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EXAMPLE – THE INTERVIEW: QUESTIONS AND SCORE SHEETS 
 

Owner   Project    
 

(Firms invited to interview for the captioned project should be prepared to address the 
following issues during the course of their interview. Questions can be expanded on as 
appropriate.)              

 
CATEGORIES RATING WEIGHT TOTAL 
    
1. Related project experience _____________ X ____________ = _____________ 
2. Firm’s ability and capacity to 
perform the work 

• Key personnel assigned to 
this project 

 
 
 
_____________ 

 
 
 
X ____________ 

 
 
 
= _____________ 

3. Grasp of project requirements 
• Studies 
• Designs 
• Other 

 
 
 
_____________ 

 
 
 
X ____________ 

 
 
 
= _____________ 

4. Method to be used to fulfill the 
required services, including the 
design phase 

 
 
_____________ 

 
 
X ____________ 

 
 
= _____________ 

5. Management approach for 
technical requirements. Examples: 

• Cost controls  
• Design and construction 

phase involvement 

 
 
 
 
 
_____________ 

 
 
 
 
 
X ____________ 

 
 
 
 
 
= _____________ 

6. Use of consultants that may 
work on the project 

• In-house resources 
• Outside resources 

 
 
 
 
_____________ 

 
 
 
 
X ____________ 

 
 
 
 
= _____________ 

7. Time schedule planned for this 
project 

• Availability 

 
 
____________ 

 
 
X ____________ 

 
 
= _____________ 

8. Firm’s experience and methods 
used for: 

• Budgeting and financial 
controls 

• Determining fee and 
compensation 

 
 
 
 
 
____________ 

 
 
 
 
 
X ____________ 

 
 
 
 
 
= _____________ 

  
 

GRAND TOTAL  

 
 
= _____________ 
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Instruction for the Interviewers 
 

During the interview, rate each firm on a scale of 1-5, with 5 being highest, in each of the eight 
categories. Enter the number under “Rating”.  
 
At the completion of the interview, multiplying the rating by the pre-determined weight for each 
category, and enter the total. Add all totals to establish the grand total.  
 
Combine all of the totals for those participating in the interview session. The preassigned weights 
are established with a maximum of 10 points for each category. A maximum of 400 points may be 
awarded, assuming all categories were weighted at 10, and the firm received the maximum 5 
rating on each category. 
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GROUP INTERVIEW PROPOSAL EVALUATION FORM 
   

(For use in compiling all scores of firms participating in the interview process.)  
 
Enter the grand total for each firm, as recorded by each interviewer on the Interview Score 
Sheet. After all the entries are made and totaled, divide the combined group total for each firm 
by 400.  
 

Combined Group Totals 
 

 FIRM A FIRM B FIRM C FIRM D FIRM E 
Interviewer 1      

Interviewer 2      

Interviewer 3      

Interviewer 4      

Interviewer 5      

--------------------      

--------------------      

--------------------      

--------------------      

      

      

Grand Total      
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MEMO TO SHORTLISTED FIRMS WHEN TECHNICAL PROPOSAL IS 
REQUESTED 
TO: (List professional design firms in alphabetical order) 
 
FROM:    
                 Owner 
 
_____________________________________________________________________________________________ 
Individual                                                                                             Title 
 
_____________________________________________________________________________________________ 
Project 
 
 

RE: Technical Proposal Request 
 
The firms listed above have been shortlisted. Technical proposals are requested for 
professional design services related to the work necessary to implement this project.  
(Specify study, design or other) 
 
Attached are: 
 
1. Technical Proposal Score Sheet, which will be used by the   
         Review group or individual 
 
 

 2. Evaluation form, for use of the person in charge, to compile the evaluation scores. 
 
 
3. Copies of     
                                Name of studies or reports 

 
compiled by  , for your information and review. 
                             Name of group 
 
 
Technical proposals are due on  at  , and should be addressed to: 

           Date                               Time 

 
  .  copies are to be submitted. 
 
A briefing and tour of the site and/or facility will be arranged for  . 
                                                                                                                                                   Date 

Please have your firm’s representative attend. 
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Owner   Project    

 

TECHNICAL PROPOSALS SHOULD ADDRESS THE FOLLOWING ISSUES 
 
CATEGORIES RATING  WEIGHT TOTAL 

1. Related project experience    x     =     

2. Firm’s ability and capacity to perform the work 
• Key personnel assigned to this project 
• Responsible officer 

 
 
   

 
 
x 

 
 
    =     

3. Issues of special concern    x     =     

4. Technical approach to work    x     =     

5. Management approach for technical requirements. 
Examples: 

• Cost Controls 
• Design and construction phase involvement 

 
 
 
   

 
 
 
x 

 
 
 
    =     

6. Use of consultants that may work on the project 
• In-house resources 
• Outside resources 

 
 
 
___________ 

 
 
x 

 
 
 
 ___________ =  __________ 

7. Time schedule planned for this project 
• Availability 

 
 
___________ 

 
 
x 

 
 
___________ =  ___________ 

8. Firm’s experience and methods used for: 
• Budgeting and financial controls 
• Determining fee and compensation 

 
 
___________ 

 
 
x 

 
 
___________ =  ___________ 

  
Grand Total =  ___________ 

Instructions for the Reviewers 
 
During the interview, rate each firm on a scale of 1-5, with 5 being highest, in each of the eight 
categories. Enter the number under “Rating”.  
 
At the completion of the interview, multiplying the rating by the pre-determined weight for each 
category, and enter the total. Add all totals to establish the grand total.  
 
Combine all of the totals for those participating in the interview session. The preassigned 
weights are established with a maximum of 10 points for each category. A maximum of 400 
points may be awarded, assuming all categories were weighted at 10, and the firm received the 
maximum 5 rating on each category. 
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               GROUP TECHNICAL PROPOSAL EVALUATION FORM 
   

(For use in compiling all scores of firms participating in the technical proposal process.)  
 
Enter the grand total for each firm, as recorded by each interviewer on the Interview Score 
Sheet. After all the entries are made and totaled, divide the combined group total for each firm 
by 400.  
 

Combined Group Totals 
 

 FIRM A FIRM B FIRM C FIRM D FIRM E 
Interviewer 1      

Interviewer 2      

Interviewer 3      

Interviewer 4      

Interviewer 5      

--------------------      

--------------------      

--------------------      

--------------------      

      

      

Grand Total      
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MEMO FOR ALL PROFESSIONAL DESIGN FIRMS THAT WERE INTERVIEWED 
 

TO: (List professional design firms in alphabetical order) 
 
FROM: __________________________________________________________________________________________________ 

Owner 
    
   ______________________________________________________________________________________ 

Individual                                                                                 Title 
 
______________________________________________________________________________________ 
Address 

 
 

RE: Status of Selection Process 
 
_____________________________________________________________________________________________ 
Project Name 

 
The  has completed the selection process for 
         Owner 

professional services for the above-named project. 
 
It has been our objective to select the most qualified firm to perform this service. The results of the 
 

   decision ranks the firms interviewed in the following order: 
Interviewers 
 
 
Firm #1   

   Name 

Firm #2    
   Name 

Firm #3    
   Name 

Firm #4   
   Name 

Firm #5    
   Name 

We have now entered into contract discussions and negotiations with  . 
          Firm #1 

 
 
The  express their appreciation for your time, 
          Interviewers 

effort and interest on our behalf.
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THE REFERENCE CHECK 
 

Owner  Project Description   
 

Professional Design Firm  on which the reference check is being 
conducted. 
 
Reference Information: 
 
Owner   Project Referenced    
 

Address  Person Contacted    
 

Phone   
 

(Based on references provided in firm’s Letters of Qualification or through networking with 
other owners who have worked with the firm.) 

 
 5 4 3 2 1 
Sample Questions Excel. Good Avg. Fair Poor 

1. What is your project?      

2. When was it completed?      

3. Did the firm above do the work?      

4. What did they do for you? Design work, studies, 
construction, coordination, other (specify) __________ 

     

5. Who was the staff person assigned to work with 
you on this project? _____________________________ 
Were you satisfied with his/her work? 
___________________ 

     

6. Did the project start as scheduled?      

7. Was the project completed as planned?      

8. Were the budget, cost control, and financial 
administration within the planned controls and 
limitations? 

     

9. Did the firm and (you) the owner work well as a 
team as it related to the project? 

     

10. Did the firms personnel work well with the 
committee/boards and staff on all the project’s 
specific requirements? 

     

11. What is your overall evaluation of the firm based 
on your experience? 

     

                                                                                                 GRAND TOTAL _______________________  
 

Multiply number of questions by 5 for maximum score as appropriate. Add each firm’s 
score following the reference check, and then transfer to the Letters of Qualification 
Evaluation Form as a line item on that firm’s evaluation sheet.
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LETTERS OF QUALIFICATION EVALUATION 
 

The following is a model. Add or delete questions as appropriate for your specific 
situation. We suggest using the same weights and values assigned be on the same 
scale as those used for interviewing shortlisted firms. 
 
Highest numbers: most value / Rating columns: 1-5 points / Weight columns; 1-10, depending 
on importance to the project. 
 
A form at the bottom of this page is provided to summarize the results of the process, to 
narrow the number of firms that submitted qualifications down to the number desired 
for a 
shortlist (firms to be interviewed). 
 
Qualifications Evaluation 
 
Owner  
Contact Person                                                                                                                              
Project Description     
Professional Design Firm   
Address    
City  State  Zip  
  
Phone  Contact Person    

 
 

 RATING  WEIGHT = TOTAL 
1. Firm’s history and resource capability to perform 
required services 

   x    =    

2. Evaluation of assigned personnel    x    =    
3. Related experience (as appropriate) 

• Design services 
• Construction coordination 
• Demolition 
• Studies 
• Other 

 
 
 
 
 

   

 
 
 
 
 

x 

 
 
 
 
 

   

 
 
 
 
 

= 

 
 
 
 
 

   
4. Budget, cost controls experience, results    x    =    
5) Familiarity with local area–geography and facilities    x    =    
6) Ability to relate project requirements    x    =    
7) Analysis of subjective statements (one page)      
applicable to the project as required on the RFQ    x    =    
8) Reference check (evaluation transfer from reference 
check form) 

 
   

 
x 

 
   

 
= 

 
   

  
Grand Total ___________  

 

GRAND TOTForm Continued on Next Page 
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  Form Continued 
 

                Name of Reviewer _______________________________________________________________ 
 
  Qualifications Evaluation Summary 
 

(To be used by the Review Group person in charge, to compile the evaluation results of all Letters 
of Qualification submitted. Note: Enter the Grand Total for each firm’s qualifications (from the 
respective evaluation sheets for comparative purposes) to select three to five most qualified 
firms to be interviewed.) 

 
Firms 1 2 3 4 5 6 7 8 9 10 
Reviewer 1           
Reviewer 2           
Reviewer 3           
Reviewer ___           
Reviewer ___           
Reviewer ___           

 
Divide the totals by the maximum composite score possible. Rating X Maximum weight.  
Example: 8 questions X 5 rating = 40 X 10 weight = maximum points. List the top-ranked firm as 
the short-listed firms to be interviewed. 
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OPTIONAL FORM 
   

To: ________________________________________________________________________________ 
                                          Interviewing Group 
 
 

  Owner: _____________________________________________________________________________________ 
 
       Interview Score Sheet 
 

Issue Possible Points Points Awarded  

1. Similar project experience  10 

2. Discussion of the firm’s capacity to perform the work  10 

3. A discussion of the firm’s understanding of the project 
needs 

 20 

4. Discussion of the methods the firm proposes to use in 
providing the required services. 

 10 

5. A discussion of consultants that may be working with 
the firm on the project. 

 10 

6. Discussion of how the firm will handle the planning, 
design and construction phases of the project. Discuss 
design approach, construction cost controls, and 
involvement in the design and implantation phases of the 
work. 

 30 

7. Discussion of time schedule the firm proposes to 
complete the necessary preliminary work, as well as a 
time schedule for the entire project. 

 10 

Notes:  100 
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EXAMPLE – THE INTERVIEW: QUESTIONS AND SCORE SHEETS 
   
   

  Owner Hickory Valley Township                             Project Landfill Monitoring Wells 
 

(Firms invited to interview for the project above should be prepared to address the following issues 
during the course of their interview. Questions can be expanded as appropriate.) 
 
 
CATEGORIES RATING WEIGHT TOTAL 
    
1. Related project experience 3 8 24 
2. Firm’s ability and capacity to perform 
the work 

• Key personnel assigned to this 
project 

 
5 
 
 

8 
 

40 
 

3. Grasp of project requirements 
• Studies 
• Designs 
• Other 

 
4 
 

10 40 

4. Method to be used to fulfill the 
required services, including the design 
phase 

 
4 
 

8 32 

5. Management approach for technical 
requirements. Examples: 

• Cost controls  
• Design and construction phase 

involvement 

 
 
3 
 
 

7 21 

6. Use of consultants that may work on 
the project 

• In-house resources 
• Outside resources 

 
3 5 15 

7. Time schedule planned for this 
project 

• Availability 

 
5 
 

5 25 

8. Firm’s experience and methods used 
for: 

• Budgeting and financial 
controls 

• Determining fee and 
compensation 

 
 
4 
 
 

10 40 

 GRAND TOTAL:  237 

 
  Instructions for Interviewers 
 

During the interview, rate each firm on a scale of 1-5, with 5 being highest, in each of the eight 
categories. Enter the number under “Rating”. At the completion of the interview, multiply the rating 
by the predetermined weight for each category, and enter the total. Add all totals to establish the 
Grand Total. The person in charge will combine all of the totals for those participating in the 
interview session. The preassigned weights are established with a maximum of 10 points for each 
category. A maximum of 400 points may be awarded, assuming all categories were weighted at 
10, and the firm received the maximum 5 rating on each category. 
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GROUP TECHNICAL PROPOSAL EVALUATION FORM 
 

For use by the person in charge of the interviews to compile all scores of professional design 
firms 

                      participating in the interview process.) 
 

Note: Enter the grand total for each firm, as recorded by each interviewer on the Interview 
Score Sheet. After all entries are made and totaled, divide the combined group total for each 
firm by 400 for the maximum possible score. 
 
Divide group totals by 400 for a composite score to determine the most qualified firm.  
 
Blackhawk School District – Elementary School Addition 
  
 Firm C = 4.38 
 Firm B = 3.77 
 Firm A = 3.58 
 
Combined Group Totals 

Interviewer 1 237 314 390   
Interviewer 2 340 275 370   
Interviewer 3 310 290 370   
Interviewer 4 257 330 302   
Interviewer 5 290 300 340   
-----------------      
-----------------      
-----------------      
-----------------      
      
Grand 
Totals 

1434 1509 1772   


