Source Evaluation Team Checklist

Source Evaluation Team Meeting Wednesday, May X, 20XX
Checklist of Important Points
[   ]
Do not discuss the offers or evaluation with anyone else except for the SET during the consensus meetings.  Refer any inquiries to the Contracting Officer or Contract Specialist.

[   ]
Keep proposals and evaluation materials locked up when not in use.

[   ]
Read the Evaluation Plan carefully before looking at the offers.  You do not need to assign any points, only rate each proposal as Outstanding, Above Average, Average, Below Average, Unsatisfactory or Not Addressed for each evaluation factor according to the SET Instructions.  Points are calculated using your rating.

[   ]
Do not compare offers to each other.  Rate each offer according to the Evaluation Plan.

[    ] 
All of your evaluation notes should reasonably fit under the evaluation factors as described on the SET Evaluation Sheets.  Provide specific references from the offer.

[    ]  
You may make notes where you like during your evaluation, but your final narrative should be recorded on the SET Evaluation Sheets and turned in to SET Chairperson after consensus.  All of your notes must be shredded after award.

[   ]
Inform __________ when your individual evaluation is complete so that she may schedule consensus meetings.  Your individual evaluation must be complete by June X, 20XX.

[   ]
Please call ___________, SET Chairperson at XXX-XXX-XXXX, ________________, Contract Specialist at XXX-XXX-XXXX or _____________, Contracting Officer at XXX-XXX-XXXX with any questions.  
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