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[Name of Council]
GUIDANCE FOR EVALUATION TEAM ON TENDER EVALUATION MATRICES
[Tender name/ details]
1. You have been selected to evaluate the Tenders for the above opportunity.

2. The Tenders must be evaluated in accordance with the evaluation criteria and the scoring/weighting set out in the ITT and summarised on the evaluation scoresheet.

3. You must review the Tender submissions to decide how well the Tenderers have met the criteria.
4. You must treat each Tenderer equally and approach the scoring in a consistent, non discriminatory and fair manner. 

5. You should treat the contents of the Tenders as confidential.

6. You must only score the Tender submissions on the information contained in them and any clarifications received. You cannot take into account any other information you may have already received by any means, including personal experience. 
7. There is space on the scoresheet to record comments to support your scoring and you should ensure that these are sufficient for you to be able to explain the score. You may also mark up a copy of the Tender as you review it. Please note that these comments may be referred to in any subsequent debrief or challenge.
8. The evaluation team should decide if they are going to:

a)
score individually and then average the scores; or

b)
reach a moderated score between them as a group for each Tenderer.

9. The scores for each Tenderer are then added to the overall scoresheet to reach the final scores and the ranking.

10. All members of the evaluation team should sign and date the scoresheets.
11. The evaluation team lead should sign off the scoring process as being recorded accurately and that the decisions made are clearly documented so that they can be explained.
12. You must not disclose the contents of the responses, your or the panel’s scores individually or in total with any person outside of the evaluation team.

13. When evaluating you may need to clarify the Tenders. This can be done during the evaluation process as long as the clarifications maintain the requirement to give equal treatment and be non-discriminatory. It is best to ask for clarifications in writing and they should refer to the section in the Tender and ask a specific question. You should avoid asking questions which essentially give the Tenderer the opportunity to submit extra information.

14. These clarifications must take place before the scoring is finalised. They may result in score changes for the relevant criteria and, as long as this change is justifiable there is no reason why the scores cannot change in this way during the process. Indeed, it is only fair to allow such change. It is essential that all Tenders are treated the same however.
15. If interviews are to take place during the evaluation period it must be made clear to Tenderers whether there will be a score allocated to the interview. This would need to be justified as being relevant to the contract requirements and this may be difficult on its own however an interview may help to demonstrate that the personnel to be involved in providing the Contract are experienced and understand the Contract and proposed methodology. As a result the scores for any such aspects can be adjusted accordingly as long as the ITT made it clear that this would happen.

16. An interview can be used to clarify aspects of the Tender and a clear record of the questions asked and the answers given should be kept to demonstrate that all of the changes in score are directly related to the evaluation criteria.

17. Clarifications must not be confused with post tender negotiations where the parties negotiate changes to the Tender and resultant Contract. In a restricted procedure no negotiations are allowed and the team must take care not to negotiate the terms of the Contract with the Tenderers as any changes could make the evaluation process less robust as the opportunity has not been fair and compliant. If these are after contract award they could distort the outcome of the evaluation process such that the successful Tender is no longer the lowest price or most economically advantageous and unsuccessful Tenderers could say that they may have won if they had been able to price to different contractual conditions.  All proposed variations should be referred to the Council’s legal team.
18. When the evaluation process is complete the Tenderers all need to be notified of the outcome. The Regulations require the Council to provide all parties with the following information:

· the name of the successful Tenderer or Tenderers;

· a reminder of the criteria used to evaluate the Tenders;

· the successful Tenderers’ score;

· the score of the Tenderer being modified.

Clearly some of this information will not be available for those who have only expressed an interest and were not invited to tender.  This information must be sent and then a period of at least 10 days expired before the Contract is awarded.  If any person asks for a de-brief within the first 2 working days the Council must give the following information such that the Tenderer (or interested party) has the information for at least 3 working days before Contract Award.  This is known as an “accelerated debrief” and, if necessary, this means the Contract Award has to be delayed beyond the minimum 10 day period.  The information is:

· the reasons why the recipient of the notice was unsuccessful; and 

· the characteristics and relative advantages of the successful Tenderer or Tenderers.
If the request for a de-brief arrives after the second working day, the de-brief has to be given within 15 days, and the Council can award the Contract before the debrief is given.  This de-brief would cover some of the same issues as the accelerated one described above.
19. In the event of an accelerated debrief being requested you will need to have the relevant information easily accessible as the timescales may be tight- the scoresheets are intended to capture the type of information which will be needed and it is worth keeping this possibility in mind as you carry out the scoring process and when making comments about why a particular score is given.

20. As explained in point 18, a debrief to an unsuccessful Tenderer needs to explain why they were unsuccessful and if they submitted an admissible tender,  what the characteristics and relative advantages of the successful Tender were. The extent and type of information released will depend on the circumstances and you should seek advice from your legal team as to what is appropriate.
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