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AUTHORITY: Wis. Stats.  16.705(2)
SCOPE: - to establish the content of evaluation committee reports
- to assign responsibility for drafting the report
- to assign responsibility for approving the report
CONTENT: l. The purpose of the evaluation committee report is to concisely summarize the
activity and recommendations of the evaluation committee process.

A Each evaluation committee report must:

1. Identify evaluation committee members,

2. Detail the dates that the committee met,

3. Describe the process used to determine if oral presentations
would be done and who would be invited,
a. Describe/summarize the oral presentation process and any

committee discussions following the oral presentations

b. Describe the scoring methodology for oral presentations

4, Describe the process used to determine if the best and final offer
process would be done, which vendors would receive them and
what would be included in the best and final solicitation.

B. A description of the point methodology and categories that were
evaluated must be included. The description must be written in clear
nontechnical terms so that a layperson can understand the importance of
each category.

C. Any benchmarks for scoring that evaluators used must be described.

D. The purpose and summary of all subcommittee and full committee
meetings must be described.
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A concise summary of each component of the evaluation process
(evaluation of the written proposals, oral demonstrations, best and final
solicitations) must be included in the report.

Any anomaly in scores must be identified and explained.

An abstract of the final technical evaluation and cost scores must be
attached to the report.

The results of reference checks on the recommended proposer must be
attached to the report.

The report must include a recommendation for award including a
description of how the recommended proposer met the functional
components evaluated in the request for proposal.

The report must include an option for any evaluator to express
disagreement with the content of the report.

The evaluation committee report will be made part of the official
procurement file and will be available to vendors and the public upon
request.

The report will be forwarded to the procuring agency head prior to
issuing an intent to award.

Il. Responsibilities

A.

The purchasing lead or committee designee will draft the report on
behalf of the evaluation committee.

Evaluation committee members will review the report and recommend
any changes.
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C. Evaluation committee members must sign the evaluation committee

report to confirm their agreement with its content and the award

recommendation.

D. Any evaluator who disagrees with the content of the report or the award
recommendation must provide a written explanation for his/her

objection.
Reference material:

Evaluation Committee Report
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