__________________________________________________1.0 GENERAL INFORMATION

1.1
Introduction and background

The purpose of this Request for Proposals (RFP) is to solicit proposals from qualified parties to administer the Employee Reimbursement Accounts (ERA) program, a flexible spending account (FSA) plan authorized by Internal Revenue Code Section 125, and for administering the Commuter Benefits program, a qualified transportation fringe benefit (QTB) plan authorized by Internal Revenue Code Section 132.   

1.2
Scope of the project

The ERA and Commuter Benefits programs are offered to all State of Wisconsin employees.  The ERA program began in 1990 and has approximately 12,000 participants.  The Commuter Benefits program began in 2002 and has approximately 1,500 participants. See Exhibits A and B for a summary of the current operation and level of service for the programs.  The vendor's proposal must, at a minimum, provide the current level of service. 

Fringe Benefits Management Company is the current third-party administrator.  Administration is jointly shared between the Wisconsin Department of Employee Trust Funds (Department) and the Administrator. 
1.3
Procuring and contracting agency

This RFP is issued by the Department on behalf of the State of Wisconsin Employee Trust Funds Board (Board).  The Department is the sole point of contact for the State of Wisconsin during the selection process.  Your contact person for this proposal is:

Marcia Blumer, Program Manager

Division of Insurance Services

Department of Employee Trust Funds

Mailing Address:
P. O. Box 7931




Madison, WI   53707-7931

Street Address:
801 West Badger Road




Madison, WI   53702-0011

Phone:  (608)266-2640

FAX:  (608)267-0633

E-mail:  marcia.blumer@etf.state.wi.us
1.4
Definitions

The following definitions are used throughout the RFP.

Bidder/Vendor means a firm submitting a proposal in response to this RFP.

Board means the State of Wisconsin Employee Trust Funds Board.
Contractor/Administrator means bidder awarded the contract. 


Commuter Benefits/QTB means the qualified transportation benefit program.


Department means the Wisconsin Department of Employee Trust Funds.


FSA means the flexible spending account plan.

State means State of Wisconsin.

1.5
Clarification and/or revision of the specifications and requirements

Any questions concerning this RFP must be submitted in writing on or before the date identified in Section 1.7, to the RFP contact as identified in Section 1.3.  

Vendors are expected to raise any questions they have concerning the RFP document by the date above.   If a vendor discovers any significant ambiguity, error, conflict, discrepancy, omission, or other deficiency in this RFP, the vendor should immediately notify the above named individual of such error and request modification or clarification of the RFP.

In the event that it becomes necessary to provide additional clarifying data or information, or to revise any part of this RFP, revisions/amendments and/or supplements will be published at http://etfextranet.it.state.wi.us which is part of the Department’s Web site.
1.6
Letter of Intent
A letter of intent that a vendor intends to submit a response to this RFP should be submitted to the Department by the date indicated in Section 1.7.  In the letter, identify the vendor's organization and the name, location, telephone number, fax number and e-mail address of one or more persons authorized to act on the vendor's behalf. 

Vendors may mail the letter of intent via U.S. mail or e-mail to the address in Section 1.3.  The letter of intent does not obligate the vendor to submit a response.
1.7
Calendar of events

Listed below are specific and estimated dates and times of actions related to this Request for Proposal (RFP).  The actions with specific dates must be completed as indicated unless otherwise changed by the Department.  In the event that the Department finds it necessary to change any of the specific dates and times in the calendar of events listed below, it will do so by issuing a supplement to this RFP.
DATE





EVENT
February 1, 2005

Issue RFP

February 21


Letter of intent and any written inquiries due

Week of February 28

Vendor’s Conference (if needed)

March 4 (est)


Responses to vendors’ questions posted on ETF Extranet

March 15


Proposals due from vendors.

June 24


ETF Board Meeting/Selection of Vendor.

June 24 (est)


Notice of award.

July 1 (est)


Contract implementation start date.
1.8
Contract term and funding

The contract term for administrative services will be for a minimum of three (3) years, beginning on January 1, 2006.  The vendor who is awarded the contract will be responsible for Plan Year 2006 ERA Program enrollment activities in the fall of 2005.  The implementation start date will be approximately July 1, 2005.  The Board retains the option by mutual agreement of the Board and the vendor of renewing the contract for two (2) additional one (1)‑year periods.  The Board, at its option, may authorize the negotiation of additional renewal periods without rebidding after the contract term.  Both the successful vendor and the Board will have the contractual right to cancel annually due to just cause.  The contract may be terminated or modified should changes in Federal laws result in the loss of favorable tax status of medical and/or dependent care flexible spending accounts or qualified transportation benefits. 







