To:

CITY OF RICHMOND

INTRACITY CORRESPONDENCE

All Agency Directors

From: Eric R. Mens, CPP, CPPM eﬁ

Director, Procurement of Services

Date: March 23, 2009

Subject:  Policy No. 46, Source Selection for Negotiated Procurements

1.

Purchasing Policies and Procedures Manual dated 09-01-02 is out of date and needs
substantial revision to bring the Manual into compliance with applicable State and City
Codes and to incorporate current policies and procedures. Until the Manual is rewritten,
updated, coordinated, and re-issued in its entirety, interim changes in procurement policies
and procedures will be implemented through Memorandum issued to City Agencies and
Departments. This Policy No. 46 replaces in its entirety any existing policy and procedure
concerning the conduct of negotiated procurements as currently contained in Purchasing
Policies and Procedures Manual dated 09-01-02 and related guidance published in the
Procurement Tool Kit (Agency Desktop Toolkit 2006) which is posted on the City’s intranet
site. This regulation is issued pursuant to the authority set forth in City Code § 2-634.

Source selection is the formal process for evaluating offers or proposals submitted by
Offerors to meet a City procurement need through a contract award. This Policy Number 46
provides detailed policies and procedures governing this process. These include but are not
limited to:

(a) Providing guidance on protecting source selection information from inappropriate or
inadvertent disclosure, limiting the role of independent consultants in source selection,
discussing the City’s “No Contact Policy,” and discussing the appointment of Technical
Evaluation Panel members (§ 46-5.0);

(b) Providing guidance on developing the solicitation’s evaluation criteria and prohibiting the
use of sub-criteria or sub-factors (§ 46-7.0);

(¢) Providing guidance on using adjectival ratings as the first step of the scoring process (§ 46-
8.0), converting adjectival ratings to numeric scores (§ 46-9.0), conducting consensus
scoring (§ 46-10.0), and providing a sample Proposal Scoring Worksheet; and

(d) Delineating specific departmental staff responsibilities in relation to the source selection
process (§ 46-11.0 through § 46-11.6).

Policy No. 46 will be posted on the Procurement Department’s intranet and internet sites.
Training will be scheduled as needed. This Policy has been developed with OMBD input,
coordinated with the City Attorney’s Office, and is effective immediately.






