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	DATE:		May 12, 2026 

	TO:		Dorothy Mendonca
State Purchasing Agent and Director
			GSD/State Purchasing Division	

	FROM:		Name, Procurement Manager										Agency/Division

	SUBJECT:	Evaluation Committee Report, [Insert RFP Title & RFP # 00-000-00-00000]


In accordance with the Request for Proposals for [Insert RFP Title & RFP #] issued [Insert Date Issued], [Insert number of Offerors who timely submitted proposals] proposals were timely submitted from the following Offerors; [List each of the Offeror names here, in alphabetical order].  [Insert number (e.g. Two (2)] responsive proposals were evaluated by the Evaluation Committee.  

[If any Offerors were disqualified/eliminated/found non-responsive, insert names here.  Include the reason for the disqualification, and the specific Section(s) and Paragraph(s) within the RFP that supports the disqualification.  EXAMPLE:  Of the proposals that were timely received, Offeror A and Offeror B were found non-responsive, and eliminated from consideration under the RFP.  Offeror A submitted a completed the Campaign Contribution Disclosure Form, but failed to sign the form, as required in Section II.C.29, and Section IV.C.4.  Offeror B failed to provide a response to Section IV.B.3.c, Mandatory Specifications, which required Offerors to provide a Statement of Concurrence agreeing that they meet the minimum qualification requirements of the program.]


The Evaluation Committee members are as follows: 

Name of Procurement Manager, Procurement Manager (non-evaluating member)
Name of Committee Member 1, Position or Agency
Name of Committee Member 2, Position or Agency
Name of Committee Member 3, Position or Agency
[Add Committee Members, if needed]


This Evaluation Committee Report identifies all criteria used in scoring the responses.





Section IV.B, Technical Specifications [Adjust all Section numbers and headings in the report to mirror the RFP]
[Change/Edit/Remove highlighted information as necessary.  Each section receiving points must be listed separately.  As an example, the Technical Specifications in this template are broken out into three separate categories: (1) Organizational Experience, (2) Organizational References, and (3) Oral Presentations.  The Evaluation Committee Report must be organized according to the RFP. 

Replace “Offeror A,” “Offeror B,” and “Offeror C” with actual Offeror names, adding/deleting columns as needed.  ALWAYS list all Offeror names in alphabetical order; this is to prevent the appearance that Offerors are listed in any kind of preferential order.] 


Section IV.B.1, Organizational Experience (## Total Points)
	
	[Offeror A]
	[Offeror B]
	[Offeror C]

	Offeror Points
	
	
	



Specifications:
[Insert (copy and paste) the corresponding Specification from RFP here]
Evaluation Factors:
[Insert (copy and paste) the corresponding Evaluation Factor from RFP here]
[Offeror A]
The Evaluation Committee awarded [Offeror A] ## points based on the Offeror’s response. [Insert evaluation comments justifying Offeror’s score here.  The justification must be based on the specifications and evaluation factors stated in the RFP, in this section.]	Comment by Author: Score Justification Instructions
The Offeror scores represent the Evaluation Committee’s cumulative decisions.  Do not provide individual Committee member scores, or identify individual Committee member comments.

Whether an Offeror did or did not receive the full amount of points in a section, you must explain.  Explain how the proposal met the criteria in the RFP and how it did not.  The justification must be based on the Specifications and Evaluation Factors stated in the RFP, in each respective section.  Include a brief, summarized example or two of how each Offeror’s proposal met the criteria in the RFP, and how the Evaluation Committee viewed each Offeror’s response in light of the requirements in the RFP.  It is not enough to simply say “The Offeror sufficiently met the requirements.”  How?  How did they sufficiently meet the requirements?  What did the Offeror provide in its proposal that convinced the Evaluation Committee they met the requirements?  Or, conversely, what did the Offeror’s proposal lack that caused them to lose points (or not receive the full amount of points)?  The report must make a connection between the Offerors’ responses and the RFP requirements.

The report does not always need to address every single detail in the Specification or Evaluation Factors, but the justification should be proportional to the amount of points the section is worth (e.g. a score justification for a section that is worth 300 points should be more robust than a section that is worth 25 points.).

Do not copy and paste language from one score justification to another. Each Offeror’s score justification must be individualized.

When you’re writing the score justifications, do NOT use any form of the verb “to feel.”  The Committee doesn’t feel; it determines, deduces, considers, notes, states, etc.  EXAMPLES:  BAD:  The Committee felt that the Offeror’s proposal…  GOOD:  The Committee determined that the information provided in this section of the Offeror’s proposal…

Remember!  All Offerors receive a copy of the Evaluation Committee Report.  Will your score justification convince each Offeror that they deserved the points they were given?  Will your score justification convince each of the Offerors that their competitors deserved the points they were given? EXAMPLE:  If an Offeror receives 75 out of 100 points, yet all of the comments provided in the justification are positive, they might not believe they deserved to lose one-quarter of the total points available.

¡¡IMPORTANT!!
It is crucial that you do NOT compare Offeror proposals to one another.  DO NOT justify evaluation scores by saying something like “Compared to all the other Offerors, this Offeror provided the best…”  Even though the Offeror in question may have provided the best item, option, details or whatever, the evaluation score justification must be written in relation ONLY to the criteria in the RFP.  
[Offeror B]
The Evaluation Committee awarded [Offeror B] ## points based on the Offeror’s response. [Insert evaluation comments justifying Offeror’s score here. The justification must be based on the specifications and evaluation factors stated in the RFP, in this section.]
[Offeror C]
The Evaluation Committee awarded [Offeror C] ## points based on the Offeror’s response. [Insert evaluation comments justifying Offeror’s score here. The justification must be based on the specifications and evaluation factors stated in the RFP, in this section.]

Section IV.B.2,  Organizational References (## Total Points)
	
	[Offeror A]
	[Offeror B]
	[Offeror C]

	Offeror Points
	
	
	



Specifications:
[Insert (copy and paste) the corresponding Specification from RFP here]
Evaluation Factors:
[Insert (copy and paste) the corresponding Evaluation Factor from RFP here]
[Offeror A]
The Evaluation Committee awarded [Offeror A] ## points based on the submitted reference(s).  [Number] references were timely received for the Offeror. [Insert evaluation comments justifying Offeror’s score here.  The justification must be based on the specifications and evaluation factors stated in the RFP, in this section.]	Comment by Author: ORGANIZATIONAL REFERENCES – EVALUATION EXAMPLES
General Requirements
State the number of references that were timely received.
EXAMPLE:  Only two out of the three references requested were timely received. Because of this, the Offeror was only eligible to receive a maximum 66.67 (out of 100) points. [See the explanation on Available Points below]
Do not identify individual references, other than in a summary statement.
EXAMPLE:  All references received were from similar government agencies.
State how the references rated the Offeror.
EXAMPLE:  All the references were excellent.
Provide brief examples
EXAMPLE:  References stated that the Offeror provided great customer service, on-time billing, and innovative solutions to problems. 
Available Points
If we received only 2 of the 3 requested references, then the Offeror may only be eligible to receive 2/3 of the total points.  Example:  If this section is worth 120 points, the Offeror is only eligible for a maximum of 80 points.  This is the MAXIMUM amount of points that they can receive in this section.  The score must still be justified.
If we received only 1 of the 3 requested references, then they are only eligible to receive 1/3 of the total points. Example:  If this section is worth 120 points, the Offeror is only eligible for a maximum of 40 points.  This is the MAXIMUM amount of points that they can receive in this section.  The score must still be justified.
ONLY if we received all 3 references, is the Offeror eligible for the full 100 points.  This does not mean they are automatically entitled to the maximum amount of points.  The score must still be justified.
IMPORTANT:  Just because we receive the references doesn’t automatically entitle the Offeror to the maximum amount of available points, in any of the scenarios above.  The content of the references must also be taken into consideration, per the requirements in the RFP.

So, putting all the EXAMPLES together:
[Let’s hypothetically say that the example Offeror received 60 points out of the available 120]
Only two of the three requested references were timely received.  Because of this, the Offeror was only eligible to receive a maximum of 80 points.  The references received were from organizations who provide similar public services.  Overall, the references were excellent.  The references stated that the Offeror provided great customer service, on-time billing, and innovative solutions to problems. However, one reference indicated that project deadlines had to be extended on a regular basis, which greatly concerned the Evaluation Committee.  For this reason, the Offeror did not receive the full amount of available points.
OR
[Let’s hypothetically say that the next example Offeror received 120 points out of 120]
All three requested references were timely received, and were from similar State agencies.  They all provided excellent ratings for the Offeror.  The references stated that the Offeror provided great customer service, on-time billing, innovative solutions to problems, and met all project deadlines.

[Offeror B]
The Evaluation Committee awarded [Offeror B] ## points based on the submitted reference(s).  [Number] references were timely received for the Offeror. [Insert evaluation comments justifying Offeror’s score here. The justification must be based on the specifications and evaluation factors stated in the RFP, in this section.]
[Offeror C]
The Evaluation Committee awarded [Offeror C] ## points based on the submitted reference(s).  [Number] references were timely received for the Offeror. [Insert evaluation comments justifying Offeror’s score here. The justification must be based on the specifications and evaluation factors stated in the RFP, in this section.]

Section IV.B.3,  Oral Presentation (## Total Points)	Comment by Author: If the Evaluation Factor in the RFP states that, in the case that Oral Presentations are not held, all Offerors will receive the maximum amount of points, then all Offerors must be given the maximum amount of points.  You cannot give Offerors zero (0) points, as we cannot change the Evaluation Factor or the total points available in the RFP after-the-fact.
	
	[Offeror A]
	[Offeror B]
	[Offeror C]

	Offeror Points
	
	
	



Specifications:
[Insert (copy and paste) the corresponding Specification from RFP here]
Evaluation Factors:
[Insert (copy and paste) the corresponding Evaluation Factor from RFP here]
[Offeror A]
The Evaluation Committee awarded [Offeror A] ## points based on the Offeror’s response. [Insert evaluation comments justifying Offeror’s score here.  The justification must be based on the specifications and evaluation factors stated in the RFP, in this section.]
[Offeror B]
The Evaluation Committee awarded [Offeror B] ## points based on the Offeror’s response. [Insert evaluation comments justifying Offeror’s score here. The justification must be based on the specifications and evaluation factors stated in the RFP, in this section.]
[Offeror C]
The Evaluation Committee awarded [Offeror C] ## points based on the Offeror’s response. [Insert evaluation comments justifying Offeror’s score here. The justification must be based on the specifications and evaluation factors stated in the RFP, in this section.]


Section IV.B.4,  MANDATORY SPECIFICATIONS (## Total Points)
	
	[Offeror A]
	[Offeror B]
	[Offeror C]

	Offeror Points
	
	
	



Specifications:
[Insert (copy and paste) the corresponding Specification from RFP here]
Evaluation Factors:
[Insert (copy and paste) the corresponding Evaluation Factor from RFP here]
[Offeror A]
The Evaluation Committee awarded [Offeror A] ## points based on the Offeror’s response. [Insert evaluation comments justifying Offeror’s score here.  The justification must be based on the specifications and evaluation factors stated in the RFP, in this section.]
[Offeror B]
The Evaluation Committee awarded [Offeror B] ## points based on the Offeror’s response. [Insert evaluation comments justifying Offeror’s score here. The justification must be based on the specifications and evaluation factors stated in the RFP, in this section.]
[Offeror C]
The Evaluation Committee awarded [Offeror C] ## points based on the Offeror’s response. [Insert evaluation comments justifying Offeror’s score here. The justification must be based on the specifications and evaluation factors stated in the RFP, in this section.]

Section IV.B.5,  Desirable Specifications (## Total Points)
	
	[Offeror A]
	[Offeror B]
	[Offeror C]

	Offeror Points
	
	
	



Specifications:
[Insert (copy and paste) the corresponding Specification from RFP here]
Evaluation Factors:
[Insert (copy and paste) the corresponding Evaluation Factor from RFP here]
[Offeror A]
The Evaluation Committee awarded [Offeror A] ## points based on the Offeror’s response. [Insert evaluation comments justifying Offeror’s score here.  The justification must be based on the specifications and evaluation factors stated in the RFP, in this section.]
[Offeror B]
The Evaluation Committee awarded [Offeror B] ## points based on the Offeror’s response. [Insert evaluation comments justifying Offeror’s score here. The justification must be based on the specifications and evaluation factors stated in the RFP, in this section.]
[Offeror C]
The Evaluation Committee awarded [Offeror C] ## points based on the Offeror’s response. [Insert evaluation comments justifying Offeror’s score here. The justification must be based on the specifications and evaluation factors stated in the RFP, in this section.]

Section IV. C,  Business Specifications


Section IV.C.1,  Letter of Transmittal (Pass/Fail)	Comment by Author: For most Pass/Fail Specifications, it is acceptable to use only this table, and not provide individual comments.  However, some Pass/Fail Specification may require comments, which depends on the Specification and Evaluation Factor.  If you think this may apply to your RFP, discuss the matter with your SPD buyer.
	
	[Offeror A]
	[Offeror B]
	[Offeror C]

	Pass/Fail
	
	
	




Specifications:
[Insert (copy and paste) the corresponding Specification from RFP here]
Evaluation Factors: 
Pass/Fail only.  No points Assigned.

Section IV.C.2,  Signed Campaign Contribution Disclosure Form (Pass/Fail)
	
	[Offeror A]
	[Offeror B]
	[Offeror C]

	Pass/Fail
	
	
	



Specifications:
[Insert (copy and paste) the corresponding Specification from RFP here]
Evaluation Factors: 
Pass/Fail only.  No points Assigned.

Section IV.C.3,  Costs (## Total Points)	Comment by Author: If the Evaluation Factors in the RFP contain a formula to evaluate cost, you must show the calculations for each and every Offeror.

Additionally, if the only Evaluation Factor in the RFP for Cost is a formula, then no other score justification is permitted.  The score must be calculated using the specified formula only.  

Conversely, if the Evaluation Factor for Cost does not contain a formula, but a verbal description (such as: Points will be awarded based upon the reasonableness and fairness of the pricing, as well as how the pricing benefits the State.), then you cannot come up with a formula after-the-fact.
	
	[Offeror A]
	[Offeror B]
	[Offeror C]

	Offeror Points
	
	
	



Specifications:
[Insert (copy and paste) the corresponding Specification from RFP here]
Evaluation Factors:
[Insert (copy and paste) the corresponding Evaluation Factor from RFP here; including the cost formula, if applicable.]
[Offeror A] 
The Evaluation Committee awarded [Offeror A] ## points based on the Offeror’s response. [If a cost formula is identified in the RFP, then show the calculations for the Offeror.  If Evaluation Factors other than a cost formula is identified in the RFP, then insert evaluation comments justifying Offeror’s score here.  The justification must be based on the specifications and evaluation factors stated in the RFP, in this section.]
[Offeror B]
The Evaluation Committee awarded [Offeror B] ## points based on the Offeror’s response. [If a cost formula is identified in the RFP, then show the calculations for the Offeror.  If Evaluation Factors other than a cost formula is identified in the RFP, then insert evaluation comments justifying Offeror’s score here.  The justification must be based on the specifications and evaluation factors stated in the RFP, in this section.]
[Offeror C]
The Evaluation Committee awarded [Offeror C] ## points based on the Offeror’s response. [If a cost formula is identified in the RFP, then show the calculations for the Offeror.  If Evaluation Factors other than a cost formula is identified in the RFP, then insert evaluation comments justifying Offeror’s score here.  The justification must be based on the specifications and evaluation factors stated in the RFP, in this section.]

Section IV.C.4, NM Preferences 
[If NM Preferences do not apply due to the expenditure of federal funds, add that specific language here and remove everything else in this section.]
	
	[Offeror A]
	[Offeror B]
	[Offeror C]

	NM Resident Business Preference Points
	
	
	

	NM Resident Veteran Preference Points
	
	
	



Specifications:
[Insert (copy and paste) the corresponding Specification from RFP here]
Evaluation Factors:
[Insert (copy and paste) the corresponding Evaluation Factor from RFP here]
[Offeror A]
[Select one of the sentences below.]
Offeror did not submit a NM Preference Certificate.  Offeror was awarded zero (0) points.
Offeror submitted NM Resident Business/Veteran Business Preference Certificate.  Offeror was awarded ## Points.
[Offeror B]
Select one of the sentences below.]
Offeror did not submit a NM Preference Certificate.  Offeror was awarded zero (0) points.
Offeror submitted NM Resident Business/Veteran Business Preference Certificate.  Offeror was awarded ## Points.
[Offeror C]
Select one of the sentences below.]
Offeror did not submit a NM Preference Certificate.  Offeror was awarded zero (0) points.
Offeror submitted NM Resident Business/Veteran Business Preference Certificate.  Offeror was awarded ## Points.



RFP Title
RFP # 00-000-00-00000                            Evaluation Point Summary

	
	[Offeror A]
	[Offeror B]
	[Offeror C]

	Section IV.B 1. Technical Specifications	Comment by Author: Ensure all Section headings in this table correspond to the headings above, which must correspond to the outline and the Evaluation Point Summary Table in the RFP.
Organizational Experience (## Points)
	
	
	

	Section IV.B 2. Technical Specifications
Organizational References (## Points)
	
	
	

	Section IV.B 3. Technical Specifications
Oral Presentation (## Points)
	
	
	

	Section IV.B 4. Technical Specifications
Mandatory Specification (## Points)
	
	
	

	Section IV.B 5. Technical Specifications
Desirable Specification (## Points)
	
	
	

	Section IV.C 1. Business Specifications
Letter of Transmittal (Pass/Fail)
	
	
	

	Section IV.C 2. Business Specifications
Signed Campaign Disclosure Form (Pass/Fail)
	
	
	

	SUBTOTAL
	
	
	

	Section IV.C 3. Business Specifications
Cost (## Points)
	
	
	

	TOTAL
(## POINTS AVAILABLE)
	
	
	

	Section IV.C 4. Business Specifications
New Mexico Resident Business Preference 8%
	
	
	

	Section IV.C 4. Business Specifications
New Mexico Resident Veteran Preference 10%
	
	
	

	GRAND TOTAL
	
	
	



Evaluation Committee Recommendation 	Comment by Author: The Evaluation Committee Recommendation should not include a recap of the scoring, or especially should not introduce new evaluation information.  This is another reason why the score justifications above must be complete, and adhere to the requirements in its respective RFP.  This recommendation is simply stating “Based on the evaluation above, the Committee recommends…”
Based on the Evaluation Committee’s evaluation of the proposals submitted, as detailed above, the committee respectfully recommends awarding contracts/price agreements to perform the scope of work as outlined in the RFP Title RFP #00-000-00-00000 to the number (#) Offeror(s) receiving the highest score(s) along the natural point-break; [List Offeror(s)]; subject to agreement between the [Insert Agency Name] and the selected Offeror(s).  Awarding contracts/price agreements to the recommended Offeror(s) is in the best interest and is most advantageous to the State, the Agency, and Agency clients.  [Edit the recommendation above as necessary]


Committee Signature Approval [Only Evaluation Committee, Procurement Manager and State Purchasing Agent sign the report.  Add signature lines as necessary for additional Evaluation Committee names.  The Evaluation Committee Report is not final until it is executed by the State Purchasing Agent.]
____________________________			_____________________________
Name							Date
Evaluation Committee Member

____________________________			_____________________________
Name							Date
Evaluation Committee Member

____________________________			______________________________
Name							Date
Evaluation Committee Member


___________________________			______________________________
Name							Date
Procurement Manager



State Purchasing Signature Approval


___________________________			________________________________
Name							Date
Dorothy Mendonca
State Purchasing Agent & Director













