[image: image1.png]


CONFIDENTIAL

[image: image2.png]design-
bonild




CONFIDENTIAL


MINNESOTA

DEPARTMENT OF TRANSPORTATION

District      
Low Bid

Technical Proposal Evaluation Manual 
      DESIGN–BUILD PROJECT

S.P.      
Federal Project No.      
{Technical Proposal due date}     
Copy ____ of      

Table of Contents
21.0
Introduction and Purpose of the Procedure


22.0
Non-Disclosure Information & Security of Work Area


33.0
Responsibilities


33.1
Evaluation Process Organization


33.2
Commissioner of Transportation


33.3
Process Oversight Committee


33.4
Technical Advisors


53.5
Technical Review Committee Chair


53.6
Technical Review Committee


53.7
Technical Subcommittees


64.0
Evaluation Procedure


64.1
Technical Evaluation Procedure


64.2
Step 1 – Responsiveness Review: Pass/Fail Evaluation


64.3
Step 2 – Responsiveness Review: ATCs


74.4
Step 3 – Price Proposal Opening


75.0
Technical Proposal Scoring




Figures

Figure 1
Proposal Evaluation Organization
Appendices

Appendix A
Proposal Pass/Fail Checklist

Appendix B
ATC Checklist

1.0
Introduction and Purpose of the Procedure

This document provides the methodology and criteria for evaluation of the Proposals received in response to the Request for Proposals (RFP) for the       Design-Build Project (Project) issued by the Minnesota Department of Transportation (Mn/DOT) on      .  
The purpose of this Proposal Evaluation Plan is to provide a fair and uniform basis for the evaluation of the Proposals in accordance with Mn/DOT’s enabling legislation, Mn/DOT policies and the RFP.

2.0
Non-Disclosure Information & Security of Work Area
This Proposal Evaluation Plan, and the evaluation materials, are sensitive information and shall not be publicly disclosed unless otherwise provided by statute or regulation.  It is particularly important that any information designated as “proprietary” by any respondent be carefully guarded to avoid release of information contained in such documents.  Each person with access to the Proposals, including the Technical Review Committee (TRC) and Process Oversight Committee (POC), will be required to complete and sign a Non-Disclosure Agreement.
No information regarding the contents of the Proposals, the deliberations by the TRC, recommendations to the Commissioner of Transportation (Commissioner), or other information relating to the evaluation process will be released or be publicly disclosed without the authorization of the TRC Chair.

All requests made for information pertaining to this process shall be forwarded to the TRC Chair.  The TRC Chair will be responsible for all communication outside the Proposal Evaluation and Technical Review Organization.

The TRC chair will obtain private meeting rooms for all discussions pertaining to evaluation of the Proposals.  Only TRC and POC members will be authorized admittance to these rooms.  If a situation arises that requires an individual who is not on a member of the TRC or POC to be admitted to the meeting rooms, all discussions will be discontinued and all paperwork either properly stored or otherwise safeguarded until such personnel have departed the room.  

When working with the Technical Proposals and evaluation materials, each member shall keep all of the materials under their direct control and secure from others not associated with the evaluation process.  At all other times, the materials shall be locked in a secured area.  At the conclusion of the evaluation process, all materials (including work papers) shall be returned to the TRC Chair unless otherwise authorized by the TRC Chair.  
When using computers, files shall not be stored on non-removable hard disks or network file servers.
3.0
Responsibilities

3.1
Evaluation Process Organization

The following flow chart on the following page represents the Proposal evaluation organization for the Project.  The POC must approve justifications for additions or changes to this Organization. 
3.2
Commissioner of Transportation

The Commissioner and/or designee will have responsibilities and duties that will include, but is not limited to:

· Appointing TRC members.

· Opening the Price Proposal during the public price opening process.

3.3
Process Oversight Committee

A non-voting group of observers will serve on a Process Oversight Committee.

· The POC will be charged with observing the process used by the TRC and providing support, as necessary, during the Proposal review process.

· The POC may, but is not required to, submit to the TRC Chair a written report and/or specific questions to be used during any oral presentations.

· The POC may issue a report to the Commissioner or designee stating the committee’s observations relative to Mn/DOT’s adherence to the evaluation methodology as stated in this document.  The report shall note any specific instances of deviation from the proposed evaluation procedures.

· Department of Administration participants shall not be the Protest Official listed in the ITP.  
3.4
Technical Advisors
· Not used.
FIGURE 1 – PROPOSAL EVALUATION ORGANIZATION





3.5
Technical Review Committee Chair
The TRC Chair or designee will:

· Be responsible for securing written Non-Disclosure Agreements from the TRC and POC prior to beginning the Proposal evaluation process.

· Serve as a point of contact in the event a TRC member has questions or encounters issues relative to the evaluation process.

· Verify that each Proposer’s Price Proposal is separate from the Technical Proposal.

· Confirm that each Alternative Technical Concept (ATC) that is incorporated in the Proposal is incorporated properly.
· Submit written requests for clarification to Proposers if the evaluation team determines that a Proposal contains unclear information or otherwise needs clarification.

· Be responsible for ensuring the timely progress of the evaluation, coordinating any consensus meeting(s) or re-evaluation(s), and ensuring that appropriate records of the evaluation are maintained.

· With the concurrence of the POC, the TRC Chair may deviate from any procedure as prescribed herein as long as said deviations do not otherwise violate the applicable law.  The change or modification should be documented in a TRC report to the Commissioner.

· Ensure that each TRC member individually reviews and assesses each Proposer’s Technical Proposal using the overall criteria set forth in this Proposal Evaluation Plan.
· Be responsible for securing the evaluation materials at the conclusion of the project evaluation.
3.6
Technical Review Committee

The TRC, a five member or greater voting committee, will perform the Technical Proposal evaluation and scoring.

· The TRC will perform the Technical Proposal pass/fail evaluation in accordance with the ITP and the Technical Proposal Evaluation Manual.
3.7
Technical Subcommittees

Not Used.
4.0
Evaluation Procedure

The Proposals will arrive in two separate marked packages; the Price Proposals in one package, and the DBE/EEO Submittal in the second package.  The Technical Proposals will be delivered by email.  The Price Proposals will remain unopened until the Technical Evaluation process has been completed. {Use if applicable}  The Mn/DOT Office of Civil Rights will begin evaluating the DBE/EEO Submittal.  
The following presents a general framework for the organization of the TRC and the methodology for evaluating the Proposals.
4.1
Technical Evaluation Procedure

The following steps summarize the general procedures for the Technical Proposal evaluation:

· Step 1 – Responsiveness Review:  Pass/Fail Evaluation.  The TRC will review the Technical Proposals for responsiveness.  
· Step 2 – Responsiveness Review:  ATCs:  The TRC will review whether the Proposer properly incorporated any ATCs into its Technical Proposal and determine responsiveness. {Use if applicable}
· Step 3 – Price Proposal Opening:  The Commissioner or designee will publicly open the Price Proposals.

4.2
Step 1 – Responsiveness Review: Pass/Fail Evaluation

The TRC will review the Technical Proposals for responsiveness to the RFP requirements by completing and forwarding to the TRC Chair, Appendix A for each Technical Proposal.  If a Proposal fails to achieve a passing score on any of the pass/fail portions of the evaluation, the TRC shall deem the Proposal non-responsive. At least 2/3 (66%) of the TRC members must vote in favor of declaring a proposal non-responsive.
If a Proposal obtains an initial non-responsive or fail score, the TRC Chair may issue requests for clarification or supplemental information from the Proposer to obtain a subsequent responsive or passing rating.  The POC will review the information received and provide the TRC with information only relevant to the question of responsiveness.
If a Proposal is deemed non-responsive by the TRC, the TRC shall document the reasons to the TRC Chair.  The TRC Chair will notify the Commissioner or designee that the Proposer has been determined as non-responsive to the RFP.  If the Commissioner or designee concurs with the TRC non-responsive recommendation, the TRC Chair shall draft a notice for the Commissioner’s or designee’s signature after which the notice will be issued to the appropriate Proposer.
4.3
Step 2 – Responsiveness Review: ATCs {Use if applicable}
The TRC will verify that any ATCs included in the Technical Proposal were properly incorporated by completing Appendix B for each Technical Proposal.  The TRC Chair reserves the right to request clarifications from Proposer’s if incorporation of an ATC is unclear.
4.4
Step 3 – Price Proposal Opening

On the Price Proposal opening date, the Commissioner or designee will publicly open the Price Proposals.
5.0
Technical Proposal Scoring

Not Used.

APPENDIX A

PROPOSAL PASS/FAIL CHECKLIST

Proposer:  ______________________________
Evaluator: ______________________________

	Proposal Pass/Fail Task
	Pass/Fail

	Delivered by        FORMDROPDOWN 
 on the Technical Proposal Due Date (ITP      )
	

	Separate DBE, Price and Technical Proposals (ITP      )
	

	One electronic copy of Technical Proposal in PDF format with appendices {Use if applicable}
	

	One electronic copy of DBE, EEO, OJT Submittal
	

	One hardcopy Price Proposal
	

	Technical Proposal includes: {Insert ITP requirements}
· Executive Summary (2-page limit single sided)

· Business name, address, business type and roles of the Proposer and each Major Participant.

· Identify any Approved ATCs incorporated in the Proposal, and shall include in an appendix a copy of Mn/DOT’s Approval letter for each incorporated Approved ATC.

· A statement certifying the truth and correctness of the Technical, Price, and DBE and EEO Proposal.

· Authorized representatives of the Proposer organization must sign the letter.

· Organizational Chart

· Appendix A – ATC

· Appendix B – Schedule (Does not exceed 10 pages)
	

	Proposer Information, Certifications, and Documents:  (ITP reference 5.3.1 (d)) The proposer submitted the required forms, certifications and documents.  The forms appear to be complete, accurate, and responsive, and they do not indicate any material adverse changes from the information provided in the SOQ materials.

· Form 1: Design-Build Proposal Form and Signature Page, including authorization to execute proposal.  If joint venture, Form 1 must be signed by all JV members
· Authorization of execution and delivery of Proposal and the Contract (reference ITP 4.3.3.2 (d)).

· Form 2: Certification to Commissioner of Transportation

· Form 4: Information about Major Participants and Identified Subcontractors. Proposer only needs to provide Form 4 if changes have been made to previously identified Major Participants and Subcontractors.
Major Participants

Subcontractors

· Form 9: Equal Employment Opportunity Certification for Proposer, each Major Participant, and non-exempt Subcontractors identified as of the Proposal Due Date.  Proposer only needs to provide Form 9 if new non-exempt Subcontractors are identified as of the Proposal Due Date.
	

	Business Form:  (ITP reference 5.3.1 (a)) Business form of proposer and team members shall meet the Project requirements.
	

	Changes since submission of SOQ:  (ITP reference 5.3.1 (b)) An individual or a design-build firm identified in the proposal shall not have changed since the submission of its SOQ, except with the approval of Mn/DOT.
	

	Major Defects: (ITP reference 5.3.1 (g)) The Proposal contains no major defect in Mn/DOT’s sole discretion that would significantly violate an RFP requirement.
	

	Conditions: (ITP reference 5.3.1 (h)) The Proposer places conditions on the Proposal.
	


Note: P= Pass; F = Fail, NA = Not Applicable

APPENDIX B
ATC CHECKLIST



Proposer:  ______________________________
Evaluator: ______________________________

	ATC No.
	ATC Description
	Approval Status
	Mn/DOT Approval Letter Included
	All Conditions Capable of Being Met in Technical Proposal Have Been Met
	Pass/Fail

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	







































































































































































Process Oversight Committee


{Insert Name}, FHWA


{Insert Name}, Mn/DOT OCIC


Betsy Hayes, Dept of Administration





{Current POC used on projects}








Technical Review Committee





{Insert Name}, Mn/DOT


{Insert Name}, Mn/DOT


{Insert Name}, Mn/DOT


{Insert Name}, Mn/DOT


{Insert Name}, AGC Representative





{TRC must include at least one manager, one AGC rep., rest at principal level or higher, good to include CLS and Contract Management Director}
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