be stated clearly in the RFP so that they can be understood by those responding to the RFP and by the evaluation committee charged with evaluating the proposals in response to it.

· Proposals cannot be evaluated on criteria not listed in the RFP or with a different level of importance than stated in the RFP. Evaluations based on unstated criteria or bearing more significance than was set out in the RFP could constitute grounds for a grievance by a respondent who adhered to the RFP guidelines but was not awarded a contract.

· Carefully examine the evaluation points, their distribution and how they are calculated.

In addition to the RFP submission requirements, such as: proposal submitted on the close date and time, proposal signed by the authorized staff, required certifications included, years of experience, and other submission requirements (See Attachment A, Proposal Submission Requirements), an Agency-specific complex RFP consists of three main criteria categories for evaluation. The criteria categories are: 1. Management, 2. Technical, and 3. Cost. 
Before the responsible contracting officer may forward proposals to the evaluation team to evaluate and score the proposals, the responsible contracting officer must review the proposals and make a determination that: 1. The proposal substantially complies with the Request for Proposals and all prescribed procurement procedures and requirements (responsiveness check), and 2. The Proposer meets the standards of responsibility described in ORS 279B.110 and OAR 125-247-0640(1)(c)(F) (responsibility check). Then, proposals may be distributed to the evaluation team for evaluation. In other words, “Did the proposal meet all the Proposal Submission Requirements? (See Attachment A, Proposal Submission Requirements).
Examples of Request for Proposal Requirements and Evaluation Criteria are provided in the attachments identified below: 
· Attachment A, Proposal Submission   Requirements
· Attachment B,  Management and Technical Proposal Requirements
· Attachment C, Management and Technical Proposals - Evaluation Criteria 

· Attachment D, Cost Proposal Requirements

· Attachment D-1, Cost Proposal Evaluation


· Attachment E, References
· Attachment F, Best and Final Offers (BAFO)

Note: These are samples specific to an IT project. Be sure to craft proposal requirements and evaluation criteria that reflect outcomes for your specific project.
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