ABC, INC.

Request for Proposal (RFP) Cover Sheet
Employee Benefits Brokerage Service 
Invitation to RFP
ABC, Inc. is accepting proposals for Employee Benefits Brokerage and consultation services. 

Submit RFP to: 
ABC, Inc.          Submit Bid by:    March 1, 2010 

                      

Attn.:  


            
3:30PM

P.O. Drawer 111 (By Mail)              Copies:    Two copies 




1000 Hwy 111 South (By Hand)                




Columbia, SC  29201

RFP must be submitted in a sealed package marked “EB Broker Services” (solicitation title).

Questions regarding solicitation:  


Jane Doe

803-285-1111

Jane@abc.com
RFP Opening:  March 1, 2010 at 4:00PM

Award will be announced by March 15, 2010.  Award will be posted at the street address above and vendors will be notified in writing of final decision.

Submit an original signed copy of this form with your RFP.  

By submitting a RFP, you agree to be bound to the terms of the solicitation and agree to hold your offer open for a minimum of 60 days after opening date.

Full legal name of business:  
Address:  

Phone:  
   FAX:  

Email:  

Authorized Signature:  ___________________________________________

(Person signing must be authorized to submit binding offer to enter contract on behalf of bidder named above)

Title:  

Printed Name:  

Date:   

  Taxpayer ID:  

EMPLOYEE INSURANCE BROKERAGE SERVICES RFP
ABC, Inc.
ABC, Inc, a mid-sized Architectural firm (approximately 170 of 280 employees who qualify for benefits), is requesting proposals for a company who will:

· Advocate on behalf of ABC, Inc. in the identification of insurance carriers and plan-types for a variety of employee insurance products

· Conduct analysis of claims

· Assist with plan administration of billing and claims issues

· Analyze carrier contracts

· Prepare audit of summary plan description/Form 5500

· Perform COBRA Administration

· Assist with Section 125 Administration

· Assist with the enrollment process

· Provide enrollment guides/benefit booklets

· Offer payroll stuffers/newsletters

· Conduct health risk appraisals/disease management

· Offer Human Resource tools related to employee-health benefits/regulations (ERISA, COBRA, FMLA, HIPAA, etc.) 

· Other services as available

Proposals from competing vendors will be evaluated as a part of the selection process. ABC, Inc. will be the sole judge of proposals and reserves the right to evaluate all proposals without divulging detailed results of the evaluation.

To be considered during the evaluation of proposals, vendors are required to submit all requested information, including pricing detail where necessary, for available services.  Any vendor who chooses to submit a proposal by combining various services from different vendors must submit a single proposal detailing the responsible vendor for each service. Every topic and question listed in this request for proposal should be addressed to ensure comparable analysis of proposals.

Total service cost is a major factor in the decision process but not the only consideration. Other decision factors are: working relationships with similar agencies/companies; provision of services to other agencies with 100 to 200 employees; working relationships with a variety of carriers; experience with a variety of types of insurance options; and vendor identification and understanding of ABC, Inc. insurance benefits needs.  
PROPOSAL DEADLINE 
Proposals must be received no later than March 1, 2010 at 3:30pm.  Any proposal received after the deadline will not be considered.  Proposals judged to be incomplete will not be considered. 

PROPOSAL INSTRUCTIONS 
Please address each topic outlined in the RFP. These are minimum requirements. Additional clarifying information is requested so long as the proposal follows the format shown and each response is listed and numbered in the sequence shown. A vendor may also include pre-printed product and service literature. 

Should you have additional questions regarding these requirements or need further clarification or additional information, please contact Jane Doe at 803-285-1111.
Submit 2 copies of your proposals to the address noted on the cover sheet along with the original signed cover sheet.  The specific and detailed information provided in each proposal will not be shared with other vendors.  The information will be used solely by the decision makers of ABC, Inc.    

CERTIFICATION REGARDING DEBARMENT AND OTHER RESPONSIBILITY MATTERS: 

(a)(1) By submitting an offer, vendor certifies, to the best of its knowledge and belief, that -  

(i) Vendor and/or any of its Principals - 

(A) Are not presently debarred, suspended, proposed for debarment, or declared ineligible for the award of contracts by any state or federal agency; 

(B) Have not, within a three-year period preceding this offer, been convicted of or had a civil judgment rendered against them for: commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a public (Federal, state, or local) contract or subcontract; violation of Federal or state antitrust statutes relating to the submission of offers; or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, tax evasion, or receiving stolen property; and 

(C) Are not presently indicted for, or otherwise criminally or civilly charged by a governmental entity with, commission of any of the offenses enumerated in paragraph (a)(1)(i)(B) of this provision. 

(ii) Vendor has not, within a three-year period preceding this offer, had one or more contracts terminated for default by any public (Federal, state, or local) entity. 

(2) "Principals," for the purposes of this certification, means officers; directors; owners; partners; and, persons having primary management or supervisory responsibilities within a business entity (e.g., general manager; plant manager; head of a subsidiary, division, or business segment, and similar positions). 

(b) Vendor shall provide immediate written notice to the Executive Director if, at any time prior to contract award, Vendor learns that its certification was erroneous when submitted or has become erroneous by reason of changed circumstances. 

(c) If Vendor is unable to certify the representations stated in paragraphs (a)(1), Offer must submit a written explanation regarding its inability to make the certification. The certification will be considered in connection with a review of the Vendor's responsibility. Failure of the Vendor to furnish additional information as requested by the Executive Director may render the Vendor non-responsible. 

(d) Nothing contained in the foregoing shall be construed to require establishment of a system of records in order to render, in good faith, the certification required by paragraph (a) of this provision. The knowledge and information of a Vendor is not required to exceed that which is normally possessed by a prudent person in the ordinary course of business dealings. 

(e) The certification in paragraph (a) of this provision is a material representation of fact upon which reliance was placed when making award. If it is later determined that the Vendor knowingly or in bad faith rendered an erroneous certification, in addition to other remedies available to ABC, the Executive Director may terminate the contract resulting from this solicitation for default. 

DISCLAIMER
It is the sole discretion of ABC, Inc. to make applicable changes to this request for proposal at anytime during the proposal period that is in the best interest of ABC, Inc., and being solely defined and enforced by ABC, Inc. These changes may include the following but are not limited to this list:  


Extension of the proposal period


Changes to any item or proposal requirements, specifications or information as requested


Disallowing of procurement award or proposal submittal to or by any vendor

VENDOR REMOVAL
It is the sole discretion of ABC, Inc. and its best interests, as defined by ABC, Inc., as to the removal of any vendor from this proposal or contract, including but not limited to the following criteria:


Excessive sub-standard work performed, as defined and judged by ABC, Inc.


Failure to meet any requirements of this proposal; presently or in the future


Failure to maintain standards of professionalism as determined by ABC, Inc.


Failure to make promised, timely deliveries of services or items  

DUTY TO INQUIRE: Vendor, by submitting an Offer, represents that it has read and understands the Solicitation and that its Offer is made in compliance with the Solicitation. Vendors are expected to examine the Solicitation thoroughly and should request an explanation of any ambiguities, discrepancies, errors, omissions, or conflicting statements in the Solicitation. Failure to do so will be at the Vendor’s risk. Vendor assumes responsibility for any patent ambiguity in the Solicitation that Vendor does not bring to ABC’ attention. 
OVERVIEW OF ABC, INC.
· ABC, Inc. is an Architectural firm since 1980

· Employees hired to work 36 or more hours per week (FT) qualify for insurance benefits

· Approximately 170 employees meet the FT classification and qualify for insurance benefits

· Approximately 70 employees are PT

· 10 locations in SC
· Approximately 8% of employees are males

· Approximately 90% are high school graduates
· Insurance benefit period is calendar year

· Insurance plan year is July 1 – June 30

Insurance plans currently available: 
(Items with * allows employee purchase of spouse, children and family coverage)
*Blue Cross – Medical – a basic coverage plan that is currently paid 100% by the employer

*Blue Cross – Medical – a plus plan (enhanced benefits) that eligible employees can purchase

*Guardian – Dental – Employer pays 100% 

 Guardian – Basic Term Life – $15,000 policy paid by employer

 Guardian – AD&D - $15,000 policy paid by employer

Supplemental products:

*Companion – Long Term Disability
 Companion – Short Term Disability

*Companion – Term Life

*EyeMed – Vision

Number in plans as of 01-09:




	Plans
	EE only
	EE/Child
	EE/Spouse
	EE/Family
	COBRA

	Blue Cross Basic
	124
	6
	
	
	1 EE

	Blue Cross Plus
	33
	2
	4
	
	1 EE

	Guardian Dental
	121
	19
	14
	4
	3 EE

	Companion LTD
	86
	
	
	
	

	Trustmark Cancer 
	9
	
	
	
	

	Companion Short Term Disability
	119
	
	
	1
	

	Companion Term Life
	98
	
	
	
	

	EyeMed Vision
	80
	15
	7
	3
	1EE


INFORMATION TO BE PROVIDED IN THE RESPONSE TO RFP
A. Company Information

1. Length of time you have been in business

2. Length of time you have provided employee benefits consulting services

3. Length of time you have provided employee benefits brokerage services

4. Biographies of the team that would manage our account

5. Total number of clients within a particular employee size range

6. Insurance carriers and Third Party Administrators you currently work with

7. Types of insurance accounts you broker
8. Number of South Carolina based clients that you are servicing

9. Other information you deem as appropriate

B. Administrative Services

1. Percentage of your firm’s business that is derived from employee benefits consulting services

2. Percentage of your firm’s business that is derived from employee benefits brokerage services

3. Are you a licensed Third Party Administrator? If yes, how many years have you provided TPA services.
4. Do you provide COBRA administration services?  If yes, is it provided internally or by a third party vendor.
5. Do you provide HIPAA administration services?  If yes, is it provided internally or by a third party vendor.

6. Do you provide Flexible Spending Account (FSA) administration services?  If yes, is it provided internally or by a third party vendor.

7. Do you provide Health Reimbursement Arrangements (HRA) services?  If yes, is it provided internally or by a third party vendor.

8. Do you provide Health Savings Accounts (HSA) services?  If yes, is it provided internally or by a third party vendor.

9. Do you provide Section 125 administrative services?  If yes, is it provided internally or by a third party vendor.

10. Do you provide the Form 5500 filings for all benefit plans?  If yes, is it provided internally or by a third party vendor.
11. Other information as you deem appropriate.
C.  Enrollment Services 

1. Do you conduct employee benefits meetings in employer’s work locations?

2. Do you provide benefits enrollment services?  

3. Do you provide automated enrollment services?
4. Other information as you deem appropriate.

D. Customer Services

1. Do you provide Agency-specific benefit information packets for each employee?

2. Do you provide website access specific to employee benefits for employees?  If so, list services available.

3. Do you provide website access specific to the employer?  If so, list services available.

4. Do you provide the employer and employee direct access to a customer service center?  If yes, is it staffed with licensed benefit specialists?  If yes, what is the availability of the center – days and hours of the week.
5. Other information as you deem appropriate.

E. Pricing and Cost Structure

1. Please give an overview of all pricing and cost options you currently provide?

2. For broker cost that is incorporated in the benefit plans, list average/range of percentage for each type of insurance policy.
3. For any broker cost that can be based on a per-employee cost, please specify the per-employee cost for each type of insurance policy.

4. Although you will not be able to quote an insurance carrier cost for each type of benefit, based on experiences with current clients of similar size (150-175 employees), what is the average increase your clients have incurred each year, over the past 3 years, for medical and dental plans?
5. Other information as you deem appropriate 

F. References 

Provide company name, contact person, telephone number and length of time you have been providing services, if applicable, for below:


1. Minimum of 3 clients of similar size and have multiple locations to whom you are currently providing brokerage services.

TIMELINE

Once award is announced (estimated to be no later than March 15), vendor must be prepared to actively receive and pursue additional information from Agency to acquire quotes from various carriers and develop enrollment packets to ensure coverage is in place by July 1, 2010.  
