



RFP EVALUATION COMMITTEE INTRODUCTION LETTER 
(January 2019)

You may use this template to prepare an initial letter to your evaluation committee.  Customize this template as needed.

Contact the State Procurement Office at 701-328-2740 or infospo@nd.gov for assistance or to provide suggestions.

NOTE: DELETE ALL INSTRUCTIONS BEFORE PRINTING. 


STATE OF NORTH DAKOTA
AGENCY OR INSTITUTION NAME
ADDRESS
CITY, STATE ZIP



Date

To:	Evaluation Committee

From:	Insert Name
Insert Title
	
Subject:  Request for Proposal (RFP) #Insert and Title 

Thank you for agreeing to participate on the RFP evaluation committee.  The evaluation committee membership is as follows:

Insert Name, Insert Title
Insert Name, Insert Title
Insert Name, Insert Title

Please notify the Procurement Officer immediately if you feel you have a conflict of interest or have any schedule conflicts that may prevent you from fully participating in the evaluation process.

· A kick-off meeting for the evaluation committee will be held on Insert Date, Time and Location.
· If applicable and not included in the kick-off meeting (delete this bullet if it does not apply): Rollout of proposals to the evaluation committee: Insert Date, Time and Location
· Evaluation committee review and scoring of proposals:  Insert Date Range
· Initial technical evaluation scores to be completed and sent to the Procurement Officer:  Insert Date and Time
· [bookmark: _GoBack]Vendor presentations/demonstrations are scheduled for:  Insert Date and Location.  

The Procurement Officer will work with the purchasing agency to determine how proposals will be evaluated.  Proposals will be evaluated by one of the following methods:  
· Consolidation of Individual Scores 
· Group Evaluation 

The evaluation process is briefly outlined below:

1. The RFP closing date is Insert date.  Prior to that time, you will need to read the RFP, any amendments, and the Technical Proposal Evaluation Worksheet.  All proposals must be evaluated using the criteria stated in the RFP.  (See attached files)

2. The RFP Evaluation Guide is attached for your review.  Please read through this document to help you understand the RFP evaluation process. 

3. The Procurement Officer will complete the following tasks:  conduct the opening of proposals, review proposals for compliance with any mandatory requirements and send rejection letters to offerors, if needed. 

4. Responsive proposals will be provided to the evaluation committee members.  Evaluators should read all the proposals one time without scoring.  Evaluators should then read proposals a second time to take notes and determine appropriate scores.  Evaluators should indicate any areas of concern, clarification needed, or additional information required to fully understand the proposals.  Evaluators are required to add comments to support technical scores awarded.

5. If references were required, the Procurement Officer or designee will conduct reference checks and provide the results to the evaluators.  The Procurement Officer or designee will also calculate cost proposal points, and determine if any clarifications are needed to understand the cost proposals.  Points awarded for cost are not typically revealed to the evaluation committee until technical scores are finalized.

6. The evaluation committee will meet to discuss initial technical evaluation scores.  The Procurement Officer and the evaluation committee will decide if further discussion is needed with any offerors before finalizing the initial technical scores. The Procurement Officer will combine initial technical scores with the cost proposal scores to determine the initial total evaluation scores.  The evaluation committee will also discuss whether to short list the number of proposals being considered for the next stage of the evaluation process.  

7. If discussions, demonstrations, presentations, or request for Best and Final Offers are conducted, evaluators will have the opportunity to adjust their technical scores.  
The Procurement Officer will provide evaluators with score adjustment sheets to document any adjustments to the technical scores. The Procurement Officer will update and compile all scores, including cost points. 

8. After the final scoring, the Procurement Officer will collect all evaluation documents (unless collected earlier in the process) which will become open records after award.  When the evaluation committee concludes the evaluation process and makes an award recommendation, the Procurement Officer will issue a Notice of Intent to Award. 

If you have any questions, please contact me as soon as possible.  If anyone contacts you about this RFP, please direct them to me as I am the point of contact for this RFP.

Thank you for your time and participation in the evaluation process.


Procurement Officer: Insert Name
Telephone: Insert Telephone
Email: Insert Email
