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Discuss architect hiring process with users well in advance.  


- establish core competencies required for the project. 


- establish a schedule for the entire process.  


- schedule a user meeting for shortly after qualifications are due.


- designate a user group member to assist with site tour.


- discuss expectations for participation such as need to review qualifications to vote.

Create a draft RFQ, review with


- CPRE staff


- management group (if applicable)


- user group


- Oregon DOJ (along with other solicitation materials)

Establish electronic site for firm registration and access to RFQ materials

Issue RFQ, e-mail info to CPRE Roster

Conduct site visit for prospective firms:


circulate attendee list to scan and distribute to Roster


remind attendees of rules to ensure a fair process


tour the site


answer questions

Receive qualification submittals, logging in time and date and putting pdfs on UO Docs.  Distribute very promptly for reading, along with the Reader’s Guide and an evaluation matrix.

Conduct a very quick technical review and a summary review of staffing relevancy to reference projects.

Conduct a user group meeting to launch the review process.  


Answer questions about the Reader’s Guide,


about the process in general, and 


about specific qualification submittals.  


Ask reviewers to identify their top four (or top five) firms

Consider having an optional group reading session so that questions can be answered on the spot.

At shortlisting meeting, 


- set up white board or flip chart with table of firm/team names


- have all participants sign conflict-of-interest forms and declare any conflicts


- ask participants to send forward a list of their top four (or five) firms


- tabulate on white board/flip chart


- ask if firms receiving no support or only one vote can be removed


- discuss strengths and weaknesses of remaining firms one-by-one


- revisit list of remaining firms, consider another straw poll, continue process until down to 4 or 5


- recap/confirm that all participants are comfortable with the list of firms to interview


- gather all evaluations sheets, photograph white board/flip chart

