Mn/DOT Professional/Technical (P/T) Competitive Selection Process Updated Guidance
(Updated January 2014)

This updated guidance is intended to:

· Improve the consistency of the competitive selection process
· Provide an increased level of quality assurance / quality control for the process

· Establish greater transparency and accountability in the competitive selection process

· Ensure that Mn/DOT staff is well-informed and equipped with best practices to carry out a defendable competitive selection process

The following is advisory and details “best practices” to achieve the goals above.  As you go through the process, please feel free to contact Consultant Services with feedback, lessons learned and/or questions.
1. Selection Committee
a. There must be no more than 50% of committee members from any District or Office
b. A member of the Manager’s Plan must serve on the committee.

c. Selection committee member direct reports should be avoided. 

d. For contracts over $800K: A member of the Manager’s Plan from the initiating District/Office must serve on the committee
e. For contracts over $800K: At least 50% of the committee must be from the Manager’s Plan
f. For contracts over $800K: Consultant Services’ Assistant Director may designate a person to audit the selection process. Contact Consultant Services for additional information.
g. For contracts over $800K: The selection committee must be established and approved before the development of the RFP/Announcement.  See Section 2.
2. RFP/Announcement Development
a. Once a project has been identified for outsourcing, Mn/DOT personnel (other than the identified Mn/DOT Project Manager or other authorized designee (s)) must not discuss project specific information with members of the consultant community.  Prior to public notice/advertisement, all communications must be directed to the designated Mn/DOT person for that project.  After public notice/advertisement, all communications must be made through the person designated in the public notice/advertisement.
b. The scoring criteria, proposal content, and scope of work is developed by the initiating District/Office (typically the Project Manager).
c. For contracts over $800K: Before Certification, The Contract Administrator will facilitate a meeting with the approved selection committee members to review the RFP and/or Announcement, specifically the proposal content, scope and scoring criteria.  In order to ensure consistency and uniformity, the discussion will include sharing of lessons learned and knowledge transfer among selection committee members.  The selection committee must come to consensus regarding the proposal content, scope and the scoring criteria.
d. For engineering-related contracts, the RFP/Announcement must contain a Quality Management Plan (QMP) component in the proposal content and selection criteria areas.
e. For contracts over $800K: The RFP/Announcement must have review and concurrence from Consultant Services prior to certification.
f. For Pre-Qualification contracts that utilize the Letter of Interest (LOI) process, the standard page limit for LOIs should be no less than five (5) and no more than twenty (20) depending on the size and complexity of the project.  For large projects with anticipated lengthy QMPs, an appendix can be added for the QMP above and beyond the normal page limit.

3. Division Director Memo (for contracts over $800K)
a.  After the Selection Committee meeting, the Contract Administrator must complete the Approval of Selection Memo per usual.  For contracts over $800K and in addition to the items required on the template, the memo must be expanded to include the following:

i. The names of the Selection Committee members and their titles

ii. The detailed scoring criteria used by the Selection Committee.  For example:

The committee reviewed the proposals based on the evaluation criteria listed in the RFP:

Demonstrated ability to meet project schedule:

With respect to deliverables 1.0 to 20.0

10%

With respect to deliverables above 50.0

10%

Overall project deadlines




5%

Background and experience of personnel working on the project: 15%

Etc.

iii. A summary of the final scoring.  For example:

Selection Committee Scoring (out of 100):

Company A

93 points

Company B

87 points

Company C

79 points

Etc.

For all selections: Approval of Selection Memo MUST be signed BEFORE negotiations and BEFORE notification to responders.
4. Partial Debriefings

a. After the approval of the selection, the Contract Administrator will inform the responders of the selection.  At that time the Contract Administrator will inform the responders that they will soon be receiving a courtesy “partial debriefing.”
b. The Contract Administrator will collate the comments and scores from the selection committee for each responder into a format that clearly indicates what comments match with appropriate sections of the evaluation criteria.

c. The Contract Administrator will solicit feedback from the selection committee if there are vague comments that need clarification or more detail.  For example, the comment, “The work plan was weak.”  Why was it weak?  What was missing?  (The standard rating sheet will be expanded to allow more room for selection committee member comments.)  See Section 6.
d. For contracts over $800K: The comments and scores must be sent to Consultant Services for review before they are distributed to the responders.

e. The Contract Administrator will email all of the responders a courtesy partial debriefing which will include the following information:
i. Responder’s scores

ii. Responder’s comments

f. It is imperative that each responder only receive their scores and comments.  The Contract Administrator must inform the responders that a full debriefing is available following the contract execution.
5. Full Debriefings

a. After the contract is fully executed, Contract Administrators should provide a full debriefing to those responders that request one.
b. Typically, for the full debriefing the Contract Administrator will meet with the responder in person and provide the following:

i. Breakdown of all scores for all proposals

ii. Responder’s comments (previously provided in partial debriefing)

iii. All proposals

c. If requested, the Contract Administrator must also provide:

i. Cost proposals

ii. Comments for other responders
iii. Actual ratings sheets (cannot redact any information)
iv. Names of raters
d. Contract Administrators should inform responders that all communication regarding the selection must be facilitated by the Contract Administrator.

e. It is strongly recommended that the Project Manager attend the full debriefing to provide the responder with technical feedback and clarification.
f. Responders are allowed to have copies of all materials provided regarding the selection.  If the responder wishes to have copies of the proposals, they should be informed that a copy charge of $.25 per page is required up to 100 copies and if it exceeds 100 copies, the charge will be actual cost and time for the copying per Minnesota Statute §13.  If it is just a few pages, it is typically viewed as a customer service and no charge is levied.  Also, if the data can be provided electronically, there is typically no charge.
6. Guidance for Selection Committee Members
The majority of the following information/guidance is not new.  It is intended to serve as a reminder for selection committee members.
a. The selection committee members review the Proposals/Letters of Interest and complete the evaluation/rating forms prior to the selection meeting.
b. The selection committee members must come to the meeting prepared to discuss the Proposals/Letters of Interests and their draft evaluations/scores.  The evaluation of proposals is an individual task.  Selection committee members are must NOT discuss the submittals, ratings, or rankings BEFORE the Selection Committee meeting.

c. Selection committee members cannot participate in the meeting if they do not complete their review and evaluation before the meeting.
d. As part of their independent review, Selection committee members rate each Proposal/Letter of Interest. They rank the Proposals/Letters of Interest according to the total scores, with the highest score receiving the top ranking.
e. Selection committee members must score each proposal consistently and scoring must be in accordance with the criteria set forth in the RFP/Announcement.

f. Evaluations should be based upon the proposal not on bias and personal opinions regarding consultants.

g. The Contract Administrator facilitates the selection committee meeting. Contract Administrators do not distribute or reveal the cost information to Selection Committee members before the meeting.
h. At the selection meeting, Selection Committee members first discuss each Proposal/Letter of Interest.  The Contract Administrator facilitates this discussion.  The Contract Administrator encourages all Selection Committee members to share their feedback about the Proposals/Letters of Interest and to listen carefully to the feedback of others.  If discrepancies exist, the Contract Administrator makes note of them and encourages Selection Committee members to talk about them.  After the discussion, and before scores are revealed, Selection Committee members may change/finalize their scores to reflect discussion revelations.
i. Selection committee members must record clear and detailed comments for each scoring criteria area.  Comments must be factual and avoid judgmental opinions.  Vague comments must be clarified.  For example, the comment, “The work plan was weak.”  Why was it weak?  What was missing?  (The standard rating sheet will be expanded to allow more room for selection committee member comments.)
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