[Use with Standard RFP with No Sub-Criteria]

RFP EVALUATION FORM

(Project Title)
STATE OF MINNESOTA
Contractor: ___________________________________

Evaluator ID: __________________________________
Instructions: This form is for use in a standard evaluation. Fill out the factors and information in the score sheet in accordance with RFP requirements. Red typeface indicates fields that you should fill out with project specific information or delete. 
1. Review RFP requirements.
2. Proposals should be evaluated on “best value” based on the evaluation criteria as stated below.  
3. The cost proposal will be scored by the RFP Administrator after the qualifications points are awarded. 
4. Score the areas listed below using a 0-10 point scale.
5. When assessing points, it is recommended that you utilize the attached Scoring Scale on Page 2.
6. Your score will then be multiplied relative to the weight of the Evaluation Factors, as listed in the RFP.  The criteria has been broken-down as follows:
	Factor
	Weight

	Expressed understanding of project objectives
	10%

	Deliverables, work plan, and project management approach
	20%

	Qualifications/experience of personnel working on the project
	40%

	Cost
	30%


7. Please attach and turn-in all evaluation comments, notes, and proposals, with this RFP Evaluation Form.
	TECHNICAL POINTS (PLEASE ADD UP YOUR SCORES AND ENTER THE TOTAL HERE)  
	

	COST SCORE (to be scored by RFP Administrator)
	

	TOTAL POINTS (to be scored by RFP Administrator)
	


Scoring Scale 
Please utilize the scale below while scoring proposals. When choosing a rating in each category, choose the lower of the two numbers if there was a better response within the same category. Please try to utilize the full scale when reviewing responses. Best practice is to read through responses and decide where the middle point is and then use the scale accordingly. 
[image: image1.png]No Response Given

¢ The responder was unresponsive in this category.

Very Poor Response

¢ It met the requirements of the RFP, but there was not much else the responder
offered. It seemed the responder lacked understanding in key areas and did
not demonstrate the skills necessary to complete the project.

3-4 Barely Adequate Response

¢ The responder demonstrated some understanding and skills necessary to
complete the project. It is not clear that responder can perform the work, and
the response lacked special insight and detail.




	EXPRESSED UNDERSTANDING OF PROJECT OBJECTIVES

	Criteria
(Referencing the RFP’s Detailed Response Requirements)
	Comments

	Each section of this sheet should closely align with your RFP. Based on the sample text above, this section should be “Expressed Understanding of Project Objectives.” You can put in sub-criteria, if it is done prior to receiving responses. Sub-criteria must closely relate to what you are scoring, and you should have no more than five. 
	

	
	Possible Points
	Points Awarded
	Multiplier
	Total Points

	
	10

	
	x 1.0
	


	DELIVERABLES, WORK PLAN, AND PROJECT MANAGEMENT APPROACH

	Criteria 

(Referencing the RFP’s Detailed Response Requirements)
	Comments

	 Each section of this sheet should closely align with your RFP. Based on the sample text above, this section should be “Deliverables, work plan, and project management approach.” You can put in sub-criteria, if it is done prior to receiving responses. Sub-criteria must closely relate to what you are scoring, and you should have no more than five.
	

	
	Possible Points
	Points Awarded
	Multiplier
	Total Points

	
	10


	
	x 2.0
	


	QUALIFICATIONS/EXPERIENCE OF PERSONNEL WORKING ON THE PROJECT

	Criteria 

(Referencing the RFP’s Detailed Response Requirements)
	Comments

	Each section of this sheet should closely align with your RFP. Based on the sample text above, this section should be “Qualifications/experience of personnel working on the project.” You can put in sub-criteria, if it is done prior to receiving responses. Sub-criteria must closely relate to what you are scoring, and you should have no more than five
	

	
	Possible Points
	Points Awarded
	Multiplier
	Total Points

	
	10

	
	x 4.0
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[image: image2.png]Acceptable Response

® The responder appears to understand the task and can produce a useful
work product. No special insights.

7-8 Solid Response

* More than acceptable. The responder clearly understand the task and
demonstrates the skill to do the work. There were some interesting
insights and extra detail in certain place.

9-10 Excellent Response

* The responder has great insight into the task, goes into detail and
inspires confidence in their ability to do the job. This response exceeds
expectations.
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