Score Sheet
[INSERT TITLE]
The firm being evaluated using this form is:

	[INSERT COMPANY NAME]



Assessed by:

	Name
	Signature
	Date

	[INSERT EVALUATORS NAME]
	
	

	
	
	

	
	
	

	
	
	

	
	
	


This score-sheet is a formal record of the evaluation;

· Information provided may be used when giving feedback to the successful and unsuccessful bidders.

· It could be released under the Freedom of Information Act.

· It could be presented as evidence in court.

· It may need to be formally submitted to the European Commission.

Therefore, your comments must be:

· Focused – a few concise sentences against each mark awarded, which will make sense to the bidder without further explanation.

· Formal in tone – this is an official record.

· Fact-based – referring to the bidders’ submission and based solely on that submission.

· FOI-able.

· They must also be legible.

	Criterion (weighting)
	Score 

(     )
	Strength of answer
	Weakness of answer

	[INSERT CRITERIA & WEIGHTING]
	[INSERT SCORE]
	     
	     

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	SCORE
	DESCRIPTION

	4
	Response / answer / solution is of a high standard with no reservations at all about acceptability; provides evidence that the Provider can make a significant improvement to the way the service is delivered.



	3
	Good response / answer / solution to that aspect of our requirement; provides more evidence than that of an ‘acceptable’ response.



	2
	Acceptable response / answer / solution; all basic requirements are met; provides evidence given of skill / knowledge sought.



	1
	Less than acceptable response / answer / solution; lacks convincing evidence of skills / experience sought; lack of real understanding of requirement or evidence of ability to deliver.



	0
	Non-compliant – failed to address the question / issue or a detrimental response / answer / solution; limited or poor evidence of skill / knowledge sought.



[AMEND SCORING MECHANISM AS NECESSARY]
2

