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Description automatically generated]Procurement Evaluation Template
Responses will vary based on the student’s research and market approach. All fields must be filled with responses that are congruent with the evaluation criteria listed in the procurement management plan and request for quote templates. The weighting must add up to 100%.
An example is given in the table.
Criteria to be evaluated
	[bookmark: _Hlk107833702]Evaluation Criteria
	Weighting

	Company sustainability practice
	30%

	Repairability
	50%

	Proximity to office
	20%

	
	

	
	

	Total Weighted Score
	100%


Evaluation scoring
Each supplier quote should be evaluation for each criterion using the following ratings:
	Rating
	Description

	1
	Response doesn’t meet any of the requirements for that criteria.

	2
	Response meets very little of the requirements for that criteria.

	3
	Response meets some of the requirements for that criteria.

	4
	Response meets most of the requirements for that criteria.

	5
	Response meets all the requirements in full for that criteria.


Ratings can be assigned via comparison if the criteria dictate this. For example, if a criterion is sustainability, if one product is more sustainable than another it should receive a higher rating for that criteria than the other product. Or if another criterion is price, if one product is cheaper than another it should receive a higher rating for that criteria than the other product.
Quote response data collation
You are to calculate an evaluation score for each quote by using a separate table (as given below) for each supplier quote that specifies:
the name of the supplier
the criteria to be met
the evaluation rating for that criteria
the weighing of the criteria.
For each criterion, multiple the Weighting by the given Rating to determine a total for that criteria.
Add the totals together.
Responses in this table will vary depending on the students’ research. Ensure that the calculations are done correctly. The formula to arrive at the total is: weighting (%) x rating = total. An example is given below.
Each quote must have its own table.
The student is required to complete minimum of three tables by copying and pasting and adding the relevant information.
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	Criteria
	Weighing
	Rating
	Totals

	Office Works
	Company sustainability practice
	30%
	4
	1.2

	
	Repairability
	50%
	3
	1.5

	
	Proximity to office
	20%
	5
	1

	
	
	
	Totals
	3.7


Quote evaluation
List each of the suppliers and their total evaluation score:
	Supplier
	Total

	Supplier names and totals from the three tables should be listed here. Ensure that they match
	

	Office Works
	3.7
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