NEXGEN TASK ORDER GUIDELINES
Attachment 5

HELPFUL HI NTS

Set up an evaluation panel. The size of the eval uation panel should
reflect the dollar value and conplexity of the Task Order. M nimum size of
an eval uation panel is three (3).

Set up tine and place for evaluation to take place. Technical proposals can
be either witten or oral.

- Oal Presentation:
- Set atime limt for each presentation.
- Ensure that you have schedul ed a conference roomthat is
conduci ve to oral presentations.
- Ensure audi o/ visual equi pnent is avail able and operational.
- Schedul e breaks and | unch(s) between presentations.

- Prepare a standard set of questions to be asked of each
of feror.

- Witten Presentation:

- Decide whether the evaluation panel will get together on a
specific date/tine to review witten proposals or if the
eval uation panel nenmbers will evaluate on their own tine.

- |If evaluation panel nmenbers are evaluating on their own tine
have a due date for the evaluation to be conpl et ed.

Devel op a rating schenme for the evaluation criteria (i.e. 1-5, 1-10,
green/yellow red, etc.) The rating scheme should be exactly the sane for
each of feror and each type of presentation.

Provide to the eval uati on nenbers an advance copy via email the SOW
evaluation criteria and the weights associated with the criteria (recomrend
some type of spreadsheet). Mark the docunments “Source Sel ection Sensitive”
and ensure that the panel menbers know proper handling procedures.

Tally ratings and prepare the Sel ecti on Recormendati on Document ( SRD)

- Selection Reconmendation Docurment is used for debriefings for the
successful and unsuccessful offerors:

- Successful Oferor: Check the recommended prime contractor and
provide a short justification based on the rating on why they
where chosen.

- Unsuccessful O feror: Prepare a short justification for each
unsuccessful offeror as to why they were NOT chosen.

Send SRD and the evaluation scoring to the Contracting Oficer (CO. The
SRD nust include a justification for the award and for the non-successful
bids. The CO requires the evaluation scoring docunentation for their

of ficial NexGen contract files.
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