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Evaluation Criteria are measures that are used to gauge how well an offer meets the agency's requirements. They provide a means for comparing offers by weighing the relative worth of different offers. 

The key to successful use of any evaluation factor is to establish a clear relationship between the PWS, Section L of the solicitation (either FAR Part 12 Acquisition of Commercial Item or Part 15 Contracting by Negotiation), and Section M of the solicitation (Evaluation Factors for Award).  The evaluation factors selected should clearly link with the PWS, as well as, the Section L (Instruction to Offerors) and represent those areas that are important to stakeholders or have been identified as high risk during risk analysis (Guidebook for the Acquisition of Services, 2012).

Evaluation factors and sub-factors represent those specific characteristics that are tied to significant RFP/RFQ requirements and objectives that have an impact on the source selection decision and are expected to be relevant to the PWS/SOW, or that may be required by statute/regulation. They are the uniform baseline against which each Offeror’s proposal is evaluated allowing the Government to make a best-value determination. The evaluation of factors and sub-factors may be quantitative, qualitative, or a combination of both.  Evaluation Criteria should not be prioritized or weighted by factor, according to its importance in satisfying the agency’s needs in the procurement.  Evaluation criteria should be individually tailored to each RFP/RFQ.  For criteria to be effective, they should have the following characteristics (Evaluation Criteria and Scoring Method, 2008): 
· Clear: not subject to multiple interpretations, not ambiguous.
· Relative: all key elements of the project requirements must relate to the requirement definition and be covered by evaluation criteria.
· Discriminating: separate best, average and weaker proposals.
· Non-discriminatory: fair and reasonable.
· Realistic: given the nature or value of the contract.
·  Measurable:  must have distinguishing importance.
·  Economical: use of the criteria should not consume an unreasonable amount of time or resources.
· Justifiable: make sense and can be justified on common sense, technical and legal basis; mandatory and heavily weighted criteria must be justified.

Generally, the evaluation criteria will address such matters as:

· Compliance with contractual terms and conditions.
· The technical merit of the goods or services offered.  
· The capability of the bidder to fulfill the requirement, including technical and management competence, financial viability, relevant skills, experience and availability of key personnel.
· Any mandatory criteria, such as those required by Instruction.
Common evaluation factors include:

· Acceptability of offer.

· Past Performance 

· Cost/Price
Most contracts can be awarded based on the acceptability of the offer.  Acceptability takes into consideration whether the Offeror agrees to the terms of outlined in the PWS/SOW.  It also considers the Offeror’s use of Small Business.    Past performance considers the Offeror’s experience in efforts of a similar nature.  It may also consider elements such as employee experience or resume’s.   Cost/Price considers the amount assigned to the efforts as defined in the PWS/SOW (Edwards, 2006).  

Some evaluation factors must be considered in all evaluations.  Factors such as cost/price, past performance, Small Business consideration and the quality of the product or service must be considered in the source selection process.  Quality is addressed through cost/price is evaluated through analysis of whether the proposed price/cost is fair and reasonable.  There is no adjectival rating assigned to a cost/price evaluation since cost/price is not rated.   If the requirement is on cost reimbursable basis, a cost realism analysis must also be conducted.  Past Performance is considered by evaluating risk, customer satisfaction and other factors.  Past performance and Experience as evaluation factors should be specified.  Often Offerors combine a summary of the two factors and do not place emphasis on experience.  There is an important distinction between a contractor’s experience and its past performance.  Experience reflects whether contractors have performed similar work before.  Past performance, on the other hand, describes how well contractors performed the work.  In other words, how well did they execute what was promised in the proposal.  Both of these areas are considered when making a responsibility determination. Either past performance or experience can be considered as source selection factors or sub-factors, where they can either stand alone or be considered under performance risk (Guide to Collection & Use of PPI).  Small business is considered for the extent of its usage by Offerors, teaming arrangement, or subcontractor.  Quality of service is considered through the evaluation of one or more non-cost evaluation factors such as past performance, compliance with solicitation requirements, technical excellence, management capability, personnel qualifications, and prior experience (Source Selection Procedure, 2011).

When evaluating factors/sub-factors, numerical or percentage weighting are not used.  Factors and/or sub-factors will be outlined in the solicitation by their relative order of importance and the importance of non-cost factors to cost/price factors.   The relative order of importance of the factors/sub-factors to price/cost will be defined in the solicitation in enough detail to express what will be evaluated. The evaluation factors and sub-factors are the primary basis for the information requested in section L, Instruction to Offeror’s and form the basis used in selecting the source for award.  The PWS/SOW, Instructions to Offerors and evaluation factors should be consistent in their efforts (DOD Source Selection, Mar 2011).  Together, the proper identification and weighing of the evaluation criteria along with a consensus on the meanings of the criteria will form a SSP that will provide the agency with a common standard by which to judge the merit of competing proposals.  This allows the agency to rank the proposals received while simultaneously providing Offeror’s with a fair basis for comparison (Acq notes).  The FAR states that: 1) an award decision will be based on factors/sub-factors tailored to the individual award; 2) factors/sub-factors must be relevant and will provide the emphasis in the source selection; and 3) Contracting Officers must inform the Offerors of the basis on which award will be made.  


Limit the number of evaluation factors.  It is the number of evaluation factors that determines the amount of information that must be obtained from competitors and processed by the government in order to reach a decision. Therefore, use no more evaluation factors than absolutely necessary and only those factors on which the differences among Offerors are likely to be more than trivial (Edwards, 2006).  

   Factors that should be included in solicitation include past performance, price and experience. Past performance should be included as a factor to gauge the Offeror’s performance on other efforts.  I would seek information on the amount of work he/she has performed and the satisfaction level of former clients.  Price should always be included as a factor.  Price is included because as stewards of the public trust, Contract Specialist are responsible for ensuring that public funds are spent in the most cost effective manner.  Experience should be included to measure the proficiency of the Offeror in performing the work as outlined in the SOO/PWS/SOW.  This is gauged through his response to the specifications in the requirements, employee resumes and qualifications/certifications, etc. Usage of these factors allows me to measure proficiency, longevity, ability to perform the work, and a fair and reasonable cost.  
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