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General Principles and Procedures
Thank you for participating in the RFP evaluation process.  The purpose of this memorandum is to advise you about the process and to provide you with guidance on how to complete it.  The intent of the evaluation process is to select the proposal(s) that best meet(s) the requirements of the RFP.
It is the intent of the Departments to conduct a comprehensive, fair, and impartial evaluation of proposals received in response to the RFP.  The process is designed to foster an impartial and comprehensive evaluation of multiple proposals, leading to the selection of the most responsive respondent(s) who can provide the best value to the Departments.  The process also eliminates improprieties, favoritism, and unethical practices – or the appearance of such.  When evaluating proposals, the Departments shall conform with the State’s Code of Ethics (pursuant to Connecticut General Statutes Sections 1-84 and 1-85).

Evaluating the proposals submitted in response to the RFP might be the most important – and sensitive – task in the entire process.  The Departments depend on the Evaluation Team to do a thorough and professional job on their behalf.  Respondents expect the Team to evaluate their proposals in a fair and impartial manner.

The criteria established in the RFP must be used to review proposals.  You must rely only on the information provided in the proposals and make judgments based solely on that information.  You must not use personal knowledge or any ex parte information to arrive at your conclusions.  It is imperative that you restrict your assessment to the contents of the proposals and to supporting reference material.  The evidence you use must originate from the proposals; no external influence, hearsay, or personal knowledge or information can influence your evaluation of the proposals.
The Team may use Technical Advisors if members need assistance, in the form of special knowledge or expertise, in understanding aspects of the proposals.  All members have equal roles in terms of decision-making, rating proposals, and voting.  Information must be communicated simultaneously to all members.  Unless otherwise agreed, the Team must adopt a work schedule based on times and locations mutually agreeable to all members.
Ethics & Confidentiality
Department of Social Services (DSS) and Department of Housing (DOH) staff must not participate in an RFP process if they have any interest that substantially conflicts with the proper discharge of their duties in the public interest (C.G.S. §1-85).  All participants in the RFP process must sign an ethics and confidentiality statement.  In signing the statement, participants attest that they will abide by the standards of conduct set forth in the State’s Code of Ethics and further attest that they do not have a conflict of interest with the proper discharge of their duties.  If you have any questions about a perceived conflict - ask.
Steps should be taken to prevent “ex parte communications.”  An ex parte communication is the transmission of information that is (1) not part of the public record and (2) not generally available or shared with all participants of the RFP process.  An ex parte communication about the RFP can potentially occur between any DSS or DOH employee and outside party, including, but not limited to, prospective respondents, respondents, current contractors, lobbyists, the media, legislators, DSS and DOH employees not participating in the RFP process, or employees of other State agencies.  Direct any and all communications from outside parties to me.  At the beginning of the Evaluation Scoring Meeting, I will ask each Evaluation Team member whether you were approached or in any way influenced by another person while evaluating proposals.  Any external influence will disqualify a Team member.
Keep evaluation documentation out of sight when you are not working on it.  Do not leave such documentation on your desk overnight.  Put the proposals and rating sheets away when you are not reading or evaluating them.

You should not transmit any confidential information, opinions, or comments related to the RFP process via e-mail.  E-mail is not secure and should be used for general communications only, such as meeting times and locations, and the exchange of basic information.

Reading the Proposals

I am providing you with a rating sheet for each proposal.  I will forward to you the electronic submissions in five (5) individual e-mails.
The Department received five (5) proposals by the due date and time.  One Contract Administration and Procurement staff member and one Program Staff conducted a preliminary review of each proposal to verify that it meets the minimum submission requirements, as specified in the RFP.
If you have a question about any proposal, you may call me and I will put the question in writing.  In consultation with Team members, I shall determine if answering the question requires the assistance of Technical Advisors.  The Team shall further decide if it is necessary to photocopy proposals or parts of proposals for use by the Technical Advisors in answering any question.  Only I am authorized to photocopy proposals or parts of proposals or to have such photocopies made.  When appropriate, I must give the Technical Advisors a copy of the question and the Technical Advisors must prepare an answer to the question.  The answer may be presented orally or in writing, depending on the preference of the Team.  In either case, all questions and all answers must be made known to all members.
I will conduct reference checks of all respondents using a standardized reference check form for this purpose.  I will report the results of the reference checks to the full Team.

I will forward the Annual Financial Statements included with each proposal to the Quality Assurance Division for analysis.  I will report the results of the analysis to the full Team.

When evaluating proposals, you are advised not to review and rate a proposal in its entirety and then proceed to the next proposal, etc.  It is better to review and rate all the proposals by the first criterion, then the second criterion, etc.  This will enable you to gain an understanding of how all the respondents responded to an RFP section and how the proposals compare to one another.  Reviewing the proposals one section at a time will make their relative strengths and weaknesses more apparent, easier to compare, and easier to rate.

Individual Rating of Proposal

Without consulting the other members, you must review and give an individual rating for each proposal according to the criteria established in the RFP, using the standardized rating sheet created for this purpose.

All individual and team rating sheets must be retained in the project file and must be disclosed if they are the subject of an active FOIA request.

Final Rating of Proposal

I must convene a meeting of the full Team where you must share your individual ratings of each proposal.  At the start of the meeting, I will ask you whether any attempt has been made to influence your independent evaluation.
You must review and give an individual rating for each proposal before the meeting.  I (or designee) must record the individual ratings given by each member for each proposal on the rating sheet created for this purpose.  Significant deviations on any criterion must be discussed.  You may, but are not required to, change any individual rating as a result of the Team’s discussions.

When you are satisfied with your ratings, no further changes must be permitted on the rating sheet.  The individual ratings for each criterion must be totaled and averaged (to two decimal places).  The result shall constitute the final rating for the proposal.

NOTE 1:  All proposals must have an average rating to complete this step in the process.

NOTE 2:  All discussions related to the evaluation of proposals are confidential and must not be shared with individuals outside the evaluation process.

Reporting

Contract Administration and Procurement staff must prepare a procurement summary and recommendations report for the DSS Commissioner, DSS Deputy Commissioner for Health Services and Administration, and the DOH Commissioner.  The report shall summarize the procurement and seek executive approval of the Evaluation Team’s recommendations.
Proposal Selection

Upon receipt of the report, the Commissioners may select the contractor(s) from among the respondents with the highest-ranking proposals.  The Commissioners shall document the reason(s) for selecting a particular proposal when a lower-ranked proposal is selected over a higher-ranked one.  The Commissioners have the prerogative to reject any or all the names submitted by the Evaluation Team or void the entire RFP process.
Any respondent selected for Component A will be offered an opportunity to negotiate a contract with DSS.  Such negotiations may, but will not automatically, result in a contract.  DOH shall require the selected respondent(s) for Component B to submit further documentation to assure the project feasibility including but not limited to a formal business plan, structural reports, an Environmental Assessment, hazardous materials testing if warranted, final plans and specifications, competitive procurement, contractor’s insurance and bonding, and fair housing materials if applicable before a contract can be offered.
Questions

If you have any questions or concerns during your review and individual rating of proposals, please call me at 860-424-5214.
Thank you again for participating. Marcia
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