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A. The consultant selection interview is very important to success —

· It is the very heart of the QBS selection process. 

B. Some basic rules for conducting interviews —

1. Your goal is always to conduct quality interviews.
2. The interview procedures you use will influence the outcome:
• They must be fair;
• They must be carried out firmly, objectively, and uniformly;
• Complete all interviews the same day (which works out best);
• Audio-visual arrangements must be non-intrusive. 

C. To improve interview quality and objectivity —

1.  Don’t make interview too long or too short:

• Tailor the time to the nature of the work at hand;
• Between 30 and 60 minutes suffices for most interviews;
• Allow more than 60 minutes for very complex projects or studies. 

2. Don't bog down with side issues or matters not directly related to qualifications:
• Keep compensation discussions, if any, to generalities only (specifics are mean​ingless without a fully negotiated, agreed-upon scope of work);
• Can discuss alternate ways to base fees (flat fee, cost-plus, percentage, etc.).

3.  Keep discussions fair and pertinent:
• Don't introduce additional client needs or make requests beyond the written infor​mation provided to all candidates;
• Don't discuss or draw comparisons with other candidate firms during interviews. 

D. Forming the Interview Team —

•Between 3 and 7 people is usually sufficient (again, tailor the number to the na​ture of the work at hand);

•Include “stake holders” (client departments, participating agencies, involved citizens, even elected officials in some cases);

• Non-technical people are often valuable members of the team.
2. ALL members must be full participants in the interviews and decision(s).
3. The Chair is the key member — he or she is responsible for controlling the interviews (keeping on time, ensuring that all team member questions get asked, ruling out wasteful discussion).

E. Setting up the interviews —
• The date, place, and interview schedule:
• Interview procedural details, especially the time allowances;
• Where to report and whether a preparation room will be available;
• Audio-visual equipment already set up in the interview room;
• Instructions regarding A-V equipment brought by candidate firms;

• Key documents including the adopted agency selection policy (if any), agency standard form of contract (if any) and copies of the rating form(s).
F. Advance preparations related to the candidate firms (treat all equally) —
1. Notify them in writing of materials they may — or must — furnish for panel use.
2. Highlight, in writing, any important questions to be answered by all candidates,
3. Reference pre-checking is entirely permissible.

4. Advance identification of interview panel members is optional:

• Beware of “lobbying” of individual team members prior to interview and decision.
5. A pre-interview orientation meeting with all firms is sometimes appropriate. 

G. Advance preparations related to the interview panel —

1. Each member should receive candidate firm submittals for advance review.

2. Before the first interview, go over and agree on goals and procedures.

3. Orient the team regarding:

• Important questions to be answered and if necessary who will ask them;
•The forms for notes and scoring;
H. Arrange an interview environment which supports smooth sessions —

1. Room sized to comfortably accommodate all anticipated participants.

2. Brief the receptionist - provide a convenient preparation room Lf available.
3. Allow sufficient time between interviews for comfort stops and candidate set-ups.
4. Audio-visual arrangements can make or break an interview (for either party):
• Candidate firms must state their A-V needs and/or intentions in advance;

• Best if room is already equipped with screen, overhead projector, and flip charts:
• Videos tend to be artificial and time-consuming – best to discourage them;
• Allow candidate firms to bring carousel or LCD projectors, but permit set-ups only between interview – don’t take time away from the interview nor extend the interview period for handling or fine-tuning such equipment.

5. Best if refreshments are not present or consumed during the actual interviews.

I. The interview sequence (Adjust parts 3 & 4 time to fit announced schedule) -
1. Panel introductions by the Chair:
• 2 minutes generally sufficient.
2. Consultant team introductions by the presentation leader:
• 3 minutes generally sufficient.
3. Consultant direct presentation (includes overhead, video, slide. LCD use):
• 15 to 30 minutes except in special cases.
4. Panel's questions and consultant responses (A-V use only if requested by panel):
• Not less than 15 minutes, but ensure all important questions are covered.
5. Consultant summary (no A-V use):
• 5 minutes is usually appropriate;
• Don't permit A-V use;
J. The consultant presentations —
1. Each candidate firm determines how it will make its presentation, but insist that their set-ups are not intrusive and don't waste the panel's time.
• Best if he or she leads the presentation;
• Better if he or she presents a large part of the material, but either way:
• You should insist on substantial project manager participation.
3. Important elements of the consultant team should be present and participate:
• Key sub-consultants and/or joint venture firms.
4. Best if not more than two or three people make the direct presentation;
5. Essential " and desirable " elements of the presentation:
• Consultant team professional qualifications (firms, selected individuals); "   

• Consultant team relevant past experience;
• Consultant team organization and who will perform each work element;
• Where the work will be accomplished (local vs. out of town);

• Demonstrated understanding of the client’s needs and objectives:
•
  How the work will be approached (techniques, processes);
•  Overall firm size(s), staffing, on-going work loads for other clients;
•
 Tentative time frame projections for major elements and overall work;
** Specific familiarity with the community and/or subject facilities;  

** Special ideas and/or capabilities believed beneficial to the client; 

** Other relevant information believed helpful tn evaluation of this consultant. 

K. Some consultant evaluation "do's" and "don'ts" -
1. Do
• Strive for a "level playing field" in all evaluations;
• Evaluate each firm per their presentation and response to questions — don't speculate nor try to read between the lines:

• Emphasize evaluation of qualifications throughout;
• Involve all panel members in the discussions and consider all viewpoints;
• Build a consensus - this may take lime but is well worth it.
2. Don't
• Allow technical members to dominate the discussions – all members are on the panel because of their valid interest in the selection and the work at hand and experience shows that technical and non-technical panelists infrequently reach significantly different conclusions when interviews are conducted well;
• Consider irrelevant factors or information – it detracts attention from qualifications and other essential factors;

• Use price assumptions as a, or the, prevailing factor in evaluation — you're apt to be wrong, absent a full scope of work, and there are no "free lunches" here;
• If there is an adopted agency consultant selection policy, don't ignore its provi​sions — else, final approval of the selected consultant may prove unattainable. 

L. Ranking the candidate firms —

• Lay panelists find such scoring assists their work;
• Numerical scoring facilitates comparisons of candidate firms and the viewpoints of individual panelists,
• Numerical scoring helps highlight particular panelist factor judgments. 2. Numerical scoring requires use of a form;
• Make provision to score each important aspect;
• The form should provide space for panelist comments 

M. Some additional decision factors -
1. Decisions cannot always be made soon after the interviews:
• More information may be needed, such as past clients and experiences;
• Regulatory authorities may have to be consulted;
• Associated subconsultants may have to be checked out.

2. “Ties” can occur even with a quality interview and evaluation process:
• Two or more candidate firms are judged equally qualified;
• The agency selection policy may provide some "tie breakers", of the "all other things being equal” variety;
3. A truly stalemated panel should at least make recommendations, such as:
• Refer the names of the equally qualified firms to the higher authority for decision;

• Terminate the current process and starting over, with suggested changes to make the next round more productive.

N. Interviewing for multiple projects or studies.
1. A group of smaller, similar projects can be the subject of a single set of interviews:
• This can save significant agency and consultant community time.
2. The process is modified as follows:
• The projects are identified in advance;
• Candidates are permitted to be selective in their competition;

• Following the interviews, projects are matched with best-qualified firms;

• Contracts are separately negotiated.
3. If this method has not been used previously, best to discuss with the consultant community first.
O. You want to see the consultants again; handle them with care! —
1. Remember that participation and competition isn't cheap for the firms.
2. Treat their competitive ideas and suggestions sensitively:
• This is usually private competitive information;
• It should not be revealed to competing firms during the selection process;
• However, once a firm has been selected and is under contract the agency may utilize the information if desired.

3. Advise all candidate firms regarding the selection results.
4. Solicit their comments regarding the process which was utilized.
5. And thank them for participating.

P. Following up on the decision —

1.
Commence negotiations with the selected firm.
2.
Submit the agreed-upon contract to the appropriate authorities for approval.
3.
Issue a notice to proceed.
4.
Review how the process worked and could be improved.
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