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1. Evaluation Committee Purpose. The Department of Administrative Services (DOAS) and state entities expressly delegated authority by DOAS to conduct Requests for Proposals (RFPs) utilize state employees and other individuals as participants in evaluation committees to provide neutral, professional, and intelligent assistance in the evaluation of responses submitted by suppliers during the procurement process. An evaluation committee member (member) may or may not be a voting member of the committee or contribute to the committee by scoring supplier responses. The member understands that the committee's evaluation of solicitation responses and subsequent recommendation to the State play a vital role in Georgia’s procurement process, which endeavors to provide an equitable and competitive process for supplying state government needs and utilizing state resources.

2. Member Participation. Each member is expected to initiate, conduct and complete an individual evaluation of each supplier’s response. The member agrees to actively participate in the evaluation process in a professional manner with sufficient understanding of the evaluation process and the evaluation rules to legally support and defend the process, rules, and recommendation, if necessary. The member must possess professional confidence in the individual’s contribution to the committee recommendation with the understanding that the recommendation could lead to the selection of the recommended supplier and, that based on such supplier’s response, the requested product or service will be provided to the State of Georgia in an acceptable manner.

3. Conflicts of Interest. Each member must take care to avoid any appearance of impropriety and must immediately disclose to the Issuing Officer any material transaction or relationship (of the member, the member’s spouse or the member’s immediate family) that reasonably could be expected to give rise to a conflict of interest, including but not limited to past, present or prospective employment, involvement in litigation or other dispute, and/or personal or financial interest such as stock ownership. The State Entity conducting the solicitation will decide whether the member may serve on the evaluation committee. By signing this form, the member agrees that any such material transaction or relationship has been disclosed to the Issuing Officer and that any material transaction or relationship subsequently discovered will be immediately reported by the member to the Issuing Officer for appropriate action which may include disqualification of the member and/or disqualification of the entity in which the member has a personal or financial interest.

4. Confidential or Proprietary Information. Throughout the evaluation process, the member agrees to maintain the confidentiality of the evaluation process. No member shall transmit, communicate, or otherwise convey preliminary conclusions or results concerning the supplier responses or the likely outcome of the evaluation process. The member agrees that all internal workings of the evaluation committee will be kept confidential until the selected supplier has been officially announced by the State.

4.1 In the course of participating on the evaluation committee, the member may have access to “Protected Information.”  “Protected Information” means (1) all proprietary and confidential information provided by the State or the supplier(s), including information relating to the State or its business, products or employees that becomes available to the member due to the member's access to State Entity’s property, products, or employees, (2) information that has been or is created, developed, conceived, reduced to practice or discovered by the member (alone or jointly with others) using any Protected Information or any property or materials supplied to the member by the State or the supplier(s); and (3) information that was or is created, conceived, reduced to practice, discovered, developed by, or made known to the member (alone or jointly with others) during the period of my assignment with the State. For purposes of illustration, such Protected Information shall include, without limitation: inventions, discoveries, developments, improvements, trade secrets, know-how, ideas, techniques, technology, designs, processes, formulae, data and software programs or subroutines, source or object code, algorithms; plans for research and development, new products, marketing and selling; budgeting and financial information; production and sales information including prices, costs, quantities and information about suppliers and customers; information about business relationships; and information about skills and compensation of state employees, consultants or other state personnel.

4.2 Member agrees to hold the Protected Information in strictest confidence; not disclose Protected Information to any third party without the written consent of the State's representatives authorized to grant such consent (except as required by law); take all reasonable steps to safeguard Protected Information; and not use Protected Information for any purpose other than for purposes of completing the member's duties as an evaluation committee member.

5. Contact with Suppliers Restricted. In addition to maintaining the confidentiality of the evaluation process, the member understands that committee members are strictly prohibited from participating in any contact with suppliers participating in the RFP. Contact includes but is not limited to any interaction with such suppliers such as telephonic communications, emails, faxes, letters, or personal meetings, such as lunch, entertainment, or otherwise. The member shall not have any contact with the supplier until after the RFP is either officially awarded (i.e. Notice of Award Status) or officially cancelled. The only permissible contact is if a member’s job requires contact with a supplier that has submitted a response to the solicitation in order to administer a supplier’s existing contract, the member may work with the supplier as required by the job duties and the contract; however, the member is strictly prohibited from discussing the solicitation responses under evaluation. Otherwise, any contact with suppliers will be conducted through the Issuing Officer. Any questions from suppliers or anyone else must be referred to the Issuing Officer conducting the solicitation. If a supplier will have contact with the member’s spouse or immediate family members during the solicitation process, this must be immediately disclosed by the member to the Issuing Officer for appropriate action in accordance with the “Conflicts of Interest” provision of this form.

Any member who is contacted for any reason by a supplier potentially interested in the solicitation (including but not limited to potential future employment or other personal or financial interest in the supplier) shall promptly report the information to the member’s supervisor and the Issuing Officer. The state entity and/or DOAS may consider removing the member from any further participation in the solicitation/evaluation process.

6. Disclosure of Working Documents. In the course of actively participating in the evaluation process, member acknowledges that he/she may develop working documents, which capture the member’s thoughts, questions, discussions, scoring, and/or any evaluation of the supplier responses. As an example, working documents would include handwritten or electronic notes created by the member during the evaluation process. Member agrees that all working documents are state entity records and state property and must be submitted to the Issuing Officer at the end of the evaluation process. As state entity records, the working documents are subject to public inspection through the Georgia Open Records Act. Further, all materials provided to the member must be returned to the Issuing Officer.
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	The member listed below acknowledges that he/she has no personal interest in the solicitation, suppliers’ responses, or outcome of the evaluation and that he/she has read and understands the foregoing rules of conduct and will perform in conformity with such rules during the evaluation of the solicitation identified above.
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