SECTION 20:  PROPOSAL SUBMISSION REQUIREMENTS
20.100
Agency Contacts

This RFP is issued in accordance with the Wisconsin Statutes for the State of Wisconsin Group Insurance Board (GIB) by the Department of Employee Trust Funds (DETF).  The GIB is authorized under §40.03 (6) to enter into a contract to provide group insurance.  The Department is the sole point of contact during the RFP process.  

From the date of release of this RFP until a determination is made and announced regarding the award of a contract as a result of this RFP, all contacts regarding this RFP, with personnel in public office, on the Group Insurance Board, employed by the State of Wisconsin and associated with this RFP are restricted.  Violation of these conditions may be considered sufficient cause by the Board to reject a bidder's proposal, irrespective of any other consideration.

The contract resulting from this RFP will be administered by the Department of Employee Trust Funds, Division of Insurance Services, Disability Programs Bureau.  The Contract Administrator will be the Director of the Disability Programs Bureau.

20.200
Procurement Schedule

The following schedule is anticipated for this procurement.  These dates are subject to change at the sole discretion of the Board. 

RFP Issued: 

Bidders' Conference 

Deadline for Receipt of Written Questions: 

Answers to RFP Questions and 


Issuance of Addenda: 

Proposals Due:
March 17, 2003

April 2, 2003

April 4, 2003  1:00 – 4:00 CST

April 11, 2003

May 5, 2003   3:00 PM CST



Notification of Intent to Award Contract:

Implementation Phase:

Contract Effective Date and Operations Phase


June 4, 2003

July 1 – December 31, 2003

January 1, 2004

20.300
Procurement Process

20.310 Questions and Answers

20.311 
Written Questions


Prospective bidders may submit technical and contractual questions concerning this RFP to:

Disability Programs Bureau

Post Office Box 7931

Madison, Wisconsin 53707- 7931

E-mail: mark.blank@etf.state.wi.us

Questions received after the due date specified in Section 20.200, will not be answered.  To the extent possible, bidders' questions will remain as written.  However, the Department may consolidate and paraphrase questions received.

Telephone questions will not be accepted.  Any oral responses received by a prospective bidder from the Department will not be binding on the Department.

20.312
Bidders' Conference

A bidders' conference will be held from 1:00 p.m. to 4:00 p.m. April 2, 2003 at Department of Employee Trust Funds, Conference Room GA, 801 W. Badger Road, Madison, Wisconsin or as announced at a later date.  Prospective bidders will have an opportunity to clarify any uncertainties that may exist.  There will be a limit of two (2) representatives for each prospective bidder.

20.320
Reference Materials, Access to Workflow and Databases

The information contained in this RFP should be sufficient for all bidders to be able to complete their proposal for administration of the ICI and LTDI Plans.

The Department, however, will make on request additional reference materials and access to view the imaging and database systems pertaining to the ICI and LTDI Plans available at 801 W. Badger Road, Madison, Wisconsin upon 36 hours advanced scheduled appointment beginning March 19, 2003.  Bidders may review items from 8:30 a.m. to 11:30 a.m., and from 1:00 p.m. to 4:00 p.m., Monday through Friday, with the exception of official State holidays.

Copies of information will be made available at a cost of 10 cents per side plus 5.5% sales tax.  Bidders will be expected to pay for the copies at the completion of each task.  No materials may be removed from the Department.  Public telephones are available should telephone calls be needed to be made by bidders.

20.330
RFP Addenda

The Board reserves the right to modify the RFP prior to the proposal due date by issuing addenda.  All addenda to the RFP will become part of the final contract.  It is expected that any addenda, if necessary, will be issued according to Section 20.200, Procurement Schedule.

20.340
Oral Presentations

Bidders who submit a proposal in response to this RFP may be required to give an oral presentation of their technical proposal to members of the Evaluation Committee, other Department staff, or the Group Insurance Board as determined by the Board.  During oral presentations, original proposal submission cannot be supplemented, corrected or changed in any way.  Bidders will receive questions in advance of their scheduled presentation.

It is the Board's sole option to determine when each oral presentation will be held.  Bidders will be notified in advance of the time and location of any such presentations.

20.350
Submission of Proposals

Sealed proposals must be mailed to Department of Employee Trust Funds, Disability Programs Bureau, P.O. Box 7931, Madison, Wisconsin 53707-7931, or delivered to Department of Employee Trust Funds, 801 West Badger Road, Madison, Wisconsin.

Proposals must be prepared in two (2) components: Technical Proposal and Cost Proposal, prepared in accordance with the requirements stated in this RFP.  The original and five (5) copies of the Technical Proposal as well as an electronic version under sealed cover and the original and five (5) copies of the Cost Proposal under separate sealed cover must be received by the Department of Employee Trust Funds, Division of Insurance Services, Disability Programs Bureau no later than 3:00 p.m., Central Time, on May 5, 2003.  Proposals received after that time will not be considered and will be returned, unopened.

The cover of the package containing the Technical Proposal must be marked:

ICI and LTDI Plans - Technical Proposal

Name and Address of Bidder

Proposal Due Date


The cover of the package containing the Cost Proposal must be marked:

ICI and LTDI Plans - Cost Proposal

Name and Address of Bidder

Proposal Due Date

20.360
Award Notice

The contract will be awarded to the bidder who best meets the needs of the Board.  The successful proposal will not necessarily be that of the highest score or that with the lowest cost.

The Board reserves the right to reject any and all proposals and to negotiate the contract, including award amount, with the bidder prior to entering into a contract.

Any organization which submits a proposal will be notified of the results of the procurement process.  

20.370
Appeals Process

Any appeal to the decision of the Group Insurance Board must be made in writing and must identify the specific statutes and Wisconsin Administrative Code that are alleged to be violated.  The written notice of intent to appeal and the actual appeal must be filed with:

State of Wisconsin Group Insurance Board

c/o Department of Employee Trust Funds

801 W. Badger Road

Madison  WI  53713

Notice of intent to appeal must be received at this office no later than five (5) calendar days after the Notice of Award is issued, and the written appeal within ten (10) calendar days of the Notice of Award is issued.

20.400
Procurement Rules

20.410
Cost Liability

The Department and Group Insurance Board assume no responsibility or liability for any costs incurred by bidders for developing and submitting proposals in response to this RFP.

20.420
Contents of Proposals

The contents of the Technical Proposal and Cost Proposal, as accepted by the Board, will become part of any contract awarded as a result of this RFP.

The Board will have the right to use all ideas or adaptations of those ideas contained in any proposal received in response to this RFP.

20.430
Use of Subcontractors

In the event of a proposal submitted jointly by more than one (1) organization, one (1) organization must be designated as the prime Contractor, and the prime Contractor will be solely responsible for assuring the performance of all aspects of the contract.  All other participants shall be designated as subcontractors.  Any use of subcontractors for this contract must meet the requirements under Section 20.610.

20.500
Proposal Submission Requirements

Proposals must be submitted in two (2) parts: a Technical Proposal and a Cost Proposal. The format and content of each part are specified in this section.  Each Technical Proposal and Cost Proposal must clearly indicate that they are valid for a minimum of eight (8) months from the proposal due date.

Failure of a bidder to respond to a specific requirement may be the basis for elimination from consideration during the Department's comparative evaluation.  Failure by a bidder to meet mandatory requirements may result in the rejection of the bidder's proposal.

This RFP may or may not result in an award of Contract.  The Board reserves the right to cancel this RFP at any time and for any reason, and to reject all proposals.  Receipt of proposals by the Board confers no rights upon the bidder or obligates the Board in any manner.  Submission of a proposal constitutes a bidder's consent to the use of the evaluation methodology set forth in Section 60.

20.600
Technical Proposal Requirements

The Technical Proposal must include seven (7) separate sections presented in the following order

-
Transmittal Letter – Section 20.610

-
Table of Contents and RFP Cross-Reference – Section 20.620

-
Executive Summary – Section 20.630 

-
Corporate Capabilities – Sections 20.640 through 20.643

-
Project Organization and Staffing – Sections 20.650 through 20.655

-
Approach to Implementation – Sections 20.660 through 20.663

-
Approach to Operations – Sections 20.670 through 20.674

Each section within the Technical Proposal is to address all items listed in Subsections 20.610 through 20.670 as the evaluation of proposals may be done on a section-by-section basis.

No reference to or inclusion of the Cost Proposal may appear in any section of the Technical Proposal.

For two sections of the Technical Proposal, the Executive Summary and Corporate Capabilities, a maximum page limit has been set.  If a bidder's proposal exceeds the maximum page limit on these sections, the remainder of the section will be eliminated from the evaluation.

20.610
Transmittal Letter

The Transmittal Letter must be on the official business letterhead of the bidder proposing to become the prime Contractor and must be signed by an individual authorized to legally bind the bidder.  It must be part of the Technical Proposal (with tab).  The letter is to identify all material and enclosures being submitted in response to the RFP.

The Transmittal Letter must include the following assurances:

-
The bidder is the prime Contractor and is a corporation or other legal entity and identifies all subcontractors.

-
The bidder is qualified to do business in Wisconsin and is not prohibited in any way from performing the services required under this contract.

-
The Contractor will file a written Affirmative Action Plan with the Department of Employee Trust Funds.

-
The Technical Proposal and Cost Proposal are valid for a minimum of eight months from the proposal's due date.

· The person signing this proposal is authorized to make decisions on behalf of the bidder's organization for this RFP.

· The bidder has no interest and shall not acquire any interest, which would conflict in any manner or degree with the performance of services under this contract.

-
The bidder is or would be associated with, or at any time, any parent, affiliated, or subsidiary organization, which would relate to performance under this contract.  If affirmative, the bidder is required to submit with the proposal written certification and authorization from the parent, affiliated, or subsidiary organization granting to the Board the right to examine and have access to any transactions related to any aspect of maintaining the contract.  Failure to submit such certification and authorization will constitute grounds for termination of the contract at the option of the Board.

-
The bidder acknowledges the Contract and Plans terms as the basis for any contract resulting from this RFP.

If the use of a subcontractor(s) (other than for pass through services) is proposed, a statement from each subcontractor must be appended to the transmittal letter signed by an individual authorized to legally bind the subcontractor and must state:

-
The general scope of work to be performed by the subcontractor and the percentage of total work based upon Contractor price. 

-
The subcontractor's willingness to perform the work indicated. 

-
That the subcontractor does not discriminate in its employment practices.

If the proposal deviates from the detailed specifications and requirements of this RFP, the Transmittal Letter must identify and explain these deviations. The Board reserves the right to reject any proposal containing such deviations or to require modifications before acceptance.

20.620
Table of Contents and RFP Cross-Reference

The Technical Proposal must contain a Table of Contents which includes page numbers with a cross-reference from each section of the bidder's proposal back to the appropriate section of the RFP and Addenda. This section must not contain any reference to the Cost Proposal.

20.630
Executive Summary

The Executive Summary section will condense and highlight the contents of the Technical Proposal in such a way as to provide the Evaluation Committee with a broad understanding of the entire proposal.

The Executive Summary will include a summary of the proposed approach, the staffing structure and the task schedule (including implementation, operation, workplan, schedule, staff organization structure and key personnel).  The Executive Summary will be limited to five (5) pages.

20.640
Corporate Capabilities

The Corporate Capabilities subsection must present the details regarding provision of administrative services, claims processing, case management services and related industry experience for the period of calendar years 1999-2002. This section is to be organized as follows:

-
Corporate Information

-
Financial Statements

-
Previous Experience

The Corporate Capabilities section is limited to eight (8) pages, excluding financial statements.

20.641
Corporate Information

The bidder is to include a description of the bidder's corporation and each subcontractor's firm (if any).  This discussion will describe the corporate structure, the firm's data processing background and corporate resources (both equipment and personnel).  Details will include:

-
Date established

-
Ownership (public company, partnership, subsidiary, etc.)

-
Total number of employees

-
Profit or non-profit status

-
Number of full-time equivalents assigned to each function:

· systems development

· claims processing

· customer service

· procedures/documentation

-
Computer resources and the extent to which they are dedicated to other contracts 

-
Claims processing support activities 

20.642
Financial Statements

The bidder and each subcontractor (if any) shall submit independently audited financial statements for the financially responsible entity for the most recent fiscal year.  If the bidder is a subsidiary, the parent company must be identified, and audited financial statements from the parent company must be submitted in addition to those of the subsidiary.  The subsidiary must secure a statement from the parent company that the parent company is able to cover the costs of implementation.  Statements must include:

-
Balance sheets

-
Statements of income

-
Cash flow statement

-
Notes to financial statements

-
Auditors' reports

Include the name and address of the bank(s) with which the bidder conducts business and the public accounting firm(s) that audit the bidder's financial statements.  The Board reserves the right to request any additional information to assure itself of a bidder's financial status.

20.643
Previous Experience

The Previous Experience section must present details of the bidder’s experience in providing administrative services for plan(s) similar to the Board's.  This is to be completed for the bidder and all subcontractors (if any), and covers the time period of calendar years 1999-2002.

-
Type of experience 

-
Customer name

-
Contract start and end dates

-
Subcontractors' names (if any)

-
Staff months used for development and implementation

-
Annual claims volume (document counts)

-
Brief description of work

-
Employer relations activities (staff, telephone lines, written correspondence)

-
List of all lawsuits within the last three (3) years 

-
Customer references

The Board will check references at its option.  

20.650
Project Organization and Staffing

In this subsection, the bidder shall present the personnel qualifications and staffing approach for successful performance in the implementation and operation of the Plans.  The section will include:

-
Corporate and project level organization charts

-
Staffing level plans for each major phase of the contract

-
Key personnel qualifications and resumes

-
Back-up personnel qualifications and resumes

20.651
Organization Charts

The corporate organization chart must display the firm's overall structure and the organizational placement of the administration of the ICI and LTDI contract including all major divisions of the firm and all positions which would impact the future contract. The chart must show all FTEs assigned to each Phase and indicate those dedicated to this contract.

20.652
Staffing Level Plan

The bidder shall submit separate staffing plans for the implementation and first-year operations phases of the contract.  The plans must include:

-
Number (FTE) and type of personnel needed for each implementation activity or operational unit 

-
Staff loading estimates to reflect resource commitments to fully support implementation and operations 

· Productivity standards for each operational unit and major job classification

· Functional back-up

The Contractor will be required to include professional medical/clinical, vocational, and underwriting staff to perform certain functions in the timeframes defined in Sections 30 and 40. 

The plan must specify the proposed composition of these areas by job classification.  The standards for each position must be described and will form the basis for Department evaluation. 

20.653
Key Personnel

The following positions, or their equivalents in the bidder's proposed organization, are minimally considered key personnel:

-
Contract Administrator/Manager

-
Operations Manager

· Clinical Lead

· Customer Service Supervisor

· Claims Manager

· Financial Liaison

Each key person shall be identified by name or responsibilities detailed.  If key personnel are not named, the specific duties, experience and background must be presented along with a recruitment plan for each position.  Current assignments and the impact of reassignment in this effort must be presented.

20.654
Personnel Resumes

References and resumes shall be presented for each key person proposed by the bidder.  The resumes shall include:

-
Experience with the bidder (or proposed subcontractor)

· Experience with claims processing systems and case management

· Clinical expertise, as appropriate

-
Experience similar to the proposed responsibilities

-
Percent time committed to the project

-
Relevant education and training

20.655
Back-up Personnel Plan

This subsection must include the bidder's plan for ongoing coverage and replacement of personnel in the event of loss of personnel or absence due to vacation, illness, etc.  A discussion of the bidder's contingency plan for allocation of additional resources to the contract in the event of a missed milestone or inability to meet any performance standard must also be included.  The bidder must address situations of replacement/addition.  Time frames necessary for replacements, the bidder's capabilities to provide replacements/additions with comparable experience training new personnel, and the method of bringing replacements/additions up-to-date regarding the Department's requirements must be emphasized.

20.660
Approach to Implementation

The Approach to Implementation must present the bidder's approach to assuming the administrative services requirements of the Plan.  The three (3) components of this section are:

-
Approach and Workplan

-
Technical Environment

-
Approach to Contract Management

20.661
Approach and Workplan

In this section, the bidder will demonstrate how its approach to implementation will be most beneficial to the Board.  This section must include a detailed discussion of the rationale for the approach the bidder has selected.  

A detailed project workplan and task schedule is required.  This component must include the following:

-
A breakdown of all tasks and subtasks for the Implementation Phase, identifying major review and sign-off points, by dates and personnel needed (Contractor and State)

-
A schedule for submission and possible revision of all deliverables and their review by Department staff.  (This schedule must allow for revision and correction of documents not meeting Department approval.)

-
Personnel and time-estimating procedures

In addition to the proposed workplan and schedule, the Implementation Phase materials must include a discussion of:

-
Extent of system testing anticipated and system testing methodology 

-
Extent and nature of acceptance testing anticipated

-
Conversion planning, coordination, and testing

-
Implementation activities, such as transfer of files and archival records, on-line installation, employer communications, staff training, and other preparations for start of operations

-
Proposed deliverables, including content, format, delivery and review schedule, and obtaining Department approvals and standards for documentation

-
Any assumptions or constraints, including assumptions regarding Department resources identified in the bidder's workplan.  There are approximately 5.0 FTE department staff that will dedicate a portion of their positions to the implementation tasks.  No Department positions are solely dedicated to this implementation.

20.662
Technical Environment

This component of the Approach to Implementation section will address those areas within the scope of work of this RFP which will require adaptation to meet the needs of the Plans.  Specific items to be discussed under this topic are:

-
The bidder's prior technical/systems experience with claims processing and ongoing case management including whether they are automated or manual

-
Schedule for testing methodology

-
Proposed back-up site and disaster recovery plans

-
Proposed telecommunications network, including the bidder's approach to the telecommunications link to provide on-line access to Department users 

-
Data and physical security procedures and controls for confidentiality

20.663
Approach to Contract Management

In this section, the bidder must discuss the approach to contract management.  This approach must address:

-
Proposed project management tools, including whether they are automated or manual

-
Proposed to project status reporting, including examples of previous types of reports and whether or not they are automated

-
Proposed communications with Department staff 

-
Internal quality control procedures for deliverables and development support, including sign-off procedures

-
Any assumptions or constraints used in developing the workplan

-
Software malfunctions and processing problems

-
Claims processing and payment problems

-
Missed milestones 

-
Requests by the Department to review deliverables 

-
Ensuring Department access to all facilities for purposes of contract monitoring

20.670
Approach to Operations

This section of the bidder's proposal will describe its approach to performing all the responsibilities stated in Sections 30 and 40 for the Operations Phase of the Contract.  This section will include the following components:

-
Approach to the Operations Task

-
Commitment to Performance Standards

-
Approach to the Maintenance and Modification Tasks

-
Approach to the Turnover Task

20.671
Approach to the Operations Task

The bidder must describe its approach to operational responsibilities, including but not limited to:

-
Proposed location for major functions

-
Proposed schedules for all major update and production processing functions

-
Internal quality controls, including auditing of work products

-
Output production, distribution, and mailing, including reports, employer and recipient notices

-
Suspended claims resolution and handling procedures

-
Operation of the following; including whether they are automated or manual:

· Enrollment

· Claims Management and processing

· Case Management (including integration of benefits, return to work activities and annual processes)

· Cash Handling and Financial Operations

· Data Management and Report Generation

· Medical Review; Vocational Review

· Underwriting

20.672
Commitment to Performance Standards

In this section, the bidder will define and quantify how the performance standards will be met during performance of the contract.

20.673
Approach to Maintenance and Modification Tasks

This section must include the following:

-
Approach to response to Department requests for changes to the system or procedure

-
A description of the tracking, reporting and testing of task activities

-
Testing process

-
Process for submission of deliverables for each modification and approval process

20.674
Approach to the Turnover Task

This section should describe the bidder's plan for turnover of the system to a successor in the event of a change of contractors.

20.700
Cost Proposal Requirements

The Cost Proposal must include: 1) costs for the Implementation Phase, and 2) costs for administrative operations.

The Cost Proposal is to be completed using the instructions described for each section and the required forms contained in Appendix A.  Those forms provide the means by which a bidder must supply all costs.  Failure to provide any requested information or deviation from the prescribed response format may constitute grounds for disqualification. There shall be no mention of the specific contents contained in the Cost Proposal in any other document.

The Cost Proposal is to be considered binding upon the Contractor for eight (8) months after the date of submittal.  This statement must be included in the Cost Proposal.

20.710
Costs for the Implementation Phase

Costs for the Implementation Phase will be separately reimbursed by the Board: one-half at the acceptance of all procedures required to conduct the administrative requirements of the Plans, and one-half after all accepted operations have been approved by the Department (this does not mean all deliverables, such as reports due in the future, are completed).

20.720
Costs for Administrative Operations

Bidders shall specify an annual fixed administration fee for each of the three operational years and must address the basis for any increase(s).

The annual fixed administrative fee is to include all costs for operating as Contractor for the Board.  No services shall be separately charged with the following pass through exceptions, as approved in advance in writing by the Department:

-
Printing, storage and distribution of Plan related forms ordered by WRS employers

-
Functional Capacity Evaluations (FCE)

-
Independent Medical Examinations/Evaluations (IME)

-
Social Security Advocate/Facilitator, except file review(s)

-
Rehabilitative Services

-
Investigation Services

-
Actuarial Services as designated by the Board

-
Third Party Audits, as designated by the Board

-
Other miscellaneous claims services requested in advance in writing by the Department


Coordination of any of these services is not a pass-through.

A FCE evaluates the capability of the participant’s functional ability to work with or without restrictions.

IMEs are conducted to document that there is sufficient medical documentation to support total disability and/or that the participant is under the regular care and treatment of a physician.  These are done by licensed physicians who specialize in occupational, rehabilitative, physical or other related specialties.  

A Social Security Advocate/Facilitator reviews a file to determine if a claimant would have at least a 50% chance of winning the Social Security disability award and then takes the claimant through the process including any vocational assessment or IME.  The facilitator presents the case to the Social Security Administration.  Persons performing these functions must know all aspects of the approval and appeal process.  

Rehabilitative Services are services that in some way attempt to get the participant back to work or determine if the participant is capable of working such as:

· vocational assessment

· job market surveys

· short-term training program

· vocational evaluation

· tuition reimbursement

· book fees

· transferable skills analysis

· employability assessments

These types of services are usually performed or coordinated by rehabilitation specialists with advanced degree/training.  

Investigative services are used to determine if the participant is fraudulently obtaining benefits.  Surveillance is commonly used.  

The language “other miscellaneous claims services requested by the Department” is included in the event the Department approves a non-typical service to be provided through/by the contractor.

20.721
Payment Methodology

Payment will be made to the contractor on a monthly basis.  One-twelfth (1/12) of the annual fixed administration fee will be paid by the Department by the 10th of the month after the close of the previous month.  Pass through costs will be invoiced and paid on a monthly basis as well (refer to Subsection 50.920).

All costs remain subject to audit at the Department or Board's discretion.
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