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Disclosure Agreement; Conflict of Interest Notice

All Evaluation Team members shall execute a Disclosure Agreement and Conflict of Interest Notice, prior to commencement of the Statement of Qualifications (SOQ) evaluation process, and provide them to the TRC Chair.  The Agreements and Conflict of Interest Notices shall be retained as part of the SOQ evaluation record.  A person who fails to execute the required Disclosure Agreement and Conflict of Interest Notice shall not participate in the SOQ evaluation.  As part of the SOQ evaluation kick-off meeting, prior to the start of the evaluation, the TRC Chair will inform the Evaluation Team of the importance of confidentiality safeguards, and verify that a Disclosure Agreement and Conflict of Interest Notice has been collected from each evaluation team member.  The TRC Chair will review all Disclosure Agreements and Conflict of Interest Notices.  After the briefing, all individuals involved in the short-list selection process shall be responsible for maintaining confidentiality.

The SOQ Evaluation Manual is deemed to be sensitive information and shall not be publicly disclosed unless otherwise provided for by statute or regulation.  During the short-list selection process, approval of the TRC Chair shall be obtained before any release of SOQ evaluation information.  It is particularly important that any information designated as “proprietary” by any Submitter be carefully guarded to avoid its release.
No information regarding the contents of the SOQ, deliberations by the Evaluation Team, the short-list recommendation to the Deputy Commissioner (or designated representative), or other information relating to the evaluation process will be released (except to authorized persons) or publicly disclosed without the authorization of the TRC Chair.

Introduction and Purpose of the Procedure

This document provides the methodology and procedures for evaluation of the SOQs received in response to the Request for Qualifications (RFQ) for the      Design-Build Project (Project) issued on      .
The purpose of this manual is to ensure the impartial, equitable and comprehensive evaluation of each Submitter’s SOQ, in accordance with the       Design-Build Project RFQ, for the purposes of short-listing the most highly qualified Submitters.  Mn/DOT will use a two-phase procurement process to select a design-build contractor to deliver the Project.  The short-list will not contain more than five of the most highly qualified Submitters that submit SOQs.  In the second phase, Mn/DOT will issue a Request for Proposals (the “RFP”) for the Project to the short-listed Submitters.  Only the short-listed Submitters will be eligible to submit proposals for the Project.  Each short-listed Submitter that submits a proposal in response to the RFP (if any) is referred to herein as a “Proposer.”  Mn/DOT will award a design-build contract for the Project, if any, to the Proposer offering the best value, to be determined as described in the RFP.
1.0 Security of Work Area

Each member of the Evaluation Team (Technical Review Committee (TRC), the TRC Chair, Process Oversight Committee (POC), and Technical Advisors (TA)) will be issued one copy of each SOQ.  When working with the SOQ and Evaluation Materials, each member of the Evaluation Team shall keep all of the materials under their direct control and secure from others not associated with the Evaluation Team.  At all other times, the materials shall be locked in a secured storage container.  The SOQ or evaluation material shall not be shared with any persons outside of the Evaluation Team.  All Evaluation Team members shall ensure that confidentiality of all the SOQs and evaluation material is maintained.  

When using computers, Submitter SOQ and evaluation materials shall not be stored on non-removable hard disks.  All computer-generated data should be stored on removable disk drives (e.g., USB drives).
The TRC Chair will obtain a private meeting room for all discussions pertaining to the evaluation of the SOQs.  Only the Evaluation Team shall be authorized admittance to this evaluation area.  The TRC Chair must approve justification for additions to the Evaluation Team. If a situation arises that requires an individual who is not an Evaluation Team member to be admitted to the evaluation area, all discussions will be discontinued and all paperwork either properly stored or otherwise safeguarded until such personnel have departed the work area.

2.0 Documentation Control

Each SOQ submitted and all documentation developed by the Evaluation Team shall be kept confidential and stored in accordance with the above procedures.  All SOQs and evaluation documentation will be kept secured at the end of each working day and/or at all other times that it is not under the direct control of authorized personnel.  At the conclusion of the evaluation process, members of the Evaluation Team shall not be permitted to retain any work papers, or any part of the SOQs, without first obtaining authorization from the TRC Chair.

3.0 Evaluation Procedure

The Mn/DOT Commissioner has appointed the following members to the Evaluation Team:

TRC Chair:
      – Mn/DOT Design-Build Project Manager     
Technical Review Committee (TRC):
{Insert member names, include at least 5 members at principal-level or higher with one manager-level employee, and one AGC rep}
Technical Advisors (TA):
     
Process Oversight Committee (POC):

Kevin Kliethermes, FHWA

Amber Blanchard, Mn/DOT OCIC

The Project short-list will be developed using the procedure described below:

Step 1:  Kick-Off Meeting

· SOQ Evaluation procedures will be reviewed with the TRC, TA, and POC prior to scoring or discussing any SOQ’s.

Step 2:  Pass-Fail Evaluation
· Select members of the Evaluation Team will evaluate each SOQ to determine that the Submitters have been responsive to the RFQ and complete the pass/fail evaluations using the Pass/Fail Checklist included in Appendix B.

· TRC Chair, or designated representative, will notify Submitters of incomplete SOQ information and request clarifications, if any.

Step 3:  Independent Review

· The TRC, TA and POC members will independently review the contents of each SOQ submitted.  TRC, TA and POC members may prepare written clarification questions and submit them to the TRC Chair at any time.  The TRC Chair, or designated representative, will notify Submitters of questions in writing.  The TRC Chair may elect to defer questions until Step 4.  
· TRC and TA members individually will determine strengths and weaknesses of each SOQ and record the strengths/weaknesses in Appendix C.   Evaluate and record strengths and weaknesses for each category against the sub-criteria identified in Appendix C.   Strengths and weaknesses are defined as follows:

Strengths –     That part of the SOQ that ultimately represents a benefit to the Project and is expected to increase the Submitter’s ability to meet or exceed the Project’s goals.  

Weaknesses – That part of a SOQ which detracts from the Submitter’s ability to meet the Project’s goals or may result in inefficient or ineffective performance. 

· Do not score any SOQs at this point.  

Step 4:  Review Meeting and Scoring
· The TRC, TA, and POC members will meet to review and discuss the submitted SOQs.  The TA and POC members will support and assist the TRC in connection with their review and scoring of the SOQs but will not individually or independently score any SOQ.
· The TRC and TA may prepare written clarification questions to Submitters if SOQ information is determined to be unclear or lacking information.  The TRC Chair, or designated representative, will notify Submitters of questions in writing.  

· The TRC, TRC Chair, TA, and POC may conduct interviews with the individuals listed in the SOQ.  Only the TRC and TRC Chair will be allowed to ask interview questions and follow-up questions based on responses from the Submitter.  The TRC, with input from the TA and POC, will develop the questions prior to the interview.  The questions should consist of standard questions for each team and include specific questions for each team.
· During the SOQ review and scoring meeting(s) each Evaluator on the TRC will have the opportunity to adjust their evaluations based upon their discussions and input received from the interview, other members of the TRC or the TA, if any.  The TRC will finalize their evaluations.   

· Each Evaluator will then determine an adjectival rating for each scoring criteria element from the RFQ using Appendix A – Qualitative Rating Guide and record the rating on the Qualitative Evaluation Form.  

· Each Evaluator will then transfer the adjectival rating to the SOQ Evaluation Form in Appendix C.    

· Each Evaluator will then determine a numerical score for each category based upon the adjectival rating (record as a percent (e.g., 85 = 85% or 0.85)).  

· Each Evaluator will then multiply the percentage by the maximum potential points and record this value in the “Evaluator’s Score” box rounded to two decimal places.  

	Evaluation Category
	Maximum Potential Points
	Excellent (90-100)
	Very

Good

(75-89)
	Good

(51-74)
	Fair

(25-50)
	Poor

(<24)
	Evaluator’s Technical Proposal Score

(Max Points X Score)

	· Project Approach
	25
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	.85
	
	
	
	21.25

	· Project Understanding
	15
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	0.68
	
	
	10.20


· A Total Evaluation Score for each Submitter is then recorded on the SOQ Evaluation Form in Appendix C by adding the scores of each category. 

· The POC and/or TA will audit the Evaluation Sheets after the Evaluators have completed and signed the Evaluation Sheets.  Any issues identified during the audit will be brought to the Evaluator’s attention for explanation and/or correction.
· The TRC Chair will then collect each Evaluator’s finalized SOQ Evaluation Forms when completed.  The TRC Chair will then fill in the Submitter’s scores collected from each Evaluator on the SOQ Evaluation Summary Sheet included in Appendix D.  

· The TRC will then determine the average score for each Submitter by adding all scores recorded for each Submitter and dividing by the number of Evaluators.  The TRC Chair will record the average scores on the SOQ Evaluation Summary Sheet and record the relative final rankings.  

Step 5:  Short-List
· The TRC will then determine a logical breaking point to identify the most highly qualified Submitters and a recommended short-list.  No more than five Submitters shall be short-listed in accordance with State Statute.  
· The TRC, led by the TRC Chair, will then develop an Executive Summary of the SOQ Evaluations, including the short-list.  The Executive Summary will be forwarded to the Mn/DOT Deputy Commissioner of Transportation.

· The TRC Chair will notify all SOQ Submitters in writing of the results of the evaluation process. The short-listed Submitters will then be invited to respond to the Request for Proposals (RFP). 

4.0 TRC Chair and Technical Review Committee (TRC)
The TRC Chair, or designated representative, shall serve as a point of contact if an Evaluator has questions or encounters problems relative to the evaluations.  The TRC Chair shall coordinate and facilitate the participation of TA, if any, as may be necessary during the course of the evaluation and selection process.

The TRC Chair is responsible for ensuring the timely progress of the evaluation, coordinating any consensus meeting(s) or re-evaluations, and ensuring that appropriate records of the evaluation are maintained.

To the extent the TRC Chair determines it appropriate, the TRC Chair may deviate from any procedure as prescribed herein as long as said deviations do not otherwise constitute violation of applicable law.  The change or modification shall be documented in the RFQ Evaluation Committee’s Executive Summary to the Commissioner.

Each Evaluator will review the RFQ and SOQ Evaluation Manual prior to scoring any SOQ.  If an Evaluator has any questions regarding the evaluation criteria or process, a clarification shall be requested from the TRC Chair at the kick-off meeting. 

Upon receipt of the SOQs, the TRC Chair will provide a list of Submitter team members to the TRC and TA, if any.  The Submitter team member list shall be attached to an updated Conflict of Interest Notice identifying any conflicts of interest or relationships with individuals or entities on any Submitter’s team or with any Submitter’s team member.

Each Evaluator will individually review and assess individual SOQs using the criteria set forth in the SOQ Evaluation Manual.  Each Evaluator shall record his/her evaluations using the attached evaluation forms.  These forms provide a record of the evaluation.  The evaluation forms should be completed in a manner that adequately indicates the basis of the Evaluator’s assessment.  Reasoning for strengths and weaknesses shall be thoroughly documented. Comments are to be specific, as generalizations are not sufficient.

If an Evaluator is unable to complete his/her evaluation responsibilities to the extent the TRC Chair determines necessary or if additional Evaluators are necessary to evaluate the SOQs more completely, the TRC Chair shall take whatever steps he/she determines appropriate to arrange for substitution and or/supplementation of evaluation personnel.

Evaluators may waive any minor irregularities in any SOQ so as long as the waiver does not constitute violation of state law.   

5.0 Technical Advisors (TA)
TA, if any, will submit an original copy of their assessments/notes to the TRC Chair for distribution to the TRC at the SOQ review and scoring meeting.  The TA will be available to the TRC during the evaluation process.  

6.0 Detailed Evaluation Criteria

The RFQ specifies that each Submitter is to include in its response detailed information that demonstrates the Submitter’s experience and qualifications in projects of a size and complexity similar to the Project.  The SOQs are required to contain specific information and to elaborate on the Submitter’s specific qualifications and experience. 

6.1 Pass/Fail Evaluation Portion


The pass/fail section of the evaluation requires that select members of the Evaluation Team assess the SOQ for being responsive to the RFQ requirements and meeting the legal and financial submittal requirements of the RFQ, and assign a pass/fail score.  The pass/fail ratings are based on the following general RFQ evaluation criteria as they relate to the Submitter’s proposal:

· General submittal requirements

· Legal implications of Submitter structure

· Ability to obtain a Performance Bond and Payment Bond
The Pass/Fail Criteria Checklist for the Project is a listing of required information and can be found in Appendix B.  The Submitters who substantially comply with the requirements of the RFQ will be given a passing score in this portion of the evaluation.  Failure to address a particular requirement or failure to include or deliver an important item of information that is required by the RFQ may be grounds for failing the Submitter on that item.
A failing score in one or more of the items listed in the pass/fail portion of the evaluation process may be grounds for a determination that a particular Submitter is noncompliant and may not be shortlisted for the Project.  In addition, SOQs must substantially meet the pass/fail criteria to be advanced to the qualitative evaluation process.  The TRC Chair, or designee, may correspond with a Submitter to request clarifications and information. 

6.2 Qualitative Evaluation 

The SOQs will be assessed a qualitative rating from Excellent to Poor using the five adjectival ratings available to each Evaluator as defined in Appendix A for each scoring criteria.  The description establishes the basis by which an adjectival rating is assigned. The evaluation will include the categories listed below:

{Insert RFQ Scoring Criteria here}  
7.0 Information Release

No information regarding the contents of SOQs, the deliberations by the TRC, short-list recommendations to the Commissioner or other information relating to the evaluation process will be released, except to authorized Mn/DOT personnel, or will be made without the authorization of the TRC Chair.

APPENDIX A

QUALITATIVE RATING GUIDE
QUALITATIVE RATING GUIDE
	ADJECTIVE
	DESCRIPTION
	Percent of Maximum Score 

	Excellent (E)


	· Submitter has exceptional qualifications.  

· SOQ supports an extremely strong expectation of successful Project performance.  

· SOQ indicates significant strengths with few minor weaknesses, if any.

· SOQ contains an outstanding level of quality.  


	90-100 %

	Very Good (VG)
	· Submitter has strong qualifications.  

· SOQ supports a very good expectation of successful Project performance.  

· SOQ contains a few minor weaknesses that are outweighed by the strengths.  


	75-89 %

	Adequate (A)


	· Submitter has sufficient qualifications.  

· SOQ supports an adequate expectation of successful Project performance.  

· SOQ contains weaknesses that are balanced by strengths.    


	51-74 %

	Fair (F)

	· Submitter has limited qualifications.  

· SOQ supports a fair expectation of successful Project performance.  

· SOQ contains weaknesses that are not offset by strengths.  Weaknesses could adversely affect successful project performance.  

 
	25-50 %

	Poor (P)
	· Submitter has little or no qualifications.  

· SOQ supports a weak expectation of successful Project performance.  

· SOQ contains significant weaknesses with very minor strengths, if any.  


	0-24 %


APPENDIX B
SOQ PASS/FAIL CHECKLIST

     Design-Build Project Pass/Fail Checklist
	PASS/FAIL TASK
	PASS
	FAIL

	SOQ received by        FORMDROPDOWN 
, Central Standard Time on      .
	
	

	Delivered via       to Mn/DOT’s Design-Build Program Manager 
	
	

	Submittals prepared on letter-size paper except for graphical information.  SOQ did not exceed       single-sided pages and used 12-point font.  Text contained on charts, exhibits, design plans, and other illustrative and graphical information is no smaller than 10-point Times New Roman.  
	
	

	 Introduction includes: {reference RFQ}
· A cover letter stating business name, address, business type and roles of Submitter and Major Participants.

· Identified contact person with address, telephone and fax number, and e-mail address.

· Signed by authorized representative of Submitter or Major Participants.

· Certifies the truth and correctness of the SOQ
· Title page and table of contents limited to one page each.
	
	

	Organizational Chart(s) includes: {reference RFQ}
· “Chain of command” with lines identifying participants who are responsible for major functions.

· Functional structure of organization down to Design discipline leader or construction superintendent level showing Key Personnel by name.

· Submitter and all Major Participants.

· Identification of relationships of project management, project administration, executive management, construction management, quality control, safety, environmental compliance and subcontractor administration.
· Written description of significant functional relationships and how organizations will function as an integrated design-build team.
	
	

	Key Personnel (Appendix A) includes resumes of: {reference RFQ} 

· Contractor’s Project Manager
· Quality Manager
· Construction Quality Manager

· Design Manager

· Geotechnical Engineer
· Hydraulics Engineer
· Design Lead Engineer - Roadway
· Public Information Coordinator/Business Liaison
Resumes of key personnel are limited to two pages each.
	
	

	Submitter Experience {reference RFQ} includes at least three major highway projects that the Submitter and each Major Participant has managed, designed and/or constructed.  
	
	

	Legal and Financial {reference RFQ}
· Identified all addenda and clarifications received by number and date. (Appendix B)

· Organizational conflicts of interest information provided (Appendix C).
· If the Submitter organization has already been formed, provide complete copies of the organizational documents that allow, or would allow by the time of contract award, the Submitter and Major Participants to conduct business in the State of Minnesota (include good standing certificates from the Minnesota Secretary of State).  If the Submitter organization has not yet been formed, provide a brief description of the proposed legal structure or draft copies of the underlying agreements (Appendix B).
· Surety or insurance company (authorized to do business in the State of Minnesota with an A.M. Best Co. "Best's Rating" of A- or better and Class VIII or better) letter provided stating Submitter is capable of obtaining Performance Bond and Payment Bond in the amount of $      million for the period of the Project and a letter stating that the Submitter is capable of obtaining a $      million Project warranty bond. (Appendix B)
· Submitter information provided including. (Appendix B)
· Any project that resulted in assessment of liquidated damages or stipulated damages against the firm with the last five years.

· Conditions surrounding any contract (or portion thereof) entered into by the firm that has been terminated for cause, or which required completion by another party, within the last five years.

· Any debarment or suspension from performing work against the firm.
	
	


APPENDIX C
SOQ EVALUATION FORMS

Submitter: 










SOQ Evaluator Number:      
	{Reference scoring criteria heading} 

	 FORMCHECKBOX 
   Excellent             FORMCHECKBOX 
  Very Good               FORMCHECKBOX 
 Adequate            FORMCHECKBOX 
 Fair             FORMCHECKBOX 
 Poor

	{Use additional sheets as necessary}
	Mark on chart
	Page #
	Comment / Finding

	{Insert scoring criteria first bullet or paragraph here}
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S                            W
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S                            W
	
	

	
	S                            W
	
	

	{Insert scoring criteria second bullet or paragraph here}
	S                            W
	
	

	
	S                            W
	
	

	
	S                            W
	
	

	{Insert scoring criteria third bullet or paragraph here}
	S                            W
	
	

	
	S                            W
	
	

	
	S                            W
	
	


Submitter: 










SOQ Evaluator Number:      
	{Reference scoring criteria heading} 

	 FORMCHECKBOX 
   Excellent             FORMCHECKBOX 
  Very Good               FORMCHECKBOX 
 Adequate            FORMCHECKBOX 
 Fair             FORMCHECKBOX 
 Poor

	{Use additional sheets as necessary}
	Mark on chart
	Comment / Finding

	{Insert scoring criteria first bullet}
	S                            W
	

	
	S                            W
	

	
	S                            W
	

	{Insert scoring criteria second bullet}
	S                            W
	

	
	S                            W
	

	
	S                            W
	

	{Insert scoring criteria third bullet}
	S                            W
	

	
	S                            W
	

	
	S                            W
	


Submitter: 










SOQ Evaluator Number:      
	{Reference scoring criteria heading} 

	 FORMCHECKBOX 
   Excellent             FORMCHECKBOX 
  Very Good               FORMCHECKBOX 
 Adequate            FORMCHECKBOX 
 Fair             FORMCHECKBOX 
 Poor

	{Use additional sheets as necessary}
	Mark on chart
	Comment / Finding

	{Insert scoring criteria first bullet}
	S                            W
	

	
	S                            W
	

	
	S                            W
	

	{Insert scoring criteria second bullet}
	S                            W
	

	
	S                            W
	

	
	S                            W
	

	{Insert scoring criteria third bullet}
	S                            W
	

	
	S                            W
	

	
	S                            W
	


Submitter: 







SOQ Evaluator Number:      
	Evaluation Category
	Maximum Potential Points
	Excellent (90-100)
	Very

Good

(75-89)
	Adequate
(51-74)
	Fair

(25-50)
	Poor

(0-24)
	Evaluator’s Technical Proposal Score

(Max Points X Score)

	· {Scoring criteria}
	{  }
	
	
	
	
	
	

	· {Scoring criteria}
	{  }
	
	
	
	
	
	

	· {Scoring criteria}
	{  }
	
	
	
	
	
	

	Total
	100
	
	
	
	
	
	


I hereby certify that I have audited this evaluation form for the above mentioned Submitter.


Auditor Signature:  _________________________________


                   Date: 



APPENDIX D
SOQ EVALUATION SUMMARY SHEET

	
	Evaluator Total Scoring by Submitter
	General Comments

	
	Submitter A
	Submitter B
	Submitter C
	Submitter D
	Submitter E
	

	Evaluator No. 1
	
	
	
	
	
	

	Evaluator No. 2
	
	
	
	
	
	

	Evaluator No. 3
	
	
	
	
	
	

	Evaluator No. 4
	
	
	
	
	
	

	Evaluator No. 5
	
	
	
	
	
	

	
	
	
	
	
	
	{Adjust evaluator rows and submitter columns as applicable}

	Total Average Score
	
	
	
	
	
	

	Final Ranking
	
	
	
	
	
	


I hereby certify that the scores reflected above reflect the information provided by the Evaluators:  

TRC Chair Signature:  _________________________________


Date:  



I hereby certify that I have audited this summary sheet.

       Auditor Signature:  _________________________________


Date:  
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