USING THE SOLICITATION SCORECARDS

Part of the annual self-audit requirement for all State Entities is a review of solicitations posted during the
year to determine compliance with applicable laws and administrative rules. Refer to the document
“APO/CUPO Self-Audit & Annual Spend Report”, available on the State Purchasing Division web site, for
more information. The solicitation scorecards mentioned in that document are used to assign a grade
based on compliance with factors found in either the Official Code of Georgia, Annotated, or the Georgia
Procurement Manual (GPM). The APO/CUPO should use these scorecards as part of the self-audit.

There are scorecards for:

e Requests for Proposals (RFP’s)
e Requests for Quotes (RFQ’s)
e Sole Source Notices

These scorecards are available on the State Purchasing Division web site at http://doas.ga.gov/state-
purchasing/purchasing-tools/process-improvement-tools. In order to obtain accurate results, you should
always download a new copy of a scorecard. Using a scorecard again could result in incorrect solicitation
information or answers to the questions on the scorecard tab if you did not “clean it up” properly.

SCORING METHODOLOGY

The score is the total points earned as a percent of total points available. Maximum points for a question
are based on the reference for the question. The point structure is explained on the Solicitation
Information tab. Anything required by law is worth four points. Anything required by the GPM
(administrative rules) is worth two points. If the requirement is something that is taught in training, it is
worth one point. Optional procedures do not have point values. If a question is not applicable to a specific
solicitation, no points are possible and no points are earned.

The score determines the Rating and Tier. For
example, if a solicitation receives a 92%, the _____Explanation of Scoring _ :

. K X L. Ranges (Min / Max) Rating Tier
solicitation has a rating of Acceptable and is in - Excellent Ti
Tier I. ( »=85% <=94% Acceptable Tier | s

5= 75% <=84% Marginal Tierll
All questions must be answered in order for the >= 0% <= 7% Underperforming | Tier ll
. . <=59% Unsatisfactory Tier IV

score to calculate. The scoring displays on the

Solicitation Information tab.
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Using the GPR Scorecards

SOLICITATION INFORMATION TAB

This tab contains the basic information about the solicitation (e.g. solicitation number, name). It also
contains a section for the scoring of the solicitation based on the answers provided on the scorecard tab.

Enter the information requested in the

=
cells shaded in blue. When you print the Enter information RFP Posting — Soli
workbook, this sheet will serve as a cover in the blue cells. ) o

. L. X nter fe sted information in blue cells. Unshaded
sheet, summarizing the basic information 2 . .

State Entity Code / State Entity|

and the score earned based on the 3 Name
answers to the questions on the Scorecard , | solicitation #/ Solicitation Name
tab. warded Amount./ Salicitation
SCORECARD TAB

This tab has questions for the user to answer to indicate compliance with various factors of law or GPM
requirements.

e Column B — Requirements: displays the questions to be answered.

e Column C — Reference Type: displays the reference type, either law, the GPM, or training.

e Column D —Reference: displays the specific section of the law or GPM where you can go to find more
information.

e Column E — Compliance Level: has a drop-down list from which to select your answer.

e Column F —Score: displays the score earned based on your answer.

e Column G — Max Score: displays the maximum points available for the question.

e Column H-Comments: for comments you might need to make during your review to explain why you
selected the compliance you did or to make notes on changes or corrections needed.

1 RFP Posting — Evaluation
2 Select the appropriate responses from the drop-down list in column E.
. Reference Compliance Max )
Requirements Reference Score Comments

3 Type Level Score
4 Approvals (Pre-Posting)

1 Was Special Approval to exceed DPA approved by SPD Administrative GPM 2.5, 83 2
5 prior to solicitation? Rules ¥

2 Was a Statewide Contract Waiver granted prior to Administrative GPM 1.3.11 Lgs ! 2
[ solicitation if goods/services were available on a Rules [N (ﬂ"’f}

Ia Was there a copy of the SWC Waiver in the file? Administrative GPM 1.3.11 F“' 2
7 Rules

For each question in the Requirements column, select the appropriate response in the drop-down box
located in each cell in the Compliance Level column. Most questions require a “Yes” or “No” answer.
However, some questions might need to be answered with “Needs Improvement”. “Needs Improvement”
answers result in the question earning one point less than the maximum points available. For example, if
a question is worth four points, a “Needs Improvement” would earn three points instead of four. An
example of “Needs Improvement” might be if the specifications are not clear or if not enough NIGP codes
were selected. Be sure to make a comment as to why you select “Needs Improvement”.

Questions that deal with factors that might not be applicable to every solicitation have “N/A” as a possible
answer. If “N/A” is selected, the points for the question are not included in the maximum number of
points available or the points earned.
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Using the GPR Scorecards

Once all questions have been answered, the score displays on the Solicitation Information tab. The
definition of the Rating and Tier also displays. The basic definitions of all ratings are shown on the table
below.

RESOURCES TAB

This tab contains links or explanations for | Queson | | ResourcaMaterials |
Examplies of Extermal Authorizations: Georgia Technology Authority (GTA) approval,

some items found in the scoreca rd' The 3 |[H3AS Fleet Div, Federal Entities, Exceutive Orders, BOR Security Palicy Sign OFf
Scorecard tab also shows the specific [ eerabiag PR

. . 4,5, 27,31, 36, M.ih-lrlllili;".:|:-a--|ir1-|iI||u~|-|:um-nl mandatary procurement forms and
Official Code of Georgia, Annotated, or : templates foundat:
38, 48a-c | bt febae, g o state puechasing feven stages of pocurement
GPM reference. T TP aesions concaring Fimrence and Bondi g meberva the mewanst ol
. [Bonding Guielin: {Form S8 SPO48) found at:
10,11 | it/ dnae. g gofstates purchasing/even stage. of procurement/<lage-3

solicitation-pregsaration
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TIER/RATING DEFINITIONS

1 - Excellent
>=95%

Tier |

A State Entity’s performance in this category reflects strong compliance
with all applicable laws and administrative rules. No significant weaknesses
were identified. Staff appears to be well-trained and are following both
State and internal policies and procedures. Any violations are minor and are
easily corrected. Risk of financial loss and/or accusations of improper
procurement practices is very minimal and is not a concern at this time.

2 — Acceptable
>= 85% to 94%

A State Entity’s performance in this category reflects compliance within
acceptable parameters. Adherence to training and policies appears to be
adequate. Any violations of laws and administrative rules are minor and are
easily correctable. Additional coaching for buyers indicated on the
solicitations or purchase orders is recommended. Risk of financial loss

Tier | and/or accusations of improper procurement practices is minimal and
should not be a concern at this time. However, additional training will
reduce the risk.

A State Entity’s performance is less than satisfactory and indicates some lack
3 — Marginal of compliance with established laws and/or administrative rules that govern
the purchase order and solicitation processes. Increased attention is

>= 75% to 84% P ° o P e .
needed to training and auditing the work of the individual buyers. Risk of

Tier Il financial loss and/or accusations of improper procurement practices exists

but is minimal depending on the actual procurement area.

4 — Underperforming
>= 60% to 74%
Tier llI

A State Entity’s performance shows significant non-compliance in the
procurement area receiving this rating. Procurement personnel
demonstrate a significant need for additional training and require close
supervision in order to complete procurements according to Georgia law
and administrative rules. The State Entity is at a moderate risk of financial
loss and/or accusations of improper procurement practices. Issues need
timely attention in order to implement corrective measures.

5 — Unsatisfactory
<=59%
Tier IV

A State Entity’s procurement personnel require strong supervisory attention
and monitoring of purchase orders and solicitations. Activities demonstrate
either lack of adequate training or disregard for State procurement laws and
administrative rules. This places the State Entity at significant risk of
financial loss and/or accusations of improper procurement practices.
Issues need immediate attention in order to implement corrective
measures.
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