External Scorer Instructions:

When an External Scorer is assigned to an Item, an email will be sent indicating next steps to
complete.

If the email indicates the user needs to complete the Knowledge Check test, the user will
need to navigate to SuccessFactors to complete the Knowledge Check test. Once completed,
the user will need to verify they have access to the INDOT Technical Application Portal (ITAP).

If the user has never registered for Access Indiana account, the following steps will need to be

completed:

Navigate to https://access.in.gov/signin/

Select “Don’t have an Access Indiana account?”

Complete the registration

Once completed, admin will review and approve the user.

Once approved, the system will assign the user with the appropriate permissions to
complete external scoring in PSCS, Contract Administration.

From the homepage of Access Indiana, select Services on the left panel, search for ITAP
and select the link to navigate to the ITAP Technical Application Portal.

l IN.99VY  An official application of the Indian|

—access — bashb
INDIANA

Dashboard

BB services

Q© Account security
? Help

A Notifications



https://performancemanager8.successfactors.com/login?company=indianaoff#/login
https://itap.indot.in.gov/Dashboard
https://access.in.gov/signin/

EIINDIANA 5 services

A Dashboard

|| itap

Services
O Account Security

? Help

Technical Application Pathway
‘ Notifications ITAP

Indiana Department of Transportation

e Locate the application called Contract Administration, click launch.
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e Users will see the homepage, which will display a list of RFP Items, assigned to the
scorer, that need to be scored. Click the pencil icon to score the Item.
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Internal Scorer Instructions:

To access INDOT RFP items to score, you may always access the item through the email
notification you receive when you are assigned as a scorer. You will need to log in utilizing the
same user ID and password as you would to log into your work PC/laptop if you are not
utilizing the state network. You will also receive an email when scoring has started for an RFP.

If you discard this email notification, you may also utilize the following instructions to access
the INDOT RFP items to score. To access Professional Services Contract Administration (PSCS),
go to the INDOT Employee Resource Internal News (ERIN) Intranet page and click on the
“Agency Links” and select “Business Applications” in the dropdown.
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Next, click on the “PSCS Contract Administration" link.
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INDOT employees use business applications to perform a variety of tasks. Applications are web-based systems which help create, store, sort and share
information. The applications listed on this page are critical to INDOT's core business operations.

RRA (Railroad & Roadway App)

SPMS (Scheduling Project Management
System)
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Once in the PSCS Contract Administration application, search for the item you want to score
by utilizing any of the search criteria highlighted under the “Item Search” tab.
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IMPORTANT: If you are scoring for another Owner Office Location, you will need to discard
the default search criteria by clicking on the “Clear Search” icon (highlighted below) to clear
your default search criteria. After taking this action, you may search utilizing all the search
criteria available.
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Once you have found the item you are ready to score, click the “Item Details” icon
(highlighted below) to open the item details panel. This will open a new window.
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When the new window opens, click on the icon to open the Scorers Scoring panel. The

&

Scorers Scoring panel allows scorers to complete scoresheets.
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Item ID: 19641 RFP Date 4/8/2025 Item Process Status: Approved

RFP #: 2504 Contract Type: Project Specific Item Status: Historical

Item #: 03 2 Step Scoring: No BE Goals: DBE:5 %

Owner Office: Crawfordsville Dist / Capital Program Mgmt

Item Description: Project Development Services - Intersection Improvement in Warren County at SR-63 & Small Structures and Drains Construction on SR 142, SR 42, SR 263, in Putnam, Morgan, and Warren Counties
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EXTERN! IEW
Owner Office Crawfordsville Dist / Capital Program Mgt Compensation Method Lump Sum
RFP # 2504 Allowable Profit Rate 8.8% Plus overhead factor
Item # 03 1s Federal Funding Involved? Yes
RFP Date 4/8/2025 # of Firms to Select 1
BE Goals DBE:5 % Require Total Cost Proposal No
Amount?
Term of Contract
Complexity Level Mid
Item Description Project Development Services - Intersection Improvement in Warren County at SR-63 & Small Structures and Drains Construction on SR 142, SR 42, SR 263, in Putnam, Morgan, and Warren
Counties
Item Work Description The selected firm shall perform preliminary engineering and plan development services necessary to produce construction contract documents for the listed project in accordance with

INDOTs designated letting schedule. The selected firm will also be responsible for: Non-Complex Traffic and Operations Analysis, Engineering Report (Des 2401395), Environmental
Document (CE), Environmental Permits, Wetland Delineation, Topographic Survey, Roadway and MOT Design and Plan Development, Right-of-Way Plan Development (Engineering and
Staking). Right-of-Way Title Research, Utilty Coordination, Subsurface Utility Engineering (SUE), Railroad Coordination, Pavement Design and Construction Phase Services. INDOT will
provide approved hydraulics reports for each structure, Geotechnical Engineering, and other Right-of-Way Acquisition Services. Other services such as Ecological Surveys, Wetland
Mitigation. archeological and hitectural may be included later if these work types become necessary. The INDOT Project Manager and the
Consultant will schedule the Scoping Meating within two (2) weeks of the Notice of Selection, The selected firm's fee proposal shall be due 45 calendar days after the selection date for his
REP item. The contract may utilze the INDOT Einvoice application.

Before scoring can begin on an item, the scorer must first sign the Scorer’s Agreement. Click
in the check box next to the text “I affirm the above Statement.” The check serves as an
electronic signature and once signed cannot be unsigned. Once a scorer signs the agreement
for one item, it applies to all other items the scorer is assigned to for the same RFP.
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The primary purpese of scoring for this RFP s to identify the best firm for the scope of work advertised. It is the responsibility of INDOT scorers to make every effort to identify the firm most <apab\ej'}pmdu:mg the highest quality deliverables in a timely
and cost effective manner without regard to personal preference. Historical performance data and references should be sought out and applied to the maximum extent necessary to make the best professional judgment possible. All information contained

in Letters of Interest, scoring documents, and scoring tabulations, including the names of the scoring team, consultant ranking and shortlist information i

be considered until such time as all associated contracts with an item are executed
and the information is published for public viewing. Divulging details regarding the above confidential information will result in discipline and may result in dismissal. IC 4-2-6-9 prohibits state employees from participating in decision making in certain
circumstances such as those in which the employee or a family member would have a potential financial interest in the outcome. Scorers shall abide by the ethical requirements set forth in IC 4-2-6-9

Al scoring documents will be published to the Internet for public information upon execution, approval and awarding of the contracts. This scoring documentation will then become important information to the submitting consultants for obtaining
feedback on their Letters of Interest regarding INDOT's evaluation of their qualifications, past performance and capabilities. The consultants will be relying on your scoring to focus their improvement activities. Accurate evaluation without regard to

personal relationships is a must to obtain the improvement in performance desired by INDOT and the consultant

INDOT, in accordance with Title VI of the Civil Rights Act of 1964, 78 Stat. 252, 42 U.5.

2000d to 2000d-4 and Title 49 Code of Federal Regulations, Department of Transportation, Subtitle A, Office of the Secretary, Part 21, Nondiscrimination in Federally-
assisted programs of the Department of Transportation issued pursuant to such Act, hereby notifies respondents that it will affirmatively ensure that in any contract entered into pursuant to this advertisement, minority business enterprises will be afforded
full opportunity to submit letters of interest in response to this invitation and that minority businesses are afforded the opportunity to participate as sub-consultants. INDOT

religion, sex, sexual orientation, gender identity or national origin in consideration for an award.

not disciiminate against any respondent on the grounds of race, color,

vith INDOT: Propasals & Centracts prior 10 scoring the Letters of Interest for RFP 250951 and | completed the scoring guidance knowledge check, when
of the

formation and materials.




The screen refreshes and under the Scorer’s Agreement, the item’s scoresheets are accessible.
Click on the Scoresheet icon (highlighted) to open a scoresheet for the selected firm. There
are usually multiple firms.

The primary purpose of scoring for this RFP is to identify the best firm for the scope of work advertised. It is the responsibility of INDOT scorers to make every effort to identify the firm most capable of producing the highest quality deliverables in a timely
and cost effective manner without regard to personal preference. Historical performance data and references should be sought out and applied to the maximum extent necessary to make the best professional judgment possible. All information contained
in Letters of Interest, scoring documents, and scoring tabulations, including the names of the scoring team, consultant ranking and shortlist information is to be considered confidential until such time as all associated contracts with an item are executed
and the information is published for public viewing, Divulging details regarding the above confidential information will result in discipline and may result in dismissal. IC 4-2-6-9 prohibits state employees from participating in decision making in certain
circumstances such as those in which the employee or a family member would have a potential financial interest in the outcome. Scorers shall abide by the ethical requirements set forth in IC 4-2-6-3.

All scoring documents will be published to the Internet for public information upon execution, approval and awarding of the contracts. This scoring documentation will then become important information to the submitting consultants for obtaining

feedback on their Letters of Interest regarding INDOT's evaluation of their past and The consultants will be relying on your scoring to focus their improvement activities. Accurate evaluation without regard to
personal relationships is @ must to obtain the improvement in performance desired by INDOT and the consultant.

INDOT, in accordance with Title Vi of the Civil Rights Act of 1964, 78 Stat. 252, 42 U5.C. 2000d to 2000d-4 and Title 49 Code of Federal Regulations, Department of Transportation, Subtitle A, Office of the Secretary, Part 21, Nondiscrimination in Federally-
assisted pragrams of the Department of Transportation issued pursuant to such Act, hereby notifies respondents that it will affirmatively ensure that in any contract entered into pursuant to this ad , minority business will be afforded

full opportunity to submit letters of interest in response to this invitation and that minority businesses are afforded the opportunity to participate as sub- INDOT will not against any on the grounds of race, color
religion, sex, sexual orientation, gender identity or national origin in consideratian for an award,

I have read and understand the Scorer's Training Guide available for review at: INDOT:Doing Business with INDOT: Praposals & Contracts prior to scoring the Letters of Interest for RFP 250951 and | completed the scoring guidance knowledge check, when
applicable. | understand the importance of using due diligence in determining scores for each Letter of Interest associated with the items that | will be scoring. | understand the nature of the ion and materials.

[ | atfirm the above Statement
Affirmed by test testthree on 09/26/2025 1:52 PM h
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You can then score each firm and write comments, if necessary. Clicking the firm scoresheet
will bring up the screen shown below.

Sooner Submitted Documents

Firm s :
Affirmative Action Certificate (AAC)

Past Performance Performance Evaluation

LOI Receipt Confirmation

Letter of Interest (LON)

Current and Completed Projects (CCP)
A

ololplolo

& and Pending Contract Balance (APB)

Upper Scoresheet Scorer Comments §§

Category Weight Weighted
ore

Technical experti: Id a relevant added value or efficiency to the deliverabl

Demonstrated outstanding expertise and resources identified for required services for value added benefit.
15 Demonstrated excellent level of expertise and resources identified for required services for value added benefit.
1 Demonstrated high level of expertise and resources identified for required services for value added benefit.
Team's Demonstrated Qualifications 30 15 30
05  Above standard expertise and resources.
0  Expertise and resources at appropriate level.

-1 Documentation of team qualifications is weak for required services.

-2 Insufficient expertise and/or resources.




As scoresheets are completed for an item, the table is updated to reflect the scorer’s scores.

SCORERS SUMMARY 4
v Gretchen West “
Team's Project

Scoring | Completed Demonstrated Understanding and
Complete Date Qualifications | Project Manager Approach Quality Schedule | Responsiveness |  Budget |G

1 8342 67.5 17.92 Yes 09/25/2025 2250 3000 15.00 8.00 386 380 216 -

2 3126 125 18.76 Yes 09/25/2025 22,50 -40.00 30.00 8.64 456 352 204

3 2212 0 2212 Yes 09/25/2025 3000 000 -30.00 10.24 386 408 384

Once all scoresheets for an item are complete which includes the “scoring for this firm is
complete” box at the bottom of each scoresheet, the Sign Scoresheets check box becomes
active and can be clicked. Once sighed, no more changes to the scoresheets are allowed and
the signature cannot be removed. Scoresheets can still be viewed by clicking the Scoresheet
icon, but they are not editable.
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The Consulting Services Administrator may remove a scorer’s signature if the scorer needs to
rescore.




