GUIDANCE ON DEVELOPING EVALUATION FACTORS FOR AWARD

Evaluation factors are the standards against which a Technical Evaluation Panel (TEP) measures the quality of each proposal.  The solicitation must provide a statement of the relative importance of each factor.  This is done in a variety of ways, such as “Factor No. 1 is twice as important as Factor No. 2”, or, if weights are used, by assigning weights to the individual factors to indicate their importance.  Evaluation factors must be tailored to fit the particular requirements of each solicitation and the source selection method used.  The relationship of cost/price versus technical factors must also be stated in the solicitation.  

The factors should answer the question, “What attributes and capability must an offeror possess to be able to successfully perform the contract?”  

The two methods are explained below.  Generic factors are provided as examples that can be adapted to specific acquisitions.

Tradeoff Process:

Documented evidence of [NOTE:  It is not enough for offerors to claim experience, etc.  They must provide evidence in their proposals.  Such evidence will vary by solicitation.  It might include reports, reports from past studies, resumes of key staff, etc.]:

1. Prior Experience and Past Performance.  The offeror’s demonstrated record, as confirmed by references, of successful past performance of the same or substantially similar contract efforts, including quality of services or supplies, timeliness of performance, cost control, and the offeror’s business relations.

[NOTE:  This factor is used to evaluate what the offeror has done that is relevant to the work required under the RFP as well as how well the offeror has performed the work.  Evaluation will normally include contacting professional and business references, including Federal and other Government entities, for which the offeror has performed work to verify the quality of the performance.  This evaluation should also consider any predecessor companies, key personnel with relevant experience, and subcontractors proposed to perform major or critical portions of the work.  When an offeror lacks past performance history as an entity, the TEP should evaluate the past performance of the offeror’s principals, predecessor companies, key personnel and major subcontractors in assessing the risk that the offeror presents in fulfilling the contract requirements.  Offerors who lack any relevant past performance information must be given a neutral rating under this factor.]

2. Qualifications of Key Personnel.  The qualifications – including relevant prior experience, special training and education – of proposed key personnel.

[NOTE:  This applies to “key” personnel, i.e., those whose contributions to the contract effort will have a significant impact on the quality of the contractor’s performance.  The term “personnel” is usually interpreted broadly to include contractor employees, consultants and subcontractor employees.]

3. Technical and Management Capability.  The technical excellence and management capability of the offeror.

[NOTE:  This may be expressed as “the offeror’s proposed approach or methodology to performing the work required in the RFP.”  This factor measures how well the offeror’s proposal presents an efficient and realistic approach to fulfilling the contract’s requirements.  It also measures how likely the offeror’s proposed organization and management will be successful in performing the work, including its ability to manage subcontracts.]

A generic example of using the adjectival approach to evaluating an offeror’s compliance with the requirements of the RFP is provided below for Factor No. 3, Technical and Management Capability.  A sample of an evaluation plan using the adjectival approach for all factors is provided as Attachment 2a.

Sample Adjectival Approach

Factor 3.  The technical excellence and management capability of the offeror.

	Check (()
	Rating
	Description

	
	Excellent
	Proposal demonstrates excellent understanding of requirements and approach that significantly exceeds performance or capability standards.  It has exceptional strengths that will significantly benefit the Government.

	
	Good
	Proposal demonstrates good understanding of requirements and approach that exceeds performance or capability standards.  It has one or more strengths that will benefit the Government.

	
	Fair
	Proposal demonstrates acceptable understanding of requirements and approach that meets performance or capability standards.  It is an acceptable solution.  It has few or no strengths that will benefit the Government.

	
	Poor
	Proposal demonstrates shallow understanding of requirements and approach that only marginally meets performance or capability standards necessary for minimal but acceptable contract performance.

	
	Unsatisfactory
	Proposal fails to meet performance or capability standards.  Requirements can be met only with major changes to the proposal.


Lowest Price Technically Acceptable (LPTA) Process:

The factors used under this process must be specific to the work requirements of each RFP, and they must clearly state what constitutes technical acceptability in measurable terms (e.g., length of experience, type of experience, any required qualifications, training or certification of staff, any required licenses, etc.)  The factors will be more detailed than those used under the tradeoff method.  This is because they prescribe the minimum standards that offerors must meet to be determined to be acceptable under each factor (e.g., “Within the two years preceding the submission of this offer, the offeror must demonstrate that it has managed at least two help desk operations similar to those described in this RFP.”)

Factors under the LPTA process are judged on a pass-fail basis only.  No other rating or qualitative value may be assigned.  Lack of adequate documentation in a proposal to support a given factor may easily result in a “fail” rating of that factor, i.e., it is not required that the offeror be allowed to submit additional information.  On the other hand, the Contracting Officer may seek additional information if the circumstances warrant.  

See Attachment 3a for two sample evaluation plans using the LPTA approach.

NOTE:  When an offer from a small business is determined to be technically unacceptable on the basis of lack of experience, the Contracting Officer must obtain a Certificate of Competency from the Small Business Administration.

