TIPS RELATING TO EVALUATION OF TENDERS

Below you will find some tips relating to evaluation. There is also information relating to feedback to unsuccessful tenderers.


Evaluation Team
The magic number for the evaluation team is 3. This normally ensures consensus. However, sometimes you may need to go with 2 depending on availability. All members of the team must complete a conflict of interest/confidentiality declaration form which will be provided on the day.


In respect of any submissions received, you first need to check compliance.

Compliance
1. Has the submission been submitted before the deadline?
1. Have all the necessary documents which were requested been received? (This includes any docs requested to fulfil Selection Criteria).
Failure to meet compliance requirements may result in elimination from the competition. You are within your rights to seek clarification on certain issues. Central Procurement Unit (CPU) can advise if needed.

Compliance has been checked before the submission documents were circulated to the Evaluation Panel.


Next, you need to check that the submission meets all the Selection Criteria.

Selection Criteria
1. Does the submission pass all the Selection Criteria?
Failure to pass all selection criteria may result in elimination from the competition. You are within your rights to seek clarification on certain issues. CPU can advise if needed.


Any submission which is compliant and passes all selection criteria will then be assessed against the Award Criteria.

Award Criteria
Here is a summary of the evaluation process with respect to the award criteria which you may find helpful:

The evaluation team should individually:
1. Assess the strengths of what is in front of them against the published criteria.
1. Record.
1. Assess the weaknesses of what is in front of them against the published criteria.
1. Record.
1. Repeat in respect of all criteria/sub-criteria for each tender submission (except for price; this should be left to be carried out collectively).
1. DO NOT consider anything outside of the scope of the published criteria.
1. DO NOT ask other assessors at this stage.
1. DO NOT discuss your findings until stage is finished.
1. DO NOT record a score at this stage.
1. A Tender Evaluation template is provided below which may be of assistance to document strengths & weaknesses of each tenderer’s submission against the award criteria.

Once individual assessment is complete, the evaluation team should collectively:
1. Discuss and conclude strengths and weaknesses of what was submitted against the published criteria.
1. Agree score.
1. Record.
1. Repeat in respect of all qualitative criteria/sub-criteria for each tender submission.
1. Calculate scores for price.
1. Do not round up or down price scores – decimals are fine as they are the result of the formula in the pricing schedule.
1. Finalise totals for all tender submissions.
1. Record.

Further assessment tips:
DO:
1. Plan sufficient time.
1. Make reasons constructive, objective, accurate and impersonal.
1. Only consider published criteria.
1. Only consider information submitted.

DO NOT:
1. Create any additional evaluation guidance that tenderers have not seen.
1. Write comments you do not anyone else to see (it will be found).
1. Take into account anything else you know.
1. Be prejudiced.
1. Peek at pricing submissions until all other criteria/sub-criteria scores have been agreed.
1. Commit to assessment if you can’t guarantee presence from start to finish.
1. Change evaluation team members.
1. Use half marks.
1. Give “bonus marks”.


Feedback
In relation to the standards of feedback required for unsuccessful tenderers, the links below refers to a judgment from the High Court which outlines what needs to be provided.

This is an A&L Goodbody summary of the RPS v Kildare County Council judgment:
https://www.algoodbody.com/insights-publications/rps-consulting-engineers-limited-v-kildare-county-council-judgment-of-humph

Here is the Arthur Cox summary of same:
https://www.lexology.com/library/detail.aspx?g=c90ce89d-b3f2-45a4-94ca-dddf0c66f51e


When providing feedback to an unsuccessful tenderer in respect of a qualitative criterion/sub-criterion, you will:
1. Look to the strengths recorded in the evaluation record to explain why they achieved the score they did;
1. Look to the weaknesses recorded in the evaluation record to explain why they lost marks (if applicable);
1. Look to the strengths recorded in the evaluation record for the successful tenderer to explain why the successful tenderer achieved the score they did (only applicable where the successful tenderer scores higher);*
*These explanations must not disclose any commercially sensitive information


Keeping a record of the evaluation
All members of the evaluation team must complete a Conflict of Interest & Confidentiality declaration document (completed on the day). All such records will be retained as part of the procurement file.
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