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Suggested Topics for Initial and Subsequent Meetings; Adjust as needed

Initial Meeting:

1. Welcoming Remarks from the Issuing Officer (IO)

2. Introduction of the Evaluation Committee (EC) Members Participating

3. Review Evaluation Committee Member Participation Form (SPD-SP039) and obtain signed forms

4. Provide Overview of the Technical Evaluation Process

5. Review Evaluation Committee (EC) Guidelines (SPD-EP023)

6. Number of supplier proposals received deemed responsive and responsible

7. Explain how the Evaluation Committee will utilize the GA@WORK Marketplace Sourcing Module Panel Questionnaire to review and score technical proposals

8. Reference available GA@WORK Marketplace training resources for the evaluation team

9. Discuss timeline and initial deadline for completing technical scoring

10. Closing remarks and summarize next steps




Subsequent Meeting(s):

1. Welcoming Remarks from the Issuing Officer

2. Check in with evaluation committee regarding progress

3. Discuss any questions (missing information, potential areas for clarification, etc.)

4. Once initial technical scoring is completed, schedule validation meetings.

5. Facilitate validation meetings. During first validation meeting, provide overview of purpose of validation process.

6. Reopen Panel Questionnaire to allow evaluation team members to review and make any desired updates to scoring.

7. One all validation meetings completed, reclose panel questionnaire.

8. Provide overall rankings of suppliers once technical and cost scoring completed.

9. Assess the need for technical or cost negotiations.  

10. Facilitate negotiation steps (as applicable) through use of SPD approved negotiation templates.  Contact SPD for assistance.

11. Conduct negotiations, complete evaluation of revised responses and re-rank suppliers.

12. Discuss award recommendation(s) and next steps in the procurement process.

13. Closing Remarks

Note: The information contained in this agenda is intended to support evaluation and negotiation activities. In the event of a conflict between any information in this form and the Georgia Procurement Manual (GPM), the GPM shall govern.
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