REQUEST FOR PROPOSAL NO.  JSD0124     
CITY OF AUSTIN PURCHASING OFFICE

BENEFIT PLANS ADMINISTRATION
Section 0600 Proposal Preparation Instructions and Evaluation Factors

1.
Proposal Format and General Information
Submit one original, seven paper copies and one electronic version of the Proposal.  The original Proposal must contain original signatures.  Proposals must be typed on standard paper and have consecutively numbered pages.  Proposal must be organized in the following format and information sequence.  Use tabs to divide each part of the Proposal and provide a Table of Contents.  Proposers should provide all details in the Proposal as required in Section 0500 Scope of Work and any additional information deemed necessary to evaluate the Proposal.

Tab 1 – Executive Summary

Provide an Executive Summary of three pages or less, which gives in brief concise terms, a summation of the Proposal.  The Executive Summary should provide:

1.
Organization chart of the team servicing this contract, including contact information.
2.
Summary of your company’s history, experience, years in business.
3.
Your organization’s ability to exceed the performance of other vendors in relation to:

· Cost

· Claims administration

· Customer service

4.
The Executive Summary should also address your organization’s commitment to serving the City’s needs relative to the needs of your other clients.
5.
Provide the name, mailing address, email address, and telephone number of the officer or other representative in your organization authorized to negotiate and execute binding contract terms.  The City prefers this representative to be the CEO, COO, Executive Officer, Underwriter or Legal Counsel.
Tab 2 – City of Austin Purchasing Documents

Complete and submit the following documents and place in Tab 2 of your proposal response.  
· Offer and Award Sheet
· Section 0630
Commercial and Legal Contract Terms.  For any exceptions, please state alternative language along with the business need for the alternative language.

· Section 0640
HIPAA Business Associate Agreement.

· Section 0700
References.  Provide a list of at least five references (with at least two from the public sector) for each administration service you are proposing.  Include a contact name, address, email, and telephone number for each.  Provide references for both current and former accounts. 
· Section 0800
Equal Employment/Fair Housing Office Non-Discrimination Certification 
· Section 0805
Non-Suspension or Debarment Certification

· Section 0810
Non-Collusion, Non-Conflict of Interest, and Anti-Lobbying Affidavit
· Section 0815
Living Wages Contractor Certification

· Section 0820
Living Wages Employee Certification

· Section 0900
MBE/WBE Procurement Program Package or No Goals Utilization Plan

Tab 3 – General Requirements for All Requested Services

Place the following in Tab 3 of your proposal response.

Part A:
Complete and submit Attachment 1 Cost Sheet.  

Part B:
Restate and confirm acceptance of each requirement in Paragraphs 3.1 through 3.11 of Section 0500.

Part C:
Include copies of your audited financial statements and annual reports for the last two years.
Tab 4 – Eligibility Administration
Place the following in Tab 4 of your proposal response.  If not proposing on these services, state “Not Proposing”.

Part A:
Restate the requirements in Paragraph 4.0 of Section 0500 and confirm acceptance of each requirement. 
Part B:
Complete and submit the following attachments:
· Attachment 2 Business Organization Questionnaire

· Attachment 3 Customer Service Questionnaire 
· Attachment 4 Account Team Information 

· Attachment 5 System Capabilities Questionnaire

· Attachment 8 Performance Measures – Eligibility Administration
Tab 5 – COBRA, Continuation of Coverage for Domestic Partners, and Self-Pay Administration

Place the following in Tab 5 of your proposal response.  If not proposing on these services, state “Not Proposing”.

Part A:
Restate the requirements in Paragraph 5.0 of Section 0500 and confirm acceptance of each requirement.  
Part B:
Complete and submit the following attachments:
· Attachment 2 Business Organization Questionnaire

· Attachment 3 Customer Service Questionnaire

· Attachment 4 Account Team Information

· Attachment 5 System Capabilities Questionnaire

· Attachment 9 Performance Measures – COBRA, Continuation of Coverage for Domestic Partners, and Self-Pay Administration
Tab 6 – Self-Funded Dental Plan Claims Administration
Place the following in Tab 6 of your proposal response.  If not proposing on these services, state “Not Proposing”.

Part A:
Restate the requirements in Paragraph 6.0 of Section 0500 and confirm acceptance of each requirement.  
Part B:
Complete and submit the following attachments:
· Attachment 2 Business Organization Questionnaire

· Attachment 3 Customer Service Questionnaire

· Attachment 4 Account Team Information

· Attachment 5 System Capabilities Questionnaire

· Attachment 6 Dental Claims Administration Questionnaire

· Attachment 10 Performance Measures – Self-Funded Dental Plan Claims Administration

Part C:
Provide sample management reports.

Part D:
Provide a copy of your most recent SSAE-16 report.

Tab 7 – Flexible Benefits Claims Administration
Place the following in Tab 7 of your proposal response. If not proposing on these services, state “Not Proposing”.

Part A:
Restate the requirements in Paragraph 7.0 of Section 0500 and confirm acceptance of each requirement.  
Part B:
Complete and submit the following attachments:
· Attachment 2 Business Organization Questionnaire

· Attachment 3 Customer Service Questionnaire

· Attachment 4 Account Team Information

· Attachment 5 System Capabilities Questionnaire

· Attachment 7 Flexible Benefits Claims Administration Questionnaire

· Attachment 11 Performance Measures – Flexible Benefits Claims Administration
Tab 8 – Exceptions to the Proposal
For any exceptions taken, complete and submit Attachment 12 Exceptions to Proposal and place in Tab 8 of your proposal response.  The Proposer must clearly indicate each exception taken and indicate the alternative language along with the business need for the alternative language.  The failure to identify exceptions or proposed changes with a full explanation will constitute acceptance by the Proposer of the Solicitation as proposed by the City.  
2.
Proposal Acceptance Period  
All Proposals are valid for a period of one hundred and eighty (180) calendar days subsequent to the RFP closing date unless a longer acceptance period is offered in the Proposal.
3.
Proprietary Information
All material submitted to the City becomes public property and is subject to the Texas Open Records Act upon receipt.  If a Proposer does not desire proprietary information in the Proposal to be disclosed, each page must be identified and marked proprietary at time of submittal.  The City will, to the extent allowed by law, endeavor to protect such information from disclosure.  The final decision as to what information must be disclosed, however, lies with the Texas Attorney General.  Failure to identify proprietary information will result in all unmarked sections being deemed non-proprietary and available upon public request.

4.
Proposal Preparation Cost:  
All costs directly or indirectly related to preparation of a response to the RFP or any oral presentation required to supplement and/or clarify a Proposal which may be required by the City shall be the sole responsibility of the Proposer.

5.
Evaluation Factors and Award:
A.
Competitive Selection:  
This procurement will comply with applicable City of Austin Policy.  The City, on a rational basis, will select the successful Proposer.  Evaluation factors outlined in Paragraph (B) below shall be applied to all eligible, responsive Proposers in comparing Proposals and selecting the successful Proposer.  Award of a contract may be made without discussion with Proposers after Proposals are received.  Proposals should, therefore, be submitted on the most favorable terms.
The City will identify and will apply criteria within this Request for Proposal and the proposals for final selection and aware of contract.  The evaluation process will allow for an exclusive award to one responsive, qualifying Proposer. 

B.
Evaluation Factors:   
All proposals will be evaluated based on the following criteria and rankings.  Maximum 100 points. 
1. Business Organization:  Includes company experience, personnel qualifications and prior experience. (20 points) 
2. Scope of Work:  Includes responsiveness to RFP requirements and all contract terms and provisions including the Section 0630 Commercial and Legal Contract Terms, and willingness to adhere to proposal format required in the RFP. (50 points)  
3.   Cost/Rates Proposed:  Proposer with the lowest cost/rates proposed to the City is given the maximum points; percentage ratio formula is applied to remaining Proposers. Costs proposed for the Health Reimbursement Account/Health Savings Account Administration will not be included in the evaluation of the overall Costs/Rates proposed.  (30 points) 
Interviews, Optional.  Interviews may be conducted at the discretion of the City.  Maximum 25 additional points. 
6.
Non-Collusion, Non-Conflict of Interest, and Anti-Lobbying
The term “Offeror”, as used herein, includes the individual or business entity submitting the Offer and for the purpose of this Affidavit includes the directors, officers, partners, managers, members, principals, owners, agents, representatives, employees, other parties in interest of the Offeror, and anyone or any entity acting for or on behalf of the Offeror, including a subcontractor in connection with this Offer.

1.
Anti-Collusion Statement.  The Offereor has not in any way directly or indirectly:

a.  colluded, conspired, or agreed with any other person, firm, corporation, Offeror or potential Offeror to the amount of this Offer or the terms or conditions of this Offer.

b.  paid or agreed to pay any other person, firm, corporation Offeror or potential Offeror any money or anything of value in return for assistance in procuring or attempting to procure a contract or in return for establishing the prices in the attached Offer or the Offer of any other Offeror.

2.
Preparation of Solicitation and Contract Documents.  The Offeror has not received any compensation or promise of compensation for participating in the preparation or development of the underlying Solicitation or Contract documents.  In addition, the Offeror has not otherwise participated in the preparation or development of the underlying Solicitation or Contract documents, except to the extent of any comments or questions and responses in the solicitation process, which are available to all Offerors, so as to have an unfair advantage over other Offerors, provided that the Offeror may have provided relevant product or process information to a consultant in the normal course of its business. 

3.
Participation in Decision Making Process.  The Offeror has not participated in the evaluation of Offers or other decision making process for this Solicitation, and, if Offeror is awarded a Contract hereunder, no individual, agent, representative, consultant, subcontractor, or subconsultant associated with Offeror, who may have been involved in the evaluation or other decision making process for this Solicitation, will have any direct or indirect financial interest in the Contract, provided that the Offeror may have provided relevant product or process information to a consultant in the normal course of its business.

4.
Present Knowledge.  Offeror is not presently aware of any potential or actual conflicts of interest regarding this Solicitation, which either enabled Offeror to obtain an advantage over other Offerors or would prevent Offeror from advancing the best interests of the City in the course of the performance of the Contract.
5.
City Code.  As provided in Sections 2-7-61 through 2-7-65 of the City Code, no individual with a substantial interest in Offeror is a City official or employee or is related to any City official or employee within the first or second degree of consanguinity or affinity.

6.
Chapter 176 Conflict of Interest Disclosure.  In accordance with Chapter 176 of the Texas Local Government Code, the Offeror:

a.   does not have an employment or other business relationship with any local government officer of the City or a family member of that officer that results in the officer or family member receiving taxable income;

b.   has not given a local government officer of the City one or more gifts, other than gifts of food, lodging, transportation, or entertainment accepted as a guest, that have an aggregate value of more than $250 in the twelve month period preceding the date the officer becomes aware of the execution of the Contract or that OWNER is considering doing business with the Offeror.

c.   as required by Chapter 176 of the Texas Local Government Code, Offeror must file a Conflict of Interest Questionnaire with the Office of the City Clerk no later than 5:00 P.M. on the seventh (7th) business day after the commencement of contract discussions or negotiations with the City or the submission of an Offer, or other writing related to a potential Contract with the City.  The questionnaire is available on line at the following website for the City Clerk:

http://www.ci.austin.tx.us/cityclerk/coi.htm
There are statutory penalties for failure to comply with Chapter 176.

If the Offeror cannot affirmatively swear and subscribe to the forgoing statements, the Offeror shall provide a detailed written explanation in the space provided below or, as necessary, on separate pages to be annexed hereto.
7.
Anti-Lobbying Ordinance.  As set forth in the Solicitation Instructions, Section 0200, paragraph 7N, between the date that the Solicitation was issued and the date of full execution of the Contract, Offeror has not made and will not make a representation to a member of the City Council, a member of the City Board, or any other official, employee or agent of the City, other than the Authorized Contact Person for the Solicitation, except as permitted by the Ordinance.
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