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CONSULTANT REFERENCE CHECK
QUESTIONNAIRE


	SECTION I - RFP/RFQ INFORMATION

	RFP/RFQ TITLE  
	WORK ORDER NO.  

	[bookmark: Text2][bookmark: _GoBack]     
	[bookmark: Text3]     

	SECTION II - REFERENCE CHECK ON

	NAME OF CONSULTANT

	[bookmark: Text1]     

	SECTION III - REFERENCE INFORMATION

	COMPANY NAME

	[bookmark: Text4]     

	CONTACT NAME
	CONTACT PHONE NO.

	[bookmark: Text5]     
	[bookmark: Text10]     

	NAME OF INDIVIDUAL PROVIDING REFERENCE 
(Please print or type)
	DATE

	[bookmark: Text6]     
	[bookmark: Text7]     

	SECTION IV - BACKGROUND

	The contract for which this consultant is being considered is for the following services:
DESCRIPTION OF CONTRACT: (maximum 800 characters)

	     


	SECTION V - PERFORMANCE RATINGS

	Ask each reference to evaluate their experience with the Consultant and rate them based on objective measurable performance indicators to the maximum extent possible. Commentary provided by the reference to support the rating should be noted in Section VII - Additional Comments.

For the following performance indicators, assign each area a rating. Indicate the answer by circling the appropriate number within each group rating of Unsatisfactory (0/1), Poor (2/3/4), Satisfactory (5/6), Very Good (7/8), or Outstanding (9/10). Use the attached Rating Guidelines as guidance in making these evaluations. Use “N/A” if reference does not have information to make a determination. 

	QUALITY OF PRODUCT OR SERVICE
	RATING
	UNSATISFACTORY
	POOR
	SATISFACTORY
	VERY GOOD
	OUTSTANDING
	

	1. COMPLIANCE WITH CONTRACT REQUIREMENTS/STATEMENT OF WORK
	0 / 1
	2 / 3 / 4
	5 / 6
	7 / 8
	9 / 10
	N/A

	2. TIMELINESS AND ACCURACY OF REPORTS
	0 / 1
	2 / 3 / 4
	5 / 6
	7 / 8
	9 / 10
	N/A

	3. CAPABILITY/EFFECTIVENESS OF PERSONNEL
	0 / 1
	2 / 3 / 4
	5 / 6
	7 / 8
	9 / 10
	N/A

	4. EXPERIENCE WITH THE LEAD PERSON
	0 / 1
	2 / 3 / 4
	5 / 6
	7 / 8
	9 / 10
	N/A

	COST CONTROL
	RATING
	UNSATISFACTORY
	POOR
	SATISFACTORY
	VERY GOOD
	OUTSTANDING
	

	1. RECORD OF CONTROLLING COST
	0 / 1
	2 / 3 / 4
	5 / 6
	7 / 8
	9 / 10
	N/A

	2. CURRENT, ACCURATE, AND COMPLETE INVOICES
	0 / 1
	2 / 3 / 4
	5 / 6
	7 / 8
	9 / 10
	N/A

	TIMELINESS OF PERFORMANCE
	RATING
	UNSATISFACTORY
	POOR
	SATISFACTORY
	VERY GOOD
	OUTSTANDING
	

	1. ADHERENCE TO SCHEDULE
	0 / 1
	2 / 3 / 4
	5 / 6
	7 / 8
	9 / 10
	N/A

	2. RESPONSIVE TO TECHNICAL DIRECTION
	0 / 1
	2 / 3 / 4
	5 / 6
	7 / 8
	9 / 10
	N/A




	BUSINESS RELATIONS
	RATING
	UNSATISFACTORY
	POOR
	SATISFACTORY
	VERY GOOD
	OUTSTANDING
	

	1. EFFECTIVE MANAGEMENT, INCLUDING MANAGEMENT OF SUBCONTRACTORS
	0 / 1
	2 / 3 / 4
	5 / 6
	7 / 8
	9 / 10
	N/A

	2. REASONABLE/COOPERATIVE BEHAVIOR
	0 / 1
	2 / 3 / 4
	5 / 6
	7 / 8
	9 / 10
	N/A

	3. RESPONSIVE TO REQUESTS/PROBLEMS
	0 / 1
	2 / 3 / 4
	5 / 6
	7 / 8
	9 / 10
	N/A

	SUMMARY RATING: (Add the ratings above and divide by the number of areas rated.)
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	SECTION VI - CUSTOMER SATISFACTION (Check Yes or No)

	1. THE CONSULTANT IS COMMITTED TO CUSTOMER SATISFACTION.
	[bookmark: Check1][bookmark: Check2]Yes |_|     No |_|

	2. WOULD YOU HIRE THIS CONSULTANT AGAIN?
	[bookmark: Check3][bookmark: Check4]Yes |_|     No |_|

	SECTION VII - ADDITIONAL COMMENTS (maximum 110 characters per line)

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     




	RATINGS GUIDELINES

	CRITERIA
	QUALITY OF PRODUCT OR SERVICE
	COST CONTROL
	TIMELINESS OF PERFORMANCE
	BUSINESS RELATIONS

	
	- Compliance with contract requirements/Statement of Work
- Timely and accurate reports
- Capability and effectiveness of personnel
- Technical excellence
	- Record of controlling costs
- Current, accurate, and complete invoices
- Relationship of the negotiated costs to actual costs
- Cost efficiencies
	- Met interim milestones
- Reliability
- Responsive to technical direction
- Completed on time including wrap-up and contract administration
- Met project schedules
- No liquidated damages assessed
	- Effective management, including subcontracts
- Reasonable/cooperative behavior
- Responsive to project requirements
- Notification of problems 
- Flexibility
- Pro-active vs. reactive

	0/1 - UNSATISFACTORY
	Consultant is not in compliance and is jeopardizing the achievement of project objectives.
	Consultant is unable to manage costs effectively.
	Consultant delays are jeopardizing performance of project objectives.
	Response to inquiries regarding technical, service, and/or administrative issues is not effective.

	2/3/4 - POOR
	Major problems have been encountered.
	Consultant is having major difficulties in managing costs effectively.
	Consultant is having major difficulties meeting milestones and project delivery schedules.
	Response to inquiries regarding technical, service, and/or administrative issues is marginally effective.

	5/6 - SATISFACTORY
	Minor inefficiencies/errors have been identified.
	Consultant is usually effective in managing costs.
	Consultant is usually effective in meeting milestones and project delivery schedules.
	Response to inquiries regarding technical, service, and/or administrative issues is usually effective.

	7/8 - VERY GOOD
	Consultant is in compliance with project requirements and/or delivers quality products and/or services.
	Consultant is effective in managing cost and submits current, accurate, and complete invoices.
	Consultant is effective in meeting milestones and project delivery schedules.
	Response to inquiries regarding technical, service, and/or administrative issues is effective.

	9/10 - OUTSTANDING
	The Consultant has demonstrated an outstanding performance level in any of the above four categories in that it clearly exceeds the performance level described as “Very Good”.
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