

Evaluation Process (Customer Orientation Outline of the Process)

A. [bookmark: _GoBack]Understand who are the evaluators (note: if SES as part of panel, inform Chief/Deputy POD)

B. Engage the Evaluation Team 
1) Email (Best practice) - to get the Evaluation Team prepared
(a) Schedule
(b) Site Logistics (Access to the Bldg., POD Contacts)
(c) Roles (CO, Evaluation Team)
(d) Expectations (What to bring, scheduled time to be dedicated)
(e) Attach documents 
· Solicitation Pkg / RFQ (finalized version). Pay special attention to:
· Instructions to offerors
· Requirements
· Evaluation Criteria
· Solicitation Amendments
· NDA (send it, but signature required at time of Evaluation)
2) Meeting, as needed, with the Evaluation Team 

C. Brief with Evaluation Team
1) Pre-Brief
(a) Schedule
(b) Site Logistics (Access to the Building, POD Contacts)
(c) Roles (CO, Evaluation Team) – Identify and Define the roles/responsibilities 
(d) Expectations (What to bring, scheduled time to be dedicated)
(e) NDA (Eval information will only be released/controlled by the CO)
(f) Evaluation Plan/Process
· Review Evaluation Criteria and Definitions
· Worksheets
· Government Communication (For example:  Subject Matter Experts, how operate as a team, everyone having a voice) 
· Expectations of the Writeup
(g) Exchanges with Offerors (Clarifications, Evaluation Notice Process, Less than Satisfactory PPQs)
(h) Next Steps After the Evaluation (e.g., award timeline, notice of award)

D. Out-Brief (NDA, Survey, leave all material, Evaluators certify will destroy all electronic material)

E. Next
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