2.0 PREPARING AND SUBMITTING A PROPOSAL

1.1 General Submission Information and Requirements and Reasonable Accommodations

Narratives may be in the form and content best suited to your organization. Nonetheless, vendors must index and tab their proposals to the requirements in this RFP to facilitate the proposal evaluation process of the review committee.

The Department will provide reasonable accommodations, including the provision of informational material in an alternative format, for qualified individuals with disabilities upon request.  If you will need accommodations at the proposed vendor conference, please contact the person identified in 1.2.

Whenever and wherever there is a form provided in the specifications you will be required to complete the form in the manner specified and include it in your proposal. The Cost Proposal Form (Attachment 2) must be fully answered and submitted in a separate sealed envelope within your written proposal. Failure to respond to all questions will be sufficient reason to disqualify a proposal. 

Proposals submitted in reply to this RFP shall respond to the specifications stated herein; all specific requirements are mandatory. Failure to respond to all of the specifications will render a proposal unresponsive, and it may be rejected.  When responding to requests for proprietary information, prospective vendors must clearly identify on those pages that the information is proprietary, and it will be treated as such to the extent allowed by law.  The Board reserves the right to reject any and all proposals.

Each company who submits a proposal must be able to provide conversion coverage and must furnish copies of specimen policies together with the schedule of premium rates to be used by the administrator.

The Board also reserves the right to negotiate programmatic design goals and fee schedules with the selected contractor prior to entering into a contract. Justifiable modifications may be made during the contract period only with the prior written approval of the Department.

1.2 Submission of Proposals

Proposals should be submitted to the Departmental contact listed in 1.2. . The vendor may be required to submit portions of the proposal electronically.  If so, they will be notified.

The outside envelope containing group health insurance administration proposals should be clearly identified with the words "Group Health Insurance Proposal Documents" placed directly above the address block and should have, typed in all capitals, in the lower left‑hand corner "Proposal Document."  Fifteen (15) copies of your sealed proposal must be received at the above address as specified in section 2.9. Proposals will be opened at that time. Proposals received after this time will be returned unopened to the sender.

Review of proposals will take, at a minimum, 10 working days. Companies may be contacted during this period to answer questions, so include the name and telephone number of a key contact who can provide authoritative answers on your proposal.  Use the form provided in Attachment 5, Vendor Information.

1.3 Letter of Intent

Vendors intending to respond to this RFP should submit a written notice of intent to propose.  The Department should receive the notice not later than the time specified in 2.9.  Your firm will be included in all subsequent distribution of information relative to this procurement. Submission of the notice of intent to propose does not bind a vendor to actually submit a proposal later. The notice of intent to propose may be e-mailed or faxed to the Departmental contact listed in Section 1.2.

1.4 VendorNet

The state’s purchasing information and vendor notification service is available to all businesses and organizations that want to sell to the state.  Anyone may access VendorNet on the Internet at http://vendornet.state.wi.us to get information on state purchasing practices and policies, goods and services that the state buys, and tips on selling to the state.  Vendors may use the same website address for inclusion on the bidders list for goods and services that the organization wants to sell to the state.  A subscription with notification guarantees the organization will receive an w-mail message each time a state agency, including any campus of the University of Wisconsin system, posts a request for bid or a RFP in their designated commodity/service area(s) with an estimated value over $25,000.  Organizations without Internet access receive paper copies in the mail.  Increasingly, state agencies also are using VendorNet to post simplified bids valued at $25,000 or less.  Vendors also may receive e-mail notices of these simplified bid opportunities.

1.5 Amendments to the RFP

The Board recognizes that, based on the proposed conference and on vendors written inquiries, certain amendments and clarifications to the RFP may be required. The Board reserves the right to amend, modify, or clarify any segment of this RFP at its discretion. In the event that it becomes necessary to provide additional clarifying data or information, or to revise any part of this RFP, supplements or revisions will be published to the Department’s website at  http://etfextranet.it.state.wi.us/.

1.6 Vendors’ Conference

A conference may be held on the date specified in 2.9 for those vendors intending to submit a proposal. 

If the vendor conference is held, each attendee will be required to sign an attendance log recording name, organization, affiliated organization(s) if applicable, position, and title.

Any written questions received by the Department on or before the date specified in 2.9 will be responded to.  This may be via the Department’s extranet web site or the vendor conference.  The source(s) for the questions will not be identified.  Use the address in Section 1.2 for submitting questions.

Prospective vendors will be given an opportunity to ask additional questions, to which unofficial oral responses may be given. Oral questions will be entertained only at the conference, and official responses will be given in written form on the date specified in 2.9 to all vendors who submitted a written notice of intent to propose. Oral responses will not be binding on the State; only written responses will bind the State.  The proceedings of the conference will be tape-recorded.

Any organization that has filed a notice of intent to propose will be notified of any change in the date, time, or place of this conference or in the manner in which it will be conducted.

1.7 Questions and Answers

Prospective vendors may submit written technical and contractual questions, raised by this RFP or by the Vendors' Conference, to the Department at the address given in Section 1.2.  Questions received later than 4:00 PM (CDT) on the date specified in 2.9, will not be answered.  Questions may be consolidated and/or paraphrased for clarity and to remove information that could reveal the originators.  Responses to telephone inquiries are not binding. 
1.8 Board Rights Reserved

Upon determination that its best interest would be served, the Board shall have the right to:

2.8.1  Cancel this procurement or any portion thereof at any time prior to contract award.

2.8.2  Refuse to accept any proposal that does not comply with all proposal submission requirements stated in this RFP,

2.8.3  Request vendors, at their expense, to submit written clarification of proposals or to make oral presentations at a time selected and in a place provided by the State,

2.8.4  Negotiate the final form and content of the contract prior to its execution, or

2.8.5  Modify the health benefit plan.

1.9 Calendar of Events

Listed below are important dates and times by which actions related to this RFP must be completed.  In the event that Department finds it necessary to change any of these dates and times, it will do so by issuing a supplement to this RFP.

DATE

EVENT

12/15/04

Issue RFP

12/23/04

Letter or e-mail of notice of intent to propose due 

1/12/05

Written inquiries for response at bidder’s conference due

1/18/05

Vendor conference, if held,

1/21/05

Final written inquiries due

1/26/05

Distribute written responses to vendors 

2/4/05

Proposals due from vendors or notice of withdrawal

4/20/05 (est.)

Notice of award

10/1/05 (est.)

Contract negotiations complete 

01/01/2006 

Contract start date 

1.10 Reference Checks

Reference checks may be performed.  Misrepresentation of vendor status, experience, or capability in the proposal may result in automatic disqualification of the vendor from the selection process.

1.11 Subcontracting

None of the services to be provided by the contractor shall be subcontracted or delegated to any other organization, subdivision, association, individual, corporation, partnership or group of individuals, or other such entity without the prior written consent of the State. The determination of whether such consent will be provided shall be within the sole discretion of the State. Any such resultant subcontract to which the State has consented shall be attached to the contract and made a part thereof and shall in no way alter the contract's terms and conditions. No subcontract or delegation shall relieve or discharge the contractor from any obligation or liability under the contract. Subcontractors are subject to the same conditions specified in this RFP and subsequent contract as the prime contractor.

1.12 Site Visits

At its discretion, the Board reserves the right to inspect a vendor's data center and associated facilities and offices. If requested, a vendor will open such site or sites for inspection by up to three (3) representatives of the Department for up to three (3) days. All State personnel costs of a site visit will be borne by the State, and not charged back to the vendor.

1.13 Appeal Process

Notices of intent to appeal the selection of a plan administrator under this RFP and appeals must be made in writing. Written appeals must fully identify any contested issues.

The written notice of intent to appeal the award of a contract must be filed at address in Section 1.2. and received no later than five (5) working days after the notices of intent to award are issued. The actual appeal is due at the same address no later than five (5) working days after the date the notice of intent to appeal is received by the Department.

The Board will render a decision on the appeal.  All Board decisions are final. 

1.14 Withdrawal of Proposals

Proposals may be withdrawn at any time up to the formal opening of proposals (4:00 PM on the date specified in 2.9). A request to withdraw the proposal should be in writing and directed to address in Section 1.2.

1.15 Costs Incurred

The Department is not liable for any expenses incurred by vendors preparing and submitting proposals in response to this RFP.

1.16 Contents Binding

If the approval of the contract is delayed because of procedural difficulties or litigation, the contents of both the technical and cost proposals will be considered binding upon the contractor for one year after the date of submittal.
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