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Market Research Services RFP Evaluation
1 RFP Objective

The Atlantic Lottery Corporation Inc. is seeking companies who can fulfill our xxxxxxxxxxxxxx requirements.  <Description has been deleted>.  The term of the contracts arising from this RFP process will be over a 2-5 year period.

2  Evaluation Charter Goal/ Purpose

The main purpose of the Charter is to ensure that the RFP responses to competition “RFP #2002-04, <Title deletetd> ” are evaluated fairly and completely, with input from all major corporate stake-holders, within the guidelines provided by ALC’s Purchasing Department.  

The resulting deliverables will be a Recommendation Report indicating the preferred Supplier and the reasoning behind the selection.  The results and recommendations from this RFP evaluation will be presented to the Corporate Sponsor.

3 Evaluation Charter Deliverables

The deliverables of this charter will be primarily documentation and presentation based.  As a result of the RFP Evaluation, the evaluation team will deliver the following:

1. RFP Recommendations – this report will document the final recommendations that result from the evaluation process.  It will summarize the content of the proposals, key points differentiating each, and the scoring each achieved related to the specifications outlined in the RFP.   It is anticipated that this document will identify the preferred Supplier(s), the main reasons for selecting this Supplier(s), the current state of negotiations, and will recommend that we complete negotiations.

2. Presentation to Corporate Sponsor– The project manager will present the RFP Evaluation Recommendations to the Corporate Sponsor.

4 Project Scope

· Suppliers have been requested to propose solutions for ALC’s <name deleted> needs. 

· As proposals are evaluated, all team members will compile a list of Pros, Cons, Issues, and Questions related to the proposals.

· All team members will attend Supplier presentations and will attempt to answer all questions compiled during evaluation sessions.

· All team members will contribute to the final consensus scoring of each Supplier’s proposal. 

5 Project Strategy and Process Flow

5.1 Strategy

All team members will receive copies of the proposals following their opening.  Team members will have approximately 1.5 weeks to review and score the proposals before attending the first review meeting.  The criteria for scoring will be established and delivered prior to the team members receiving the proposals for evaluation.

The results of the initial meeting are to discuss our findings, to develop a shortlist of Suppliers and to compile questions and issues that should be dealt with during the Supplier presentations.  The team will focus on the solutions being presented by the Suppliers.  Cost will be reviewed but not scored at this point in time.

Shortlisted suppliers may be requested to come to ALC, following the initial review meeting, to present their proposals.  They will also be expected to answer to any/all issues and questions that are compiled in the initial review.

After the Supplier presentations, a second review meeting will be held with all team members involved.  During the second review the objective will be to establish consensus scoring of the proposals.   

Once the consensus scoring is completed, costing presented by the Suppliers will be combined with the solution scores to establish an indication of the value of each solution.

With the scoring of the solution and value in hand, the Market Research Services RFP Recommendation document will be drafted indicating the major findings, strengths, weaknesses, and outstanding issues related to each proposal.  

The Recommendation document will be presented to the Corporate Sponsor for consideration and comment.  This will be considered the final deliverable of this project. 

5.2 Project Process Flow

The following list of activities outlines the process flow for this project:

1. RFP Evaluation Planning Session

May 1 & May 10, 2002
All

This is the initial planning session with all team members expected to attend.  The objective of this planning session will be to ensure that all team members are aware of what is expected of them (their roles and responsibilities) and the schedule that must be adhered to for successful completion of this project; RFP Evaluation.  Of special interest will be the criteria that has been developed to assist team members in evaluating the proposals.

2. RFP Opening
May 10, 2002

Purchasing, PM, Audit

RFP responses that have been received by the proper closing date will be opened.

3. Initial Compliance Assessment
May 10, 2002

Purchasing, PM, Audit

RFP responses will be assessed to determine compliance with all minimum requirements. (refer to page 9, Article 1 of the RFP document).

4. Deliver Responses to Evaluation Teams 

May 13, 2002
Purchasing

Copies of the RFP will be delivered to all members of the Evaluation Team.  Evaluation Team members should start their review of the documentation immediately.  If team members require support from others in their departments to conduct the evaluation, it will be their responsibility to plan and coordinate that involvement.

5. Initial RFP Review Meeting

May 23, 2002
All – Purchasing/PM lead

Meeting to review the proposals, with main emphasis on starting to evaluate, but also to start compilation of questions for suppliers.  A case study and questions are to be delivered to suppliers prior to their onsite presentation, to allow them time to prepare.

6. Compile Questions for Suppliers & Schedule Presentations
May 23-24, 2002, All 

A list of questions for Suppliers will be developed and delivered to the Suppliers, in writing, for a response.  The presentations will be scheduled at the same time.  Suppliers will be expected to respond to the questions in writing, and to include responses to the questions as part of their onsite presentation.

7. Supplier Presentations

Week of May 27th, 2002
All, Suppliers

The Suppliers will be requested to come to ALC to meet with the RFP Evaluation Team.  They will be asked to present their proposals and to answer questions that have been compiled during the initial reviews.

8. Second RFP Review Meeting
June 4th, 2002

All

Once the presentations are delivered, and all outstanding questions answered, it is time for our second review.  At this meeting, we will attempt to achieve consensus scoring to the proposals using the criteria that we have developed.  The supplier costing will be combined with the solution scores at this point.

9.    Recommendation Report

June 7th

Purchasing, PM, review by all
As a result of the evaluation process, a Recommendation Report will be developed by the Project Manager and Senior Buyer .  The Recommendation Report will outline the results of the evaluation, and identify the preferred supplier(s).  The Recommendation Report is the key deliverable of this project.

10.  Final Team Review


June 10, 2002
All

Before being presented to the Corporate Sponsor, the Recommendation Report will be presented to the RFP Evaluation Team.  This review  is intended to inform the team regarding what will be presented to the Corporate Sponsor.  As a result of this meeting, additional information may be added to the Report for accuracy and/or clarity.

11.  Presentation to Corporate Sponsor

TBD , 2002
PM, Corporate Sponsor

After being reviewed by the evaluation team the RFP Recommendations will be presented to the Corporate Sponsor.  The RFP Recommendations will outline the results of the RFP process, the selection of preferred Supplier(s) and recommend a course of action.
6 Project Team Roles and  Responsibilities

6.1 Responsibilities for All Team Members

1. An evaluation committee member plays an active role in the selection of Suppliers.

2. An objective process will determine the best overall Supplier for a given proposal.

3. Evaluation criteria are items of importance that will be considered when reviewing the proposals of each Supplier.  The evaluation criteria and weights have been included in the Request for Proposal (RFP) document.  The detailed breakdown of how points will be assigned must be set prior to the proposal opening.  

4. During the RFP or Tender process, the designated representative from Purchasing is the ONLY person authorized to release results or communicate with the Suppliers.  All requests for further information or clarification must be forwarded to the Purchasing representative.

5. All proposals and corresponding information must be kept under lock and key after working hours.

6. All proposals and corresponding information are CONFIDENTIAL. This information is not to be discussed with anyone outside the evaluation committee.

7. An evaluation committee member understands and will abide by the provisions of ALC's "Conflict of Interest" policy.

8. While serving as an evaluation committee member, all possible conflicts of interest will be disclosed promptly to the other committee members.

9. The integrity of the RFP process should be beyond reproach.
Note - Project Manager’s Responsibility/ Authority

The Project Manager is responsible for keeping the project on schedule, and to ensure that all team members are involved in the process.  

6.2 Evaluation Team

The Evaluation Team is  comprised of four evaluators who will contribute to the consensus scoring.  Internal Audit overlooks the process to ensure fairness within the process.

Each team member is responsible to review and evaluate each of the proposals, compile lists of questions/issues for submission to the suppliers, to attend Supplier presentations, and to deliver input into the process of selection.

	Market Research & Development
	

	Purchasing
	

	IA
	


7 RFP Evaluation, Criteria Percentage And Description
7.1 RFP Evaluation

7.1.1 Initial Review

The Proposals will be delivered to each team member by May 13, 2002.  Each team member should work diligently to review all proposal content, to ensure that they are ready for the Initial Review scheduled for May 23, 2002.  

Each member of the Evaluation Team is requested to organize a list of Pros, Cons, Issues, and Questions, broken down by each phase.  Evaluators are requested to assign a score to each proposal that will allow us to produce a shortlist of suppliers.  To facilitate an easy comparison of evaluation notes, a document will be provided to each team by Purchasing.  An Excel spreadsheet(s) will also be prepared for evaluators to record their scores.  Your preliminary scores and list of Pros, Cons, Issues, and Questions must be prepared and submitted to Purchasing by May 22, 2002, at noon, the day prior to the initial review.

During the initial review meeting, the PM/Purchasing will review each proposal.  As we go through each of the pros, cons, and issues, questions will be reviewed.  Evaluators should be prepared to discuss the rationale behind their comments.  As a result, the following will be determined:

1. Should ALC continue to consider each proposal?

2. Should ALC request a presentation from each supplier?

3. What questions should be forwarded to each supplier, prior to their presentation?

As well as determining those points, the purpose of the initial review is to go over everyone’s lists, ensuring that all team members are aware of all other team members viewpoints.  

7.1.2 Supplier Presentations

ALC will decide which Suppliers are requested to present their proposals, and will schedule the presentations at the same time that the compiled lists of questions are delivered to them for consideration and response.

The presentations may have two parts:

1. Suppliers present their proposals.

2. If required, Suppliers respond to the questions that were delivered at time of scheduling.  Additional questions may also arise during the presentation themselves.

All team members are requested to attend the supplier presentations, as additional information may be delivered at that time which may be considered significant.  You may not get an answer for a question, but it will be an indicator of an issue.

As a result of the suppliers presentations, each evaluator will be requested to update their list of Pros/Cons/Issues/Questions and assign rankings based on the evaluations spreadsheet and the corresponding definitions (see below).   The updated list of Pros/Cons/Issues and Scoresheets are to be forwarded to Purchasing by June 3, 2002, at noon.

7.1.3 Second Review

A second review will be held on June 4, 2002.  This review will be similar to the first, as it will review the outstanding pros/cons/issues lists of all team members.  This review will have one major difference, we will attempt to document consensus scores.

A grid which reflects the individual team rankings for each criterion and Supplier will be prepared in advance of the meeting.  It will provide us with a snapshot of the rankings and should help us to identify areas of agreement and difference between team members. Where a wide discrepancy exists between team rankings, a discussion will take place to determine why the difference exists. In order to reach a consensus score, teams should be willing to adjust their scores if a compelling argument can be made in one direction or another.  The other significant event that will occur, either as part of or immediately following the second review, will be the Financial Scoring.  A method of scoring value (Cost per Point approach), has been established.  We will use the consensus scores as a base, blended with the costs of the proposed solutions.  The objective is to determine which proposal will deliver the highest value for dollars being spent.  The combined solution and cost scores will represent the overall consensus score for each Supplier.  The teams have been setup to allow each team to indicate points of view, track issues, and record preference by special areas of interest.  Our objective is to achieve consensus scores.

7.1.3.1 Ranking Definitions

7.1.3.1.1 Exceptional (90 to 100) – 

· The approach will yield a result that exceeds the Objectives qualitatively. 

· The proposal offers an approach or features with little or no risk.  

· The response covers areas not originally addressed within the RFP category and includes additional information and recommendations that would prove both valuable and beneficial to ALC.  

· This response is considered an excellent approach demonstrating the Supplier’s authoritative knowledge and understanding of the project.

7.1.3.1.2 Exceeds Objectives (70 to 89) – 

· A very good response that shows experience and knowledge within the category.  The Supplier provides insight into their expertise, knowledge and understanding of the subject matter.

· The collective approach yields a qualitative benefit to the project that is beyond the minimum objectives.  

· The approach being proposed or the majority of the features are acceptable or above the objectives set out in the RFP.

· The Supplier can easily implement additional features or options.  A minimal number of resources will be required from ALC.
7.1.3.1.3 Meets Objectives (50 to 69) – 

· The approach or the majority of the features proposed meet the objectives.

· No apparent deficiencies noted.  Some items could be improved upon but are  still considered acceptable.  To enhance them may require rework and resources from the Supplier and/or ALC.

· The ranking should reflect some qualitative achievement(s) such as acceptable delivery timeframe, end-user training program, etc.
7.1.3.1.4 Fails to Meet Objectives (below 50)-

· The proposed approach or a majority of the features for the item are deficient. The approach taken is undesirable and correction would require a major and material change in the proposal.

· The correction of any deficiencies either collectively or individually, poses a serious problem in correction or has a "domino" effect on the other design features.

7.1.4 Recommendation Report

As a result of the evaluation process, a Recommendation Report will be developed by the Project Manager and Senior Buyer .  The Recommendation Report will outline the results of the evaluation, and identify the preferred supplier(s).  The Evaluation Report is the key deliverable of this project.

This report will identify the following:

1. Summary of proposals

2. Pros/Cons/Issues as identified by team members

3. Consensus score for Proposals

4. Recommendation of Preferred Supplier(s)

The Recommendation Report may be circulated to key stakeholders and decision makers for review and discussion.  As a result, a final recommendation will be drafted.  At the time when the recommendation is drafted, some preliminary negotiations may take place, with the intent of clarifying any outstanding issues.

The presentation of the Recommendation Report to the Corporate Sponsor is the final deliverable of the Market Research Services RFP Evaluation project.

7.2 Criteria Percentage Summary

The following are the main criteria identified for evaluating the RFP responses:

<In this section, each factor was described and the corresponding weight listed.>

8 Risk Management

8.1 Critical Success Factors

Supplier’s Proposal Format – the format of the all proposals should be similar to make the job of comparison easier.  The format has been suggested in the RFP, but we are not assured that all suppliers will respond as requested.

Complete Proposal Review – the proposal evaluation team must work diligently to ensure that they understand the complete content of the proposals.  It will not be appropriate to, for example, read the executive summary and financial summary and jump to conclusions.  A complete and thorough evaluation of all content is required.

List of Pros, Cons, Issues, and Questions – All team members must compile, when reviewing each proposal, a list of Pros, Cons, Issues, and Questions.  These lists will form the basis for discussion in the initial review meeting and when the team attempts to reach consensus scoring.  All team members must participate.

Consensus Scoring – The consensus scoring is an essential part of this process.  It is one of the main indicators that will documented for years to come related to this RFP process.  All team members must participate and understand that this grading will lead to a recommended supplier.

Schedule – It will be essential for all team members to adhere to the schedule for this project to be successful.  It will not be appropriate for a team member to show up for a review, and not be prepared.  We must meet the identified milestones.

8.2 Risks

Risk of Litigation – This risk is due to the competitive nature of this project.  What if a Supplier that is not selected calls their lawyer immediately?  What can ALC do to ensure that we are protected, and that our decision is not challenged?

· All team members must completely review all proposal content;

· All team members must contribute to the list of Pros/Cons/Issues/Questions in writing;

· All team members must attend review meetings and Supplier presentations, minutes must be recorded;

· All team members must work diligently towards achieving consensus scores, their contributions must be recorded;

· No team members are allowed to communicate in private directly with the Suppliers until the competition has ended.  All communications must go through ALC Purchasing, or more specifically,<name deleted>.

· In the end, ALC’s recommendation must have strong foundation in the form of a Recommendation Report.  There must be compelling and documented reasons why ALC recommends the preferred supplier(s). 

· If there are any reasons why a team member cannot meet a project obligation, they must inform the project manager as soon as possible, and attempt to provide a substitute.

· All team members must attempt to get support from their departments without negative impact on the project.  Team members represent their department, and should act as leaders for that department.

Risk of No Adequate Proposals – There is a chance that we receive no proposals that are deemed appropriate or adequate, for a number of reasons.  What can ALC do to ensure that we receive a winning proposal?  What should ALC do in the event that we do not?

· A high quality Request For Proposal document is ALC’s best weapon against this risk.  The proper amount of time and planning has been devoted to ensure a quality document.

· ALC should not compromise on their objectives.  If no suitable solutions or Suppliers are presented, ALC should address the process and possibly re-start. 

Risk of Inability to Reach Consensus – There is a slight probability that we receive a proposal(s) that pleases half of the evaluation group, and another that pleases the other half.  What can ALC do to ensure that we can get by an impasse of that sort?

· The Project Manager and Senior Buyer from Purchasing will attempt to facilitate a process which results in consensus.

· Issues that appear to be “show-stoppers”, not allowing consensus to be reached, will be brought up to ALC’s Corporate Sponsor for resolution.  

· All team members must be reasonable, and listen to the views of others.  Review the project objectives and goals to stay focused.  A balanced approach to evaluation should allow us to reach consensus.

9 Quality Management

9.1 Project Quality Management

9.1.1 Lists of Pros, Cons, Issues, Questions

The Lists of Pros, Cons, Issues, and Questions are essential to achieving a quality product.  These lists should be organized by evaluator, by phase, and by criteria as much as possible.

The Lists of Pros, Cons, Issues, and Questions must be presented in a professional style.  This means that they must be prepared online, and make complete sense to someone who did not prepare them.

9.1.2 RFP Evaluation Report

The RFP Recommendation Report has to be a well organized document that illustrates a fair comparison of the proposals.  It should identify the pros, cons, issues, and questions clearly and in a well organized fashion.

It must identify the final consensus scores in a concise, easy to understand format , make a clear indication of the preferred supplier, and the main reasons for making the recommendation.
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