Staff Reference Form
One (1) or more Staff Reference Form is required for each of the following key staff positions:
1. Project Manager
2. Technical Lead
3. Lead Business Analyst
There is a separate form for each position. Instructions for completing the form are provided at the end of this section.


Attachment 14, Project Manager Staff Reference Form
	Bidder Name:
	

	Proposed Individual’s Name:
	


Instructions to Reference:
The Bidder above has listed you as a reference and is requesting for you to complete this Bidder Reference Form.
Step 1:	Complete Columns 3 and 4 of Table 2.
Step 2:	Complete Column 2 of Table 3.
Step 3:	Sign and Date the Form.
Step 4:	Return the completed Bidder Reference Form to the Bidder.
	
TABLE 1 – To be completed by the Bidder

	Bidder Contact Name:
	
	Reference Contact Name:
	

	Bidder Company Name:
	
	Reference Company Name:
	

	Bidder Company Address:
	
	Reference Company Address:
	

	Bidder Telephone Number:
	
	Reference Telephone Number:
	

	Bidder E-mail Address:
	
	Reference E-mail Address:
	



	TABLE 2 – The Bidder completes Columns 1 and 2 and provides the Form to each Reference.
Each Reference then completes Columns 3 and 4.

	To be completed by the Bidder
	To be completed by the Reference

	COLUMN 1
	COLUMN 2
	COLUMN 3
	COLUMN 4

	Project Name and Description
	Can you validate that the firm listed above performed the services described in Column 1 and Column 2?
	During this Specific Project, my work relation to the firm was as the functional manager of the Project.

	
	|_| Yes     |_| No*
(Add explanation here if needed)
	|_| Yes     |_| No*
(Add explanation here if needed)
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	Bidder Name:
	

	Proposed Individual’s Name:
	



	TABLE 3 – The Reference shall rate the Bidder’s performance and abilities below by entering a rating value in Column 2 for each Performance and Ability Statement listed in Column 1

	COLUMN 1
	COLUMN 2

	Performance and Ability Statements
	Rating Value:
3 points = Excellent
2 points = Good
1 point = Poor
0 points = No Value

	Rate the quality and timeliness of the work products this individual was responsible for.
	

	Rate the individual’s ability to perform contractually required work in a timely and professional manner.
	

	Rate the individual’s interpersonal, oral, and written communication skills.
	

	Rate the individual’s ability to manage to a workplan/schedule and budget.
	

	Rate the individual’s knowledge in the required areas of expertise for this engagement. 
	

	TOTAL POINTS FOR ALL STATEMENTS
	



	TABLE 4 – Descriptions of Rating Values

	Rating Value:
	Description

	3 points = Excellent
	The individual’s performance and abilities were above average during this engagement.

	2 points = Good
	The individual’s performance and abilities were average during this engagement.

	1 point = Poor
	The individual’s performance and abilities were below average during this engagement.

	0 points = No Value
	The individual’s performance and abilities were unsatisfactory during this engagement.


By signing this Form, the Reference is certifying that all information provided on this Form is correct.
	
	

	Name of Reference Contact (print)
	Name of Reference Company (print)

	
	

	Signature of Reference Contact
	Date




Attachment 15, Technical Lead Staff Reference Form
	Bidder Name:
	

	Proposed Individual’s Name:
	


Instructions to Reference:
The Bidder above has listed you as a reference and is requesting for you to complete this Bidder Reference Form.
Step 1:	Complete Columns 3 and 4 of Table 2.
Step 2:	Complete Column 2 of Table 3.
Step 3:	Sign and Date the Form.
Step 4:	Return the completed Bidder Reference Form to the Bidder.
	
TABLE 1 – To be completed by the Bidder

	Bidder Contact Name:
	
	Reference Contact Name:
	

	Bidder Company Name:
	
	Reference Company Name:
	

	Bidder Company Address:
	
	Reference Company Address:
	

	Bidder Telephone Number:
	
	Reference Telephone Number:
	

	Bidder E-mail Address:
	
	Reference E-mail Address:
	



	TABLE 2 – The Bidder completes Columns 1 and 2 and provides the Form to each Reference.
Each Reference then completes Columns 3 and 4.

	To be completed by the Bidder
	To be completed by the Reference

	COLUMN 1
	COLUMN 2
	COLUMN 3
	COLUMN 4

	Project Name and Description
	Can you validate that the firm listed above performed the services described in Column 1 and Column 2?
	During this Specific Project, my work relation to the firm was as the functional manager of the Project.

	
	|_| Yes     |_| No*
(Add explanation here if needed)
	|_| Yes     |_| No*
(Add explanation here if needed)
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	Bidder Name:
	

	Proposed Individual’s Name:
	



	TABLE 3 – The Reference shall rate the Bidder’s performance and abilities below by entering a rating value in Column 2 for each Performance and Ability Statement listed in Column 1

	COLUMN 1
	COLUMN 2

	Performance and Ability Statements
	Rating Value:
3 points = Excellent
2 points = Good
1 point = Poor
0 points = No Value

	Rate the quality and timeliness of the work products this individual was responsible for.
	

	Rate the individual’s ability to perform contractually required work in a timely and professional manner.
	

	Rate the individual’s interpersonal, oral, and written communication skills.
	

	Rate the individual’s ability to manage to a workplan/schedule and budget.
	

	Rate the individual’s knowledge in the required areas of expertise for this engagement. 
	

	TOTAL POINTS FOR ALL STATEMENTS
	



	TABLE 4 – Descriptions of Rating Values

	Rating Value:
	Description

	3 points = Excellent
	The individual’s performance and abilities were above average during this engagement.

	2 points = Good
	The individual’s performance and abilities were average during this engagement.

	1 point = Poor
	The individual’s performance and abilities were below average during this engagement.

	0 points = No Value
	The individual’s performance and abilities were unsatisfactory during this engagement.


By signing this Form, the Reference is certifying that all information provided on this Form is correct.
	
	

	Name of Reference Contact (print)
	Name of Reference Company (print)

	
	

	Signature of Reference Contact
	Date




[bookmark: _GoBack]Attachment 16, Lead Business Analyst Staff Reference Form
	Bidder Name:
	

	Proposed Individual’s Name:
	


Instructions to Reference:
The Bidder above has listed you as a reference and is requesting for you to complete this Bidder Reference Form.
Step 1:	Complete Columns 3 and 4 of Table 2.
Step 2:	Complete Column 2 of Table 3.
Step 3:	Sign and Date the Form.
Step 4:	Return the completed Bidder Reference Form to the Bidder.
	
TABLE 1 – To be completed by the Bidder

	Bidder Contact Name:
	
	Reference Contact Name:
	

	Bidder Company Name:
	
	Reference Company Name:
	

	Bidder Company Address:
	
	Reference Company Address:
	

	Bidder Telephone Number:
	
	Reference Telephone Number:
	

	Bidder E-mail Address:
	
	Reference E-mail Address:
	



	TABLE 2 – The Bidder completes Columns 1 and 2 and provides the Form to each Reference.
Each Reference then completes Columns 3 and 4.

	To be completed by the Bidder
	To be completed by the Reference

	COLUMN 1
	COLUMN 2
	COLUMN 3
	COLUMN 4

	Project Name and Description
	Can you validate that the firm listed above performed the services described in Column 1 and Column 2?
	During this Specific Project, my work relation to the firm was as the functional manager of the Project.

	
	|_| Yes     |_| No*
(Add explanation here if needed)
	|_| Yes     |_| No*
(Add explanation here if needed)
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	Bidder Name:
	

	Proposed Individual’s Name:
	



	TABLE 3 – The Reference shall rate the Bidder’s performance and abilities below by entering a rating value in Column 2 for each Performance and Ability Statement listed in Column 1

	COLUMN 1
	COLUMN 2

	Performance and Ability Statements
	Rating Value:
3 points = Excellent
2 points = Good
1 point = Poor
0 points = No Value

	Rate the quality and timeliness of the work products this individual was responsible for.
	

	Rate the individual’s ability to perform contractually required work in a timely and professional manner.
	

	Rate the individual’s interpersonal, oral, and written communication skills.
	

	Rate the individual’s ability to manage to a workplan/schedule and budget.
	

	Rate the individual’s knowledge in the required areas of expertise for this engagement. 
	

	TOTAL POINTS FOR ALL STATEMENTS
	



	TABLE 4 – Descriptions of Rating Values

	Rating Value:
	Description

	3 points = Excellent
	The individual’s performance and abilities were above average during this engagement.

	2 points = Good
	The individual’s performance and abilities were average during this engagement.

	1 point = Poor
	The individual’s performance and abilities were below average during this engagement.

	0 points = No Value
	The individual’s performance and abilities were unsatisfactory during this engagement.


By signing this Form, the Reference is certifying that all information provided on this Form is correct.
	
	

	Name of Reference Contact (print)
	Name of Reference Company (print)

	
	

	Signature of Reference Contact
	Date



Staff Reference Form Instructions
A Staff Reference Form is required for each project listed on the Staff Qualifications Form.
	Bidder Name:
	Enter the Bidder’s name.

	Proposed Individual’s Name:
	Enter the individual’s name.


Instructions to Reference:
The Bidder above has listed you as a reference and is requesting for you to complete this Bidder Reference Form.
Step 1:	Complete Columns 3 and 4 of Table 2.
Step 2:	Complete Column 2 of Table 3.
Step 3:	Sign and Date the Form.
Step 4:	Return the completed Bidder Reference Form to the Bidder.
	
TABLE 1 – To be completed by the Bidder

	Bidder Contact Name:
	Complete field
	Reference Contact Name:
	Complete field

	Bidder Company Name:
	Complete field
	Reference Company Name:
	Complete field

	Bidder Company Address:
	Complete field
	Reference Company Address:
	Complete field

	Bidder Telephone Number:
	Complete field
	Reference Telephone Number:
	Complete field

	Bidder E-mail Address:
	Complete field
	Reference E-mail Address:
	Complete field



	TABLE 2 – The Bidder completes Columns 1 and 2 and provides the Form to each Reference.
Each Reference then completes Columns 3 and 4.

	To be completed by the Bidder
	To be completed by the Reference

	COLUMN 1
	COLUMN 2
	COLUMN 3
	COLUMN 4

	Project Name and Description
	Can you validate that the firm listed above performed the services described in Column 1 and Column 2?
	During this Specific Project, my work relation to the firm was as the functional manager of the Project.

	The text here shall be a match from the “Project Name and Description columns on the Bidder Qualifications Form.
	|_| Yes     |_| No*
(Add explanation here if needed)
Do not complete. This is to be completed by the reference.
	|_| Yes     |_| No*
(Add explanation here if needed)
Do not complete. This is to be completed by the reference.
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	Bidder Name:
	Enter the Bidder’s name.

	Proposed Individual’s Name:
	Enter the individual’s name.



	TABLE 3 – The Reference shall rate the Bidder’s performance and abilities below by entering a rating value in Column 2 for each Performance and Ability Statement listed in Column 1

	COLUMN 1
	COLUMN 2

	Performance and Ability Statements
	Rating Value:
3 points = Excellent
2 points = Good
1 point = Poor
0 points = No Value

	Rate the quality and timeliness of the work products this individual was responsible for.
	Do not complete.
Reference will provide values for each item.

	Rate the individual’s ability to perform contractually required work in a timely and professional manner.
	

	Rate the individual’s interpersonal, oral, and written communication skills.
	

	Rate the individual’s ability to manage to a workplan or schedule.
	

	Rate the individual’s knowledge in the required areas of expertise for this engagement. 
	

	TOTAL POINTS FOR ALL STATEMENTS
	Reference will total.



	TABLE 4 – Descriptions of Rating Values

	Rating Value:
	Description

	3 points = Excellent
	The individual’s performance and abilities were above average during this engagement.

	2 points = Good
	The individual’s performance and abilities were average during this engagement.

	1 point = Poor
	The individual’s performance and abilities were below average during this engagement.

	0 points = No Value
	The individual’s performance and abilities were unsatisfactory during this engagement.


By signing this Form, the Reference is certifying that all information provided on this Form is correct.
	Bidder may complete this field for reference.
	Bidder may complete this field for reference.

	Name of Reference Contact (print)
	Name of Reference Company (print)

	Do not complete. Only reference may sign.
	Do not complete. Only reference may sign.

	Signature of Reference Contact
	Date



