STATE OF MAINE
TEAM CONSENSUS EVALUATION NOTES

RFP #: (Insert RFP #) 
RFP TITLE: (Insert RFP Title)
BIDDER: (Insert name of Bidder organization whose proposal is being evaluated/scored)
DATE: (Insert date proposal was evaluated/scored)

Instructions: The purpose of this form is to record all evaluation notes and scoring that is obtained through consensus discussions among the full evaluation team for this Request for Proposals (RFP) process.  The RFP Coordinator or Lead Evaluator should complete this form and maintain the only copy.  This form should reflect the full team’s consensus evaluations, and this form is not meant to take the place of individual evaluation notes, which are still required from each member of the evaluation team.  A separate form is available for individual evaluation notes. Please submit a copy of this document to the Division of Procurement Services as part of your contract award selection documents. (delete these instructions prior to submission)

SUMMARY PAGE

Department Name: (Insert Department name)
Name of RFP Coordinator: (Insert the name of RFP Coordinator)
Names of Evaluators: (Insert the names of all members of the evaluation team)


	Pass/Fail Criteria	Comment by Kendall, Lindsey: This section must be completed by the RFP Coordinator before proposals are given to the review team for evaluation.  If a proposal fails any of the pass/fail criteria, the proposal is to be rejected and, therefore, not given to the evaluation team for review.

If a proposal fails any of the pass/fail criteria:
 Indicate which criteria failed
 Delete the “Scoring Sections” portion of the table
 Provide further explanation (if any) on the page for Section I below
 Delete the remaining pages
 Remove the “Names of Evaluators” above

If there are no other pass/fail criteria in your RFP, delete the remaining lines of the top section of this table. 
	Pass
	Fail

	Section I.  Preliminary Information (Eligibility)	Comment by Kendall, Lindsey: This section, as shown in the RFP, includes eligibility. The eligibility portion is what is considered Pass/Fail. 

Other items under Preliminary Information, such as the Cover Page and Debarment Form, should not be considered Pass/Fail, though notes may be taken on those portions of the section below.  

Simply note “N/A” in the righthand columns if there is no eligibility requirement. 
	
	

	· List all other pass/fail criteria of the RFP, if any.  
	
	

	· 
	
	

	· 
	
	

	Scoring Sections (Edit sections below to match evaluation criteria within RFP)
	Points Available
	Points Awarded

	Section II.  Organization Qualifications and Experience
	XX
	XX

	Section III.  Proposed Services
	XX
	XX

	Section IV.  Cost Proposal
	XX
	XX

	Total Points
	100
	XX




[bookmark: _GoBack]

OVERVIEW OF SECTION I
Preliminary Information

	

	Section I.  Preliminary Information



   
Evaluation Team Comments:




EVALUATION OF SECTION II
Organization Qualifications and Experience

	
	Points Available
	Points Awarded

	Section II.  Organization Qualifications and Experience
	XX
	XX



   
Evaluation Team Comments:

Refer to the sections and content of your RFP to develop a bulleted outline for notes for each section.  Delete the sample below and these directions and replace with your own outline based on your RFP.

I. Overview of the Organization
·  Use as many bullet points as necessary to capture the team’s thoughts
·  
· 
II. Subcontractors
· 
III. Organizational Chart
· 
IV. Litigation
· 
V. Financial Viability
· 
VI. Certificate of Insurances
· 


EVALUATION OF SECTION III
Proposed Services

	
	Points Available
	Points Awarded

	Section III. Proposed Services
	XX
	XX




   Evaluation Team Comments:



EVALUATION OF SECTION IV
Cost Proposal  


	Lowest Submitted 
Cost Proposal
	
	Cost Proposal 
Being Scored
	x
	Score Weight
	=
	Score

	


	
	
	x
	XX points
	=
	




Evaluation Team Comments:
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