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AGENDA
Information not viewable is available upon request through the Clerk of the Board
phone: 813-384-6552 or e-mail: petitl@goHART.org
AGENDA
TAB
CALL TO ORDER AND PLEDGE OF ALLEGIANCE
PUBLIC INPUT ON AGENDA ITEMS (3 MINUTES PER SPEAKER)
1.

INTRODUCTION AND EVALUATION PROCESS REVIEW
Alvin Burns, Director of Procurement and Contracts Administration
Confidentiality and Conflict of Interest Forms ............................................................................... 1-1
Evaluation Committee Training Guide ........................................................................................... 1-2

2.

OVERVIEW OF SOLICITATION SCOPE OF WORK AND EVALUATION CRITERIA
Alvin Burns, Director of Procurement and Contracts Administration
Exhibit B ......................................................................................................................................... 2-1
Evaluation Scoresheet ..................................................................................................................... 2-2
Exhibit H ......................................................................................................................................... 2-3

3.

TIMELINE
ADJOURNMENT
THE HART BOARD PACKET IS AVAILABLE ONLINE AT WWW.GOHART.ORG

HILLSBOROUGH TRANSIT AUTHORITY
TAMPA, FL

CERTIFICATES OF
CONFIDENTIALITY AND NO CONFLICT OF INTEREST
1. SOLICITATION NUMBER:

RFP-24279

2. DESCRIPTION OF GOODS OR SERVICES:
External Audit Services
3. CERTIFICATE OF CONFIDENTIALITY: (To be completed by any individual cognizant of any information pertaining to this
procurement.)

I hereby certify that prior to a final decision as to whom may be awarded a contract, that I will hold no
discussions, outside of meetings, with the Source Evaluation Committee members on any matters directly
relating to this procurement. The Source Evaluation Committee consists of the technical evaluators and
Procurement staff.
SIGNATURE: (Sign and Complete)

NAME
_______________________ DATE: ________

E
L

(Type or Print)

4. CERTIFICATE OF NO CONFLICT OF INTEREST:

(To be completed by individuals appointed to the Source Evaluation

P
M

Committee for this procurement.)

As a member of the Source Evaluation Committee, I hereby certify that, to the best of my knowledge, I do
not have a conflict of interest, either real or apparent, as a result of any financial or other interest on my part
or that of any member of my immediate family, in relation to any contract or subcontract under consideration
by the Committee. I further certify that I am not employed by, nor do I have an arrangement for future
employment with, any of the proposed prime contractors or any subcontractors under consideration, nor will
I solicit or accept gratuities, favors, or anything of monetary value from any of them.

A
S

I clearly understand that the prime contractors under consideration are:
Prime Contractor

Subcontractor

If I learn during the evaluation process that I have a conflict of interest with any firm, individual, organization,
subcontractor, etc., associated with either offer, I will immediately notify the Purchasing Agent, who will
coordinate with the appropriate HART personnel to determine if this would disqualify me from participating
further in the quote evaluation process.
SIGNATURE:

(Sign and Complete)

NAME

_______________________ DATE: _______
(Type or Print)

I understand that any violation of either certification above
could make me the subject to corrective or disciplinary action as described by HART policies.
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Evaluation Committee Training Guide

Initial Evaluation Committee Meeting For External Audit Services
April 3, 2017
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RFP Process Overview Chart
Notice of forthcoming
procurement & RFP
justification

Initial preparation
Develop Statement of
Work and Independent
Cost Estimate
Weight setting &
evaluation
RFP approval

Gather vendor list

Advertise RFP

Clarifications

Questions & Answers

Oral Presentations

Recommendation for
selection for contract
negotiations
Technical committee
reports technical
evaluation

Pre-Proposal
conference

Finalize technical
scores

Committee & Board

Receipt of Proposals
Responsiveness
determination
• Technical submittal

Request pricing from
highest ranked firm

Review Proposals
• Individual Scoring
• Group Scoring
Note: All proposals
must be reviewed
prior to group
discussion

Evaluation Committee
Selection
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Contract execution
Negotiations will be
conducted to arrive at
a fair & reasonable
price
BAFO
Arrive at complete
agreement on all
requirements
including price

Debriefing

Evaluator Roles & Responsibilities
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Standards of Conduct
Members of the Evaluation Committee are:
 Required to sign a Confidentiality Statement and No Conflict form and adhere
to the provisions specified
 Prohibited to inform anyone that they are a voting member or divulge any of
the other voting members’ names
 Prohibited to meet with Offeror’s or other committee members to discuss the
RFP, the proposals or any related matters except in formal scheduled
committee meetings
 Required to keep proposals, notes, and evaluation forms secure and
confidential
 Prohibited from comparing one Offeror’s proposal to another
 Prohibited from disclosing scores to Offeror’s
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Objectives of Technical Evaluation
• Uses the evaluation criteria established in the
RFP to fairly and objectively evaluate the
technical proposals
• Ensures all Offerors’ proposals are evaluated
in a fair and systematic manner
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Understanding the Evaluation Process
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Evaluation Criteria
A 800 point scale is used to evaluate the three
parts of the technical proposal response. The
percentage allotment is:
Section

Description

Total Maximum Points

Section 2

Qualifications of the Firm and/ or Team

200

Section 3

Qualifications of Staff

200

Section 4

Work Plan

400
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Evaluation/Scoring Process
Two steps of the Evaluation Scoring process:
1. Independent Scoring
2. Group Discussion
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Independent Scoring
• Understand the RFP’s Statement of Work (SOW)
• Read every proposal in detail
Be objective; free from bias
• Refrain from performing research of any nature,
including internet searches or obtaining information
regarding an Offeror
• Evaluators may not discuss proposals or independent
scores with anyone except with committee members
during formal scheduled meetings
1-10
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Independent Scoring

What to Consider in Scoring a Proposal
• Completeness of the Offeror’s response to the requirements
or questions asked
• Consistency in scoring the Offeror’s responses
• Offeror’s experience and demonstrated understanding of the
contract requirements outlined in the SOW
• Proposals should provide specifics in the Offeror’s approach;
not merely repeat or paraphrase the RFP
• Prohibited from comparing one Offeror’s proposal to another
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Independent Scoring

Do’s & Don’ts

• DO be fair and consistent in the proposal evaluation
• DO provide detailed comments and accurate references
• DO fairly evaluate all proposals against the requirements of
the RFP
• DO NOT EVALUATE OR COMPARE PROPOSALS AGAINST ONE
ANOTHER
• Do NOT score based on criteria that is not included in the
RFP
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Independent Scoring
Documentation
It is extremely important that evaluators document and justify their scores
 This information is used during debriefing conferences with unsuccessful
Offeror’s
Ask yourself:
If I was present at the debriefing conference, would I be able to defend my
evaluation?


Ensure that your comments are clear, concise and professionally stated

• The evaluation documents may be used during litigation and should not
contain informal or unrelated remarks
• Antagonistic or inflammatory comments can lead to a protest and must be
avoided
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Evaluator Scoring Guide
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Evaluator Scoring Guide
• Benefits:

 Provides a consistent approach to evaluation proposals
 Easy to use and understand

When finished scoring a proposal, always ask yourself:
Did this Offeror demonstrate sufficient competence to be awarded the
contract?
•

If your scores do not reflect how you responded to this question,
then you should revisit your scores

Note: The Evaluator Scoring Guide is provided on the subsequent
slide to assist Evaluators when scoring an RFP
1-15
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Group Discussions
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Group Discussions
• Group discussions are used to ensure evaluators have a common
understanding of the proposals and to allow evaluators to change their
scores based on the committee’s understanding of the proposals and
discussions
Note: Evaluators must provide written justification for any adjusted scores
Items to be discussed:
• Strengths and Weaknesses
 Beneficial for debriefing sessions
•

Variance in Scores
 The group should discuss any criteria which has a significant variance
in score. An evaluator may take the opportunity to re-adjust their
scores.
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Group Discussions
During group discussions, evaluators may determine a need for oral or
written clarification on an Offeror’s proposal
1.

2.

Clarifications may:

– Be different for each Offeror’s proposal
– Address one or more Offeror’s technical proposals

Offerors shall only provide additional information to clarify their
original response
–

3.

This is not an opportunity for the Offeror to change their response to
the original question

Evaluators review each Offeror’s clarification response
–
–

Technical scores may be adjusted when related to a clarification
question
Adjusting technical scores requires written justification
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Group Discussions
• During group discussions, evaluators may determine
whether a formal presentation is needed
• During group discussions, the Evaluation Committee
will also discuss items to be included in negotiations
on the technical portion of the proposal
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Important Reminders
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Important Reminders
• Contact the Issuing Office if you have any questions regarding
the RFP and/or the Offeror’s proposal
• Proposals shall not be discussed outside of the Evaluation
Committee meetings
• Independent scoring is just that…independent scoring
• Your role as an evaluator requires you to commit a significant
amount of time and concentrated effort to the project and it is
greatly appreciated
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Solicitation No. RFP-24279

(e) Technical proposals shall contain the following sections. Factors and any subfactors described with relative weights or
points will be evaluated to determine whether the proposal submitted shall be characterized as “Acceptable”, “Potentially
Acceptable” (that is, susceptible of being made “Acceptable”), or “Unacceptable”. Evaluation factors (with the exception of
the price proposal) are specifically keyed to the information requested in this provision.
Section 1- Introduction and Submittals. Include, at a minimum, the following items, completed and signed:
(i) Solicitation, Offer and Award Form,
(ii) Exhibit A,
(iii) Attachment 1 to Exhibit G
(iv) An introductory letter with general information not elsewhere provided in the above forms or with the offeror’s
technical proposal.
Section 2 - Qualifications of the Firm and/or Team (200 Total Maximum Points).
(i) Discuss the offeror’s experience, qualifications and skills. At a minimum describe the firm’s history, length of
time in business, locations, types of services offered and direct experience in providing the services described in
the solicitation. Provide dates, locations, costs of assignments and current contact information for business
references and clients. The Authority reserves the right to verify this information.
(ii) Provide listing of current and past clients which provide mass transit service similar to HART and have
Federal and State grants, such as Federal Transit Administration.
Section 3 - Qualifications of Staff (200 Total maximum Points).
(i) At a minimum, discuss the experience, qualifications and skills of any key personnel. Identify roles and
responsibilities specific to the work to be performed for each key personnel. Submit abbreviated resumes
featuring experience, qualifications and skills for each that is most directly relevant to the Authority’s
requirement(s), such as direct role in prior audit engagements. Resumes should include dates (# of years of
experience, for example).
(ii) Include a manpower chart that shows reporting relationships for personnel named and the percentage of the
work to be performed by each individual. Administrative/Clerical staff need not be named; however, percentage
of work should be reflected. Note, any changes to key personnel (post award) must be approved in advance by the
Authority.
Section 4 – Technical Work Plan (400 Total Maximum Points).
(i) Provide a description of how the offeror proposes to perform the work, including technical plan, systematic
approaches and procedures to be used, as well as typical timelines (number of work days needed) for each
major activity.
(ii) Identify the specific deliverables that will be provided for each audit year, including both draft and final
documents.
(iii) Identify the approach the offeror will use to meet benchmarks and timelines.
(iv) Identify potential impediments, obstacles, or problems that could negatively impact upon work performance
(v) Detail specific tasks the Authority will be required to accomplish during contract performance or prior to
contract award and how the offeror will successfully accomplish the work if such tasks are not performed. See
Exhibit H which outlines the support currently anticipated to be provided by the Authority.

Page 2 of 4
Amendment 1 to Exhibit B
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Section 1- Introduction and Submittals

Selection Criteria

Include, at a minimum, the following items, completed and signed:
(i) Solicitation, Offer and Award Form,
(ii) Exhibit A,
(iii) Attachment 1 to Exhibit G

200

NO POINTS

800 Maximum
Points
Allowed
Points

EVALUATION OF PROPOSALS
RFP-24279 External Audit Services

(iv) An introductory letter with general information not elsewhere provided in the above forms or with the offeror’s technical
Sectionl 2 - Qualifications of the Firm and/or Team
(i) Discuss the offeror’s experience, qualifications and skills. At a minimum describe the firm’s history, length of time in business,
locations, types of services offered and direct experience in providing the services described in the solicitation. Provide dates,
locations, costs of assignments and current contact information for business references and clients. The Authority reserves the right
to verify this information.
(ii) Provide listing of current and past clients which provide mass transit service similar to HART and have Federal and State
grants such as Federal Transit Administration
Section 3 - Qualifications of Staff

(i) At a minimum, discuss the experience, qualifications and skills of any key personnel. Identify roles and responsibilities specific
to the work to be performed for each key personnel. Submit abbreviated resumes featuring experience, qualifications and skills for
each that is most directly relevant to the Authority’s requirement(s), such as direct role in prior audit engagements. Resumes should
include dates (# of years of experience, for example).

(ii) Include a manpower chart that shows reporting relationships for personnel named and the percentage of the work to be
performed by each individual. Administrative/Clerical staff need not be named; however, percentage of work should be reflected.
Note any changes to key personnel (post award) must be approved in advance by the Authority
Section 4 – Technical Work Plan

(i) Provide a description of how the offeror proposes to perform the work, including technical plan, systematic approaches and
procedures to be used, as well as typical timelines (number of work days needed) for each major activity.
(ii) Identify the specific deliverables that will be provided for each audit year, including both draft and final documents.

(iii) Identify the approach the offeror will use to meet benchmarks and timelines.

(iv) Identify potential impediments, obstacles, or problems that could negatively impact upon work performance

200

400

NO POINTS

-

Strengths

LE
MP

SA

(v) Detail specific tasks the Authority will be required to accomplish during contract performance or prior to contract award and how
the offeror will successfully accomplish the work if such tasks are not performed. See Exhibit H which outlines the support currently
anticipated to be provided by the Authority.
(vi) Discuss how data requests are submitted to HART and how data responses are returned to the offeror, i.e.: Web-based, Email
or Paper. Web-based is preferred by HART.
Section 7 - Promotional Literature
This section should contain any promotional literature submitted for informational purposes only.

Total Points

Weaknesses

Evaluator Signature:_________________________________________________________________________
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HILLSBOROUGH TRANSIT AUTHORITY (HART)
TAMPA, FLORIDA

EXHIBIT H
STATEMENT OF WORK
Table of Contents
1.
2.
3.
4.
5.
6.
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Requirements ....................................................................................................................................................... 1
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Assistance to Be Provided To the Auditor by HART Staff ................................................................................... 2
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1. Purpose
Hillsborough Area Regional Transit is seeking proposals from qualified firms to provide external auditing services for the
authority. The firm shall be qualified and experienced in audits of governmental entities and shall provide annual year-end
financial audits reviewing key business processes and activities of HART’s financial statements.
2. General
Audits are to be performed in accordance with the provisions contained in this Request for Proposal. HART’s fiscal year
end is September 30th.
3. Requirements
(a) The Contractor shall provide external, independent auditing services in accordance with generally accepted auditing
standards applicable to those contained in the Government Auditing Standards set forth by the comptroller General of the
United States in accordance with the provisions of the U.S. Office of Management and Budget (OMB) Circular A-133,
“Audits of State and Local Governments”; and the Florida Single Audit Act, Chapter 10.550, Rules of the Auditor General
of the State of Florida. This shall include all services necessary for compliance with any new and/or recent
pronouncement required by the Government Accounting Standards Board (GASB) which are applicable to HART
including compliance with GASB 68, GASB 71 and GASB 75.
(b) The audit shall be conducted so as to determine that the financial position of HART and the results of its financial
operations are presented fairly in accordance with generally accepted accounting principles, that HART’s internal controls
provide reasonable assurance that it is properly managing its financial assistance programs and is in compliance with
applicable laws, rules and regulations and that HART has complied with applicable laws, rules and regulations that may
have a material effect on its financial statements and on each major assistance program.
(c) The Contractor shall express an opinion on the fair presentation of its financial statements in conformity with generally
accepted accounting principles.
(d) The Contractor shall perform an annual review and provide certification of HART’s statistical data contained in the
National Transit Database (NTD) Report that it is in accordance with standards established by the FTA and are in
conformity with the requirements of the Uniform System of Accounts (USOA) and Records and Reporting System.
(e) The Contractor shall be available to HART throughout the term of the contract to provide technical assistance
including, but not limited to, the performance of special studies and the preparation of reports as may be required and
authorized in writing by HART. Fees for any such special requests shall be subject to agreed upon hourly rates based on
cost information provided and limits that may be established within the agreement.
(f) The Contractor will assist in preparation of the financial statements as needed based on documents provided by
HART staff.
(g) The Contractor will provide HART with an electronic copy of the final audit report and related Single Audit schedules
and other compliance documents for CAFR preparation.
(h) The Contractor shall be available to meet with members of Governance and Audit Committee as need or requested.
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(i) At the conclusion of the audit, the Contractor shall present a report on the audit at both the Finance and Audit
Committee meeting as well as the Full Board meeting. The time frame for these meetings will be determined at the time
of the audit planning for each fiscal year.
4. Date Audit May Commence
The Interim audit work and the fiscal year-end audit work may be done at a time mutually agreed upon between the
Contractor and HART. HART will have all records ready for audit and all management personnel will be available to meet
with the firm's personnel in accordance with an agreed upon time schedule.
5. Assistance to Be Provided To the Auditor by HART Staff
(a) HART finance division staff and responsible management personnel will be available during the audit to assist the firm
by providing information, documentation and explanations. The preparation of confirmations will be the responsibility of
the auditor. Clerical support will be made available to the auditor if needed for the preparation of routine letters and
memoranda.
(b) HART staff shall prepare the draft CAFR, the financial statements which include the Statement of Net Position, The
Statement of Revenues, Expenses and Changes in Net Position and the Statement of Cash Flow, the Notes to the
Financial Statements, the Management Discussion and Analysis and the required supplementary information and
statistical sections.
(c) HART will provide the auditor with reasonable workspace, desks and chairs. The auditor will also be provided with
access to telephones, internet, photocopying facilities and FAX machines.
6. Report Preparation
Report printing shall be the responsibility of HART. The Contractor will be responsible for completing the Federal Data
Collection Form as part of the Single Audit requirements.
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