Proposal Evaluation Checklist

This document is used in conjunction with the vendor’s completed proposal and the Vendor Evaluation Matrix.

This document should be updated to be consistent with the RFP sections and requested items within the RFP document.  The requested item column should include all items requested from the vendor in the RFP.  The requested met columns should reflect what was received in the vendor’s proposal. 

SAMPLE

	
	Request Met

	RFP Section
	Requested Item
	Yes
	No
	Unsure

	4.2
	Proposals received on time
	
	
	

	8.1
	Transmittal letter
	
	
	

	8.2
	Executive summary
	
	
	

	8.3
	Company information provided
	
	
	

	8.4
	Relevant partnerships:  sub-contractors, software vendors
	
	
	

	8.5
	End state vision details
	
	
	

	8.6.1 
	Project management approach & details
	
	
	

	8.6.2
	Risk management approach & details
	
	
	

	8.6.3
	Issues management approach/plan & details
	
	
	

	
	Issue log included in Appendix C
	
	
	

	8.7
	Implementation methodology/approach detail provided
	
	
	

	8.7.1
	Business process re-engineering process/methodology defined
	
	
	

	
	Roles & responsibilities clearly defined
	
	
	

	
	Appendix A includes vendor response to suggested BPR by functional requirement
	
	
	

	8.7.2
	High-level project plan included in Appendix C
	
	
	

	8.7.3
	Change management approach detailed
	
	
	

	8.7.4
	Data Strategy defined
	
	
	

	8.7.5
	Configuration Management / Change control approach and plan provided in detail 
	

	
	Appendix C includes a sample change control log and request form
	
	
	

	8.7.6
	Information assurance management plan
	
	
	

	8.7.7
	Roll out Strategy defined
	
	
	

	8.8.1
	Project organization chart provided
	
	
	

	8.8.2
	Roles & detailed responsibilities for all potential team members including deliverables are clearly defined


	
	
	

	8.8.3
	Resource plans for vendor, buyer, subs & SW vendor
	
	
	

	8.8.4
	Full project team has been proposed
	
	
	

	8.8.5
	All key personnel from vendor, subs and software vendor have been identified by name
	
	
	

	
	Appendix D includes a completed resume template for each named resource
	
	
	

	8.9.1
	Statement of work has been completed in its entirety
	
	
	

	8.10
	Expected buyer duties are clearly defined, thorough and reasonable
	
	
	

	8.11
	Training and knowledge transfer approach has been detailed
	
	
	

	8.12
	Post implementation support detailed 


	
	
	

	8.13
	Currently identified project risks are clearly stated with defined mitigation plans
	
	
	

	8.14.1
	Full details of past performance have been provided
	
	
	

	8.14.2
	Related engagement table is completed in its entirety
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