INSTRUCTIONS

When reviewing a proposal as an evaluator, the following instructions will guide you to determine at  what level the evaluation criteria has been met and to apply a rating score to that specific section.  The Evaluation Sheet is divided into specific sections.  Following are the sections to be evaluated.
Section B, Part 1.0 (1.1) Organization Capabilities – To evaluate a Vendors organizational capabilities, refer to the original Request For Proposal document provided to vendors by ETF.  Under this section, review the Proposal requirements.  Then review the Proposal submitted by the vendor and review this section to evaluate the vendor’s response regarding how well they have addressed the Proposal requirements: 0-did not find, 1-weak, 2-meets, 3-high.  The criteria are listed on the evaluation sheet.  
Section B, Part 2.0 (2.1) Resume of potential candidates or similar staff, Health Insurance Program Coordinator position.  Under this section, you are evaluating resumes included by the vendor in five areas deemed important for applicants applying for the position.  Each area contains the standards that are to be used when evaluating all resumes provided.  How well the resumes meet the evaluation criteria are rated as: 0-did not find resume, 1-low, 2-meets, 3-high.    
Section B, Part 2.0 (2.1) Resume of potential candidates or similar staff, Health Insurance Program Assistant position.  Under this section, you are evaluating resumes included by the vendor in five areas deemed important for applicants applying for the position.  Each area contains the standards that are to be used when evaluating all resumes provided.  How well the resumes meet the evaluation criteria are rated as: 0-did not find resume, 1-low, 2-meets, 3-high.    
Section B, Part 1.0 (1.2) Ability To Perform- To evaluate a Vendors organizational capabilities, refer to the original Request For Proposal document provided to vendors by ETF.  Under this section, review the Proposal requirements.  Then review the Proposal submitted by the vendor and review this section to evaluate the vendor’s response regarding how well they have addressed the Proposal requirements: 0-did not find, 1-weak, 2-meets, 3-high.  The criteria are listed on the evaluation sheet.  
Section B, Part 1.0 (1.3) Termination And Cancellation Of Contracts -To evaluate a Vendors organizational capabilities, refer to the original Request For Proposal document provided to vendors by ETF.  Under this section, review the Proposal requirements.  Then review the Proposal submitted by the vendor and review this section to evaluate the vendor’s response regarding how well they have addressed the Proposal requirements: 0-did not find, 1-weak, 2-meets, 3-high.  The criteria are listed on the evaluation sheet.  
Section B, Part 3.0 Vendor References-To evaluate a Vendors organizational capabilities, refer to the original Request For Proposal document provided to vendors by ETF.  Under this section, review the Proposal requirements.  Review the Proposal submitted by the vendor and vendor reference responses  then review this section to evaluate the vendor and references responses regarding how well they have addressed the Proposal requirements: 1-weak, 2-meets, 3-high.  The criteria are listed on the evaluation sheet.  

Proposer Name:________________________
Evaluator Code:________________________

                                                                                                                                                                                 Points

Section B, Part 1.0 (1.1) Organization Capabilities                                                                                         ____

Evaluation Criteria:

0 – Did not find.

1 – low: Weak and non-specific, not well organized, not easily understood details of proposer’s

                experience with providing staffing in a similar HICS related production environment.

2 – meets: Organized, understood details of proposer’s experience with providing staffing in a

                    similar HICS related production environment.

3 – high: Comprehensive, concise, well organized, easily understood proposer’s experience with 

                 providing staffing in a similar HICS production environment.  Proposer has health insurance

                 information systems staffing experience.  

Section B, Part 2.0 (2.1) Resume of potential candidates or similar staff                                                

Please see Section C, Part 1.0 for position description of Health Insurance Program Coordinator.

Evaluation Criteria:

Experience in researching and interpreting: (1) statutes, (2) administrative code, (3) contracts, (4) policies relating to benefit plans, (5) applying health insurance business rules.                                     ____

0 – Did not find resume.

1 – low: Weak and non-specific, less than 1 year experience in all areas.

2 – meets: Has relevant experience with 1-2 years experience in at least one of the five areas.

3 – high: Comprehensive, concise, well organized, has more than 2 years experience in three of 

                 five areas.

Experience with: (1) mainframe, (2) PC based systems, (3) variety of computer software packages,

(4) database management tools, (5) completing file reads/queries, (6) preparing statistical reports, 

(7) exception reports, (8) performing data analysis and, (9) reconciliation of data.                              ____

0 – Did not find on resume.

1 – low: Weak and non-specific, less than 1 year experience in all areas.

2 – meets: Has relevant experience with 1-2 years experience in at least three of the nine areas.

3 – high: Comprehensive, concise, well organized, has more than 2 years experience in six of 

                 nine areas.

Experience in: (1) writing and executing test plans, (2) documenting systematic problems, (3) organizing and providing training, (4) providing customer service, (6) acting as Team Leader/Leadworker.                                                                                                                                           _____


0 – Did not find on resume.

1 – low: Weak and non-specific, less than 1 year experience in all areas.

2 – meets: Has relevant experience with 1-2 years experience in at least two of the six areas.

3 – high: Comprehensive, concise, well organized, has more than 2 years experience in four of 

                 six areas.


Relevant Skills: (1) effective oral and written communication skills, (2) data entry, (3) organizational skills, (4) independent judgment, (5) research and analytical skills.                                                      _____

0 – Did not find on resume.

1 – low: Weak and non-specific, less than 1 year experience in all areas.

2 – meets: Has relevant experience with 1-2 years experience in at least three of the five areas.

3 – high: Comprehensive, concise, well organized, has more than 2 years experience in four of 

                 five areas.
Knowledge in: (1) Wisconsin laws and regulations regarding security and privacy, (2) Federal laws and regulations regarding security and privacy, (3) HIPAA transaction standards.                                      _____


0 – Did not find on resume.

1 – low: Weak and non-specific, less than 1 year experience in all areas.

2 – meets: Has relevant experience with 1-2 years experience in at least one of the three areas.

3 – high: Comprehensive, concise, well organized, has more than 2 years experience in two of 

                 three areas.


Section B, Part 2.0 (2.1) Resume of potential candidates or similar staff 

Please see Section C, Part 2.0 for position description of Health Insurance Program Coordinator.

Evaluation Criteria:

Experience in researching and interpreting: (1) statutes, (2) administrative code, (3) contracts, (4) policies relating to benefit plans.                                                                                                                       ____

0 – Did not find resume.

1 – low: Weak and non-specific, less than 1 year experience in all areas.

2 – meets: Has relevant experience with 1-2 years experience in at least one of the four areas.

3 – high: Comprehensive, concise, well organized, has more than 2 years experience in two of 

                 four areas.


Experience with: (1) mainframe, (2) PC based systems, (3) variety of computer software packages,

(4) database management tools, (5) preparing statistical reports, (6) exception reports, (7) performing data analysis and, (8) reconciliation of data.                                                                                                   ____

0 – Did not find on resume.

1 – low: Weak and non-specific, less than 1 year experience in all areas.

2 – meets: Has relevant experience with 1-2 years experience in at least three of the eight areas.

3 – high: Comprehensive, concise, well organized, has more than 2 years experience in five of 

                 eight areas.

Experience in: (1) documenting systematic problems, (2) organizing and providing training, (3) providing customer service.                                                                                                                              _____


0 – Did not find on resume.

1 – low: Weak and non-specific, less than 1 year experience in all areas.

2 – meets: Has relevant experience with 1-2 years experience in at least two of the three areas.

3 – high: Comprehensive, concise, well organized, has more than 2 years experience in all 

                 three areas.


Relevant Skills: (1) effective oral and written communication skills, (2) data entry, (3) organizational skills, (4) independent judgment, (5) research and analytical skills, (6) auditing skills.                                                      _____

0 – Did not find on resume.

1 – low: Weak and non-specific, less than 1 year experience in all areas.

2 – meets: Has relevant experience with 1-2 years experience in at least three of the six areas.

3 – high: Comprehensive, concise, well organized, has more than 2 years experience in four of 

                 six areas.

Knowledge in: (1) Wisconsin laws and regulations regarding security and privacy, (2) Federal laws and regulations regarding security and privacy, (3) HIPAA transaction standards.                                      _____


0 – Did not find on resume.

1 – low: Weak and non-specific, less than 1 year experience in all areas.

2 – meets: Has relevant experience with 1-2 years experience in at least one of the three areas.

3 – high: Comprehensive, concise, well organized, has more than 2 years experience in two of 

                 three areas.


Section B, Part 1.0 (1.2) Ability To Perform                                                                                                   _____

Evaluation Criteria:

0 – Did not find.

1 – low: Weak and non-specific, not well organized, not easily understood details of proposer’s

                experience with providing staffing in a similar HICS related production environment.

2 – meets: Organized, understood details of proposer’s experience with providing staffing in a

                    similar HICS related production environment.

3 – high: Comprehensive, concise, well organized, easily understood proposer’s experience with 

                 providing staffing in a similar HICS production environment.  Proposer has health insurance

                 information systems staffing experience.  

Section B, Part 1.0 (1.3) Termination And Cancellation Of Contracts                                                      _____

Evaluation Criteria:

1 – low: Has legal actions, terminations or cancellation within the past five years.

2 – meets: Has no legal actions, terminations or cancellations that would affect meeting HICS

                   performance requirements within the past five years.

3 – high: Has had no legal action or terminations for more than five years.

Section B, Part 3.0 Vendor References                                                                                                           _____
1 – low: Weak and non-specific, not well organized, not easily understood details or proposer’s
                Experience with providing staffing for projects similar in size to HICS to meet performance

                requirements.

2 – meets: Has relevant experience providing staffing for a project similar in size to HICS, met 
                    performance requirements.

3 – high: Comprehensive, concise, well organized, easily understood proposer’s experience providing

                 staffing for a project similar in size to HICS, met or exceeded performance requirements.
