Example Evaluation Scoring Sheet Template
Full RFQ [this is sent to firms, posted on your website etc.]

Overview:
The Name of the entity is soliciting proposals from qualified engineering and environmental consulting firms to complete a National Environmental Policy Act (NEPA) Environmental Assessment (EA) specifically for a project funded by the Northern Borders Regional Commission (NBRC) Catalyst Grant Program.

The selected firm will be responsible for preparing all required environmental review documentation in accordance with NBRC guidance, federal NEPA requirements, National Historic Preservation Act Section 106 requirements, and all relevant and applicable federal, state, and local regulations. The selected consultant contract will be subject to applicable federal procurement standards (e.g., 2 CFR 200, Appendix II).

Project Background & NeedReview communication from NBRC regarding NEPA. This will outline the details & level of NEPA NBRC required for your project.

· The entity [municipality / non-profit] received an NBRC Grant award to support [brief description of the project – e.g., construction of a 2,000 SF business incubator, renovation of historic mill building; water/sewer infrastructure improvements; etc.].
Scope of Work
The selected consultant shall provide all professional services and expertise necessary to complete a compliant NEPA Environmental Assessment and obtain NBRC environmental clearance. Tasks include, but are not limited to:
Environmental Assessment Preparation
· Complete the NBRC EA template in its entirety.What is included in your scope may or may not include all of this, and it may also include other items or tasks.

· Prepare required alternatives analysis, narratives, impact analyses, and provide all relevant and applicable supporting documentation.

Federal Environmental Compliance Reviews
· Conduct and document Section 106 Historic Preservation review and coordination, if applicable.
Example Request For Qualifications (RFQ)
Soliciting proposals for environmental consulting firms to complete NEPA
· Complete the 8-Step Decision-Making Process for Floodplain and Wetlands, if applicable.
· Section 7 endangered species review, if required.
· Address Environmental Justice considerations. Please review the revocation of multiple Executive Orders pertaining to EJ (https://www.whitehouse.gov/presidential-actions/2025/01/initial-rescissions-of-harmful-executive-orders-and-actions/). This article (Paragraph 7) may provide some additional information that may be useful reference with respect to NEPA Section 102(1): https://www.eli.org/vibrant-environment-blog/whats-left-federal-environmental-justice
· Identify  any additional cross-cutting environmental regulatory requirement if applicable.

Stakeholder Coordination
· Coordination with municipal, county, or state staff if required in addition NBRC’s environmental staff.
· Prepare and submit consultation materials to the appropriate State Historic Preservation Officer, United States Fish and Wildlife Service, and other federal or state regulatory agencies, as required.
· Timely response to agency and NBRC review comments.

Public Notice and Comment Process
· Prepare required public notices
· Support public comment period and documentation of comments received.
· Prepare written responses to comments, as necessary.

Finalization and Clearance
· Prepare and incorporate all revisions into the Final EA.
· Prepare a Finding of No Significant Impact (FONSI), Finding of No Practicable Alternative (FONPA), or recommendation for an Environmental Impact Statement, if applicable.
· Support NBRC review process through final approval.

BudgetYou can include a Not to Exceed (NTE) in an RFQ if:
· You want to signal your available budget.
· You want firms to confirm they can complete the work within that ceiling.
· You are using a qualifications-first (QBS-style) approach and will negotiate final pricing.
· You want to protect against inflated proposals.

· Budget [Approximately or Not to Exceed (NTE)] [insert amount] is available for consultant services from the NBRC Catalyst Grant. The total project budget must include all fees, materials, and expenses.

Deliverables
The consultant shall provide the following deliverables:
· Draft Environmental Assessment using NBRC’s required template
· Administratively complete and organized Administrative Record (digital format), including but not limited to:
· Consultation letters
· Agency correspondence
· Technical studies
· Site plans and maps
· Photographic documentation
· Public notices and comment documentation
· Final EA incorporating NBRC comments
· Documentation sufficient to obtain NBRC-issued NEPA approval

All deliverables shall be provided in electronic format suitable for submission to NBRC.

Proposal Submission Requirements
Interested consultants shall submit the following:This may also include resumes of key staff assigned to the project and role. Request for references and contact information.

· Cover letter expressing interest and demonstrating understanding of the project.
· Description of firm qualifications and relevant experience preparing NEPA Environmental Assessments, particularly for NBRC or similar federal funding programs.
· Description of proposed technical approach and methodology.
· Proposed project schedule with key milestones.
· At least three (3) examples of comparable NEPA EA projects completed within the past five years.

Evaluation Criteria
Proposals will be evaluated based on:
Demonstrated experience conducting NEPA Environmental Assessments.	
The firm must have a minimum of one staff member who meets the federal definition and qualifications of an Environmental Professional under 40 CFR Part 312.10 supervising the preparation and finalization of the Environmental Assessment 
· Experience with NBRC or similar federal funding programs
· Quality and clarity of proposed approach
· Ability to meet project timeline
· Cost reasonableness and overall value
· References and past performance
· Other criteria can be included


Submission Instructions
Submit proposals in PDF format via email to [insert name] at [insert email address], by [time]. on [Month Date, Year].

Late proposals will not be considered.

Questions
Direct all questions in writing via email to [insert name] at [insert email address] before [time]. on [Month Date, Year]. Responses to all questions will be posted at [insert website of organization] no later than [insert date].

[Entity Name] is an Equal Opportunity Employer. This procurement is subject to federal requirements under 2 CFR Part 200.

 REQUEST FOR QUALIFICATIONS (RFQ)
Environmental Consultant Services – NEPA Environmental Assessment
[Entity Name] is soliciting qualifications from qualified environmental consulting firms to complete a NEPA EA for a project funded through the NBRC Catalyst Program.
The selected consultant will prepare the required EA in accordance with NBRC guidance and federal regulations.
Proposal submissions are due by [date] at [time].
Full RFQ documents are available at: [website link].





















Supplemental NBRC NEPA Guidance
🧾NBRC EA Resources to Pair With an RFQ
If you’re drafting your own RFQ/RFP for NBRC EA services, NBRC provides official guidance and tools that you can reference or include in your solicitation:   https://www.nbrc.gov/content/NEPA

🔹NBRC Environmental Assessment (EA) Template (FY26) — Standard document template all grantees must use when preparing an EA.
Environmental Assessment Template (Word)
Environmental Assessment Template (PDF)

🔹NBRC EA Guidance Overview — Instructions and expectations for completing the EA and associated processes (e.g., consultations, 8-Step analyses).    Environmental Assessment Guidance Overview 
These resources help ensure your RFQ language aligns with NBRC expectations and reduces review delays.

Tips When Drafting Your RFQ/RFP
To make your RFQ/RFP for an NBRC Catalyst EA consultant as clear and competitive as possible:
✅ Reference NBRC templates and guidance documents — Include links or attachments. 
✅ Define required deliverables and format — Especially the use of the NBRC EA template. 
✅ Specify coordination expectations — E.g., interaction with NBRC’s environmental consultants. 
✅ Detail consultant qualifications — NEPA experience with federal grant environmental reviews. 
✅ Align timeline with grant milestones — Especially notice to proceed and public comment periods.

✅ Next Steps After Drafting the RFQ
NBRC Catalyst – NEPA Environmental Assessment Consultant

1️⃣ Internal Review & Compliance Check
· Review the scope of work to confirm it aligns with the NBRC NEPA determination.
· Confirm budget.
· Ensure RFQ includes evaluation criteria, timeline and links to NBRC NEPA references.
2️⃣ Obtain Required Approvals
· This will depend on your entity (Town Manager, Board of Selectmen, Executive Director or Board).
3️⃣ Issue the RFQ
Release or Notice the RFQ through competitive channels.
· Post full RFQ on your website
· Send to known firms (no geographic preference)
· You can send one email to a list of all firms via blind cc (bcc).
· Remember go into your “sent” email PDF the email(s) you sent to firms – save for procurement documentation.
· Advertise in one or two papers (one or two editions).
· When placing the ad, ask for the “tear sheet” to be sent to you or grab a copy of the edition the RFQ is in – save for procurement documentation.
· This does not have to be the full RFQ it can be shorter and direct firms to the full RFQ.
· Send RFQ to NH DOT Disadvantaged Business Enterprise Program at dbecertifications@dot.nh.gov. NHDOT will notice, though, the DBEP.

4️⃣ Manage Questions & Addenda
· Keep an eye out for questions; all responses should be posted where indicated before the time indicated in the RFQ.
· Issues a formal addendum if any clarifications are needed.
· Remember – do not provide private clarifications to one firm only.

5️⃣ Receive & Log Proposals
· If you are having proposals dropped off or mailed to a location, document the date and time received.

6️⃣ Evaluate Proposals
· Ensure proposals are complete.
· Gather an evaluation team (minimum 2-3 members recommended).
· Score independently using predefined criteria.
· Document scoring.
· Prepare summary ranking memo
· Rank Firms → Evaluate Cost Reasonableness → Document Justification

7️⃣ Verify RequirementsMaintain the Procurement File as one PDF
Your NBRC file should include:
· RFQ
· Proof of advertisement
· Distribution list
· Proposals received
· Scoring sheets
· Selection memo
· Cost reasonableness documentation
· SAM verification
· Conflict of interest statements
This protects you during any monitoring.

Before contract execution
· Document procurement (one PDF)
· Invite NBRC to review the documented procurement of the preferred firm.
· Confirm SAM.gov check (no debarment)
· Confirm no conflicts of interest
· Ensure federal contract clauses are included
· Confirm insurance requirements

8️⃣ Execute Contract
Execute written contract with:
· Detailed scope
· Deliverables
· Timeline
· Not to exceed amount

· Federal compliance clauses
· 


NBRC Catalyst – Environmental Consultant Procurement Record
Project:						NBRC Grant Number:
Procurement Method:
☐ Competitive Proposals (RFP)
☐ Qualifications-Based Selection (RFQ)
RFQ/RFP Release Date:		[Date]
Proposal Due Date:			[Date]
Number of Proposals Received:	[#]
Evaluation Committee Members:
· [Name / Title]
· [Name / Title]
· [Name / Title]
Summary of Evaluation Process
Proposals were evaluated based on the criteria outlined in the solicitation, including experience conducting NEPA Environmental Assessments, familiarity with NBRC requirements, technical approach, schedule, and cost reasonableness.
Each committee member independently scored the proposals. Scores were compiled and discussed during a consensus meeting held on [Date].
Ranking of Firms
1. [Firm Name] – Total Score: ___
2. [Firm Name] – Total Score: ___
3. [Firm Name] – Total Score: ___
Cost Reasonableness (If Applicable)
The proposed fee from [Selected Firm] was reviewed and determined to be reasonable based on:
· Comparison to independent cost estimate
· Comparison to other proposals received
· Review of hourly rates and level of effort
· Prior similar EA projects

The contract will be awarded on a not-to-exceed basis of $________.

Selection Determination
Based on the evaluation process, [Selected Firm] was determined to be the most qualified and responsive firm to perform the required NEPA Environmental Assessment services.

The entity will proceed with contract execution following verification of federal compliance requirements, including SAM.gov verification and inclusion of required federal contract clauses.

Example Procurement Summary / Selection Memo Template
Prepared by: ____________________	Title: ____________________
Date: ____________________



This scoring sheet is provided as an example only. Entities must ensure that evaluation criteria and weighting correspond exactly to those published in their RFQ/RFP. Weights should reflect the relative importance of each criterion as stated in the solicitation.

Evaluation Scoring Sheet Template

NBRC Catalyst – NEPA EA Consultant
	
Criteria
	Weight
	Score (1–5)
	Weighted Score

	Experience with NEPA Environmental Assessments
	30%
	
	

	Experience with NBRC or Similar Federal Programs
	20%
	
	

	Technical Approach & Methodology
	20%
	
	

	Project Schedule & Capacity
	10%
	
	

	Cost Proposal / Cost Reasonableness
	20%
	
	

	Total
	100%
	
	



Scoring Guide
5 = Excellent / Highly Responsive
4 = Very Good
3 = Acceptable
2 = Marginal
1 = Unsatisfactory

Each evaluator completes independently. Scores are averaged for final ranking.

If using Qualifications-Based Selection (QBS):
Remove cost category and rank based on qualifications only.

