State of Wisconsin

DOA-3261 (R08/2003)

s. 16.75, Wis. Statutes
PROPOSALS MUST BE SEALED AND ADDRESSED TO:
 FORMCHECKBOX 
 
Remove from vendor list for this commodity/service.  (Return this page only.)

AGENCY ADDRESS:


Department of Employee Trust Funds

P.O. Box 7931

Madison, WI  53707-7913
Proposal envelope must be sealed and plainly marked in lower corner with due date and Request for Proposal # ETF0013.  Late proposals shall be rejected.  The soliciting purchasing office on or before the date and time that the proposal is due MUST date and time stamp proposals.  Proposals dated and time stamped in another office shall be rejected.  Receipt of a proposal by the mail system does not constitute receipt of a proposal by the purchasing office.  Any proposal that is inadvertently opened as a result of not being properly and clearly marked is subject to rejection.  Proposals must be submitted separately, i.e., not included with sample packages or other proposals.  Proposal openings are public unless otherwise specified.  Records will be available for public inspection after issuance of the notice of intent to award or the award of the contract.  Vendor should contact person named below for an appointment to view the proposal record.  Proposals shall be firm for acceptance for sixty (60) days from date of proposal opening, unless otherwise noted.  The attached terms and conditions apply to any subsequent award. 

REQUEST FOR PROPOSAL


THIS IS NOT AN ORDER
Proposals  MUST be in this office no later than

June 20,  2006; 3:00 PM, CST
Public Opening
 FORMCHECKBOX 
fillin "Date and time"

VENDOR (Name and Address)

    

No Public Opening
X


Name (Contact for further information)

Mark Blankfillin "Contact Person"


Phone

608.266.8989
Date

06/06/2006fillin "Phone"

fillin "Date"


Quote Price and Delivery FOB

Head Quarters – Madison WI     

fillin "F.O.B /Destination"

Description

Request for Proposal (RFP) for the Department of Employee Trust Funds (ETF) for the Health Insurance Program Coordinator and the Health Insurance Program Assistants for the Health Insurance and Complaint  System (HICS)

RFP amendments, questions and answers will be posted on the ETF Website at http://etfextranet.it.state.wi.us and will not be mailed.  

Payment Terms:       
Delivery Time:       

We claim minority bidder preference s. 16.75(3m) Wis. Stats..  Under Wisconsin Statutes, a 5% preference may be granted to CERTIFIED Minority Business Enterprises.  The Wisconsin Department of Commerce must certify the bidder.  If you have questions concerning the certification process, contact the Wisconsin Department of Commerce, 5th Floor, 201 W. Washington Ave., Madison, Wisconsin  53702, (608) 267-9550. 



 FORMCHECKBOX 
Yes              FORMCHECKBOX 
No            FORMCHECKBOX 
Unknown

We are a work center certified under s. 16.752 Wis. Stats. employing persons with severe disabilities.  Questions concerning the certification process should be addressed to the Work Center Program, State Bureau of Procurement, 6th Floor, 101 E. Wilson St., Madison, Wisconsin  53702, (608) 266-2605. 



 FORMCHECKBOX 
Yes              FORMCHECKBOX 
No            FORMCHECKBOX 
Unknown

Wis. Stats. s. 16.754 directs the State to purchase materials which are manufactured to the greatest extent in the United States when all other factors are substantially equal.  Materials covered in our proposal were manufactured in whole or in substantial part within the United States, or the majority of the component parts thereof were manufactured in whole or in substantial part in the United States.


 FORMCHECKBOX 
Yes              FORMCHECKBOX 
No            FORMCHECKBOX 
Unknown

In signing this proposal we also certify that we have not, either directly or indirectly, entered into any agreement or participated in any collusion or otherwise taken any action in restraint of free competition; that no attempt has been made to induce any other person or firm to submit or not to submit a proposal; that this proposal has been independently arrived at without collusion with any other vendor, competitor or potential competitor; that this proposal has not been knowingly disclosed prior to the opening of proposals to any other vendor or competitor; that the above statement is accurate under penalty of perjury.

We will comply with all terms, conditions and specifications required by the State in this Request for Proposal and all terms of our proposal.

Name of Authorized Company Representative (Type or Print)

     
Title

     
Phone
(         )      



Fax  
(         )      

Signature of Above


Date

     
Federal Employer Identification No.

     
Social Security No. if Sole

Proprietor (Voluntary)




     

This form can be made available in accessible formats upon request to qualified individuals with disabilities.

REQUEST FOR PROPOSAL (RFP) #ETF0013

FOR THE

Department of Employee Trust Funds (ETF)

for the

Health Insurance Program Coordinator and the Health Insurance Program Assistants for the Health Insurance and Complaint System (HICS)

June 6, 2006

1.0    RFP INFORMATION
1.1 Introduction and Background

This Request for Proposal (RFP) is issued by the Department of Employee Trust Funds (ETF) for the purpose of soliciting proposals for four (4) positions: one (1) Health Insurance Program Coordinator and three (3) Health Insurance Program Assistants.  The Health Insurance Program Coordinator performs reconciliation of data between the Department’s Health Insurance and Complaint System (HICS), health plans and employers through the Full File Compare process.  The Health Insurance Program Assistants perform updates to HICS using applications and monthly coverage reports, eligibility audits of health insurance applications, and validation of monthly health insurance coverage reports and exception reports.  ETF is dedicated to serving over 531,000 members and 1,400 employers in the Wisconsin Retirement System (WRS). 

Wisconsin State Statue 20.515 (ut) Health Insurance data collection and analysis contracts, was created in the 1991 Wisconsin Act 269,  “for the costs of contracting for health insurance data collection and analysis services under Wisconsin Statute s. 40.63 (6) (j).  HICS and Related Subsystems is the tool for ensuring that ETF and the Group Insurance Board (GIB) meet their obligation of providing quality benefits design and delivery of service through thorough analysis and reporting of critical health care data.  

The GIB self-funds several standard fee-for service plans and contracts with sixteen alternate plans (health maintenance organizations [HMO’s] and preferred provider plans [PPO’s]) to provide health care coverage to about 230,000 individuals statewide.  The 2006 premiums paid are expected to be approximately $1 billion.

The HICS database is also used: by the Pharmacy Benefits Manager (PBM) in administering prescription drugs for about 230,000 participants; to ensure compliance to the federal Health Insurance Portability and Accountability Act of 1996 (HIPAA); the Full File Compare (FFC) process which addresses data discrepancies between HICS, the health plans, and employers; administration of the federal Medicare D requirements; and the Wisconsin Public Employers (WPE) for health insurance system coverage.

The proposed candidate(s) will assist in the development, testing, training to implement new health insurance projects as well as support existing systems and processes.

1.2
Procuring and Contracting Agency

This RFP is issued for the State by ETF.  ETF is the sole point of contact for the State in the selection process.  The person responsible for managing the procurement process is Mark Blank, purchasing officer.



Express delivery:



Mail delivery:





Mark Blank 




Mark Blank


ETF0013
          



ETF0013



Dept. of Employee Trust Funds

Dept. of Employee Trust Funds


801 West Badger Road


PO Box 7931


Madison, WI  53702-0011



Madison, WI  53707-7931

Telephone: (608) 266-8989

FAX: 608-267-0633



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

1.3
Definitions 

Please see ETF’s glossary on their home page at: http://etf.wi.gov/glossary.htm 
for further  

definitions.

The following definitions are used throughout the RFP:

Department means the Department of Employee Trust Funds.

ETF means the Wisconsin Department of Employee Trust Funds.

FFC means the Full File Compare process for identifying discrepancies in HICS, health plans and employers.

GIB means the Group Insurance Board.

HICS means Health Insurance and Complaint System.  ETF Health Insurance Database System is a repository of information on State health insurance participants.  The system provides service to health insurance subscribers, carriers, and employers in the areas of: health plan contract administration, monitoring complaints and trends, planning and policy development, monitoring cost and enrollment trends, and problem resolution.

HIPAA means the federal Health Insurance Portability and Accountability Act of 1996.

PBM means Pharmacy Benefits Manager.

Proposer/vendor means a firm submitting a proposal in response to this RFP.

RFP means Request for Proposal.

State means State of Wisconsin.

WPE means Wisconsin Public Employers health insurance program. 

WRS means Wisconsin Retirement System.

1.4
Clarification of the Specifications and Requirements

Any questions concerning this RFP must be submitted in writing on or before the date identified in Section 1.6  to the purchasing officer identified in Section 1.2.

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

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 posted to ETF’s Website at http://etfextranet.it.state.wi.us/
1.5
Reasonable Accommodations

ETF 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 vendor conference, contact the purchasing officer, identified in Section 1.2.

1.6       Estimated Timetable for RFP and Project Implementation 

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

DATE


EVENT

06/06/2006

Issue RFP

06/12/2006

Inquires due

06/14/2006

Post responses to proposers on ETF ‘s

Website

06/20/2006

RFP due from proposers

06/26/2006

Issue Intent to Contract

07/05/2006                         Estimated contract negotiations

07/10/2006

Estimated start date

1.7 Contract Term

The contract term will be one-year with two mutually agreed to one-year extensions. 

End of Section

2.1 PREPARING AND SUBMITTING THE PROPOSAL

2.1
General Instructions

The evaluation and selection of a contractor and the contract will be based on the information submitted in the vendor's proposal plus references, and any required demonstrations and on-site visits.  Failure to respond to each of the requirements in the RFP may be the basis for rejecting a response.  Each response must include the RFP section or appendix section number when providing narratives required by the RFP.

If vendors have any exceptions to the contract terms and conditions presented in Appendix A. they must submit them with their proposal as described in Section 2.3.  Exceptions to the State’s contract terms and conditions may be considered during contract negotiations if it is beneficial to the State. 

Elaborate proposals (e.g., expensive artwork), beyond that sufficient to present a complete and effective proposal, are not necessary or desired.  

2.2
Incurring Costs

ETF is not liable for any cost incurred by vendors in replying to this RFP.

2.3
Submitting the Proposal

Vendors must submit one (1) original (marked “Original”) and three (3) complete copies of the proposal, including the transmittal letter and other related documentation as required in Section 2.0 of this RFP.  Fax or e-mail proposals will not be accepted.

All proposals must be packaged, sealed, and show the following information on the outside of the package:

· Proposer's Name and Address

· RFP ETF0013

· Due Date

An original plus two (2) copies of the cost proposal must be sealed and submitted as a separate part of the proposal.  The cost proposal must be packaged, sealed and show the following information on the outside of the package:

· Vendor's name and address

· Cost proposal title: Cost Proposal, RFP ETF0013


2.4
Submission Organization and Format

Proposals must be typed and submitted on 8.5 by 11-inch paper bound securely.  Proposals must be organized and presented in the order and by the number assigned in the RFP.  Proposals must be organized as indicated in Section 2.5.  Each heading must be separated by tabs or otherwise clearly marked.  

2.5
Proposal Organization and Format

2.5.1 The Technical and Business Proposal is to include the following items in the order listed here.  Use tab separators for each section.

Tab 1.
Vendor background See Section 4. 

2.5.2
The cost proposal must be submitted in a separate sealed envelope with the written proposal as per section 2.3.

Cost proposal instructions are included in Appendix B.  

All prices, costs, and conditions outlined in the proposal must remain fixed and valid for acceptance for 60 calendar days starting on the due date for proposals.  The successful vendor’s fixed price must be valid for the term of the contract.  No mention of the cost proposal may be made in the response to the technical requirements of this RFP.

2.6
Multiple Proposals



Multiple proposals from a vendor will not be permissible.


End of Section

3.0    PROPOSAL SELECTION AND AWARD PROCESS

3.1
Proposal Scoring and Selection Process 
Accepted proposals will be reviewed by the Committee and scored against the stated criteria.  A vendor may not contact any member of the Committee except at ETF’s direction.  The Committee will review references of the vendor and resumes of potential candidates the vendor will provide to fill the positions or resumes of individuals placed in similar positions within the last two years  and will use the results in scoring the proposals. Proposals will be evaluated in two phases according to the points assigned in Section 3.2.  

Phase One – Phase one will consist of the evaluation of written proposals.  Proposals from certified Minority Business Enterprises will have points weighted by a factor of 1.00 to 1.05 to provide up to a five percent (5%) preference to these businesses in Section 16.75(3m) Wis. Stats.  

The Committee will score the written proposals based on the results of vendor demonstrations and reference checks and/or site visits, plus, the scoring results of evaluating resumes of potential candidates for the positions the vendor has available or resumes of staff the vendor has placed in similar positions during the past two years.  The Committee will perform reference checks of the vendor. By submitting a proposal in response to this RFP, the vendor grants rights to ETF to contact or arrange a visit with any or all of the vendor’s clients and/or references.  After the scoring of written proposals in phase one, any vendor that does not have at least 250 points will be eliminated from further consideration.  The Committee's scoring will be tabulated and proposals ranked based on the numerical scores received.

Phase Two – Scoring of cost proposals will be scored.  Cost proposals will only be considered for the top scoring vendor(s) selected in phase two.  The most points (500) will be awarded to the proposal with the lowest cost.  Other cost proposals will be assigned points that are proportional to their cost relative to the lowest cost proposal.  For example, if the lowest cost proposal is $100,000, it would receive 500 points.  A cost proposal of $120,000  (20% higher) would receive 400 points (20% less). 


500 Points X (Lowest Cost / Your Cost) = Your Cost Score

ETF will select the highest scoring proposal based on the points awarded for overall responsiveness to ETF’s requirements and for cost.  The Committee has the right to rely on any proposal narrative; submitted supporting materials; vendor reference checks; resumes of potential or candidate’s placed in similar positions in the last two years provided by the vendor depicting their skills, knowledge, and experience; the cost proposal provided by vendors in their proposals; or clarifications provided by the vendor.  The vendor is responsible for any proposal inaccuracies, including mathematical errors or incorrect extension of any calculations leading to the vendor’s cost proposal.  ETF reserves the right to contact any or all vendors to request additional information for purposes of clarification of RFP responses.

3.2 Criteria 

The proposals will be scored using the following criteria:

Description
Weight
Section(s)
Points

Vendor Background, Potential or Similar Candidate’s Skills and Knowledge
50%
4 and Appendix F
500

Cost Proposal
50%
Appendix B
500

Total
100%

1000

3.3 Awards and Final Offers 

The Committee will compile the final scores for each proposal as described above.  The award will be granted in one of two ways.  The award may be granted to the highest scoring responsive and responsible vendor.  Alternatively, the highest scoring vendor or vendors may be requested to submit a Best and Final Offer (BAFO).  Vendors should not expect that ETF will request a BAFO and must submit their best price with the original response.  If BAFOs are requested by ETF and submitted by the vendor, they will be evaluated against the stated criteria.  

The award will then be granted to the highest scoring vendor.  

3.4
Right to Reject Proposals and Negotiate Contract Terms 

This RFP does not commit ETF to award a contract, or pay any cost incurred in the preparation of a proposal in response to this RFP.  

ETF reserves the right to reject any and all proposals.  ETF may negotiate the terms of the contract, including the award amount, with the selected vendor prior to entering into a contract.  ETF reserves the right to add contract terms and conditions to the contract during the contract negotiations.  

3.5
Appeals Process

The appeals procedure applies only to those requests for bids/proposals for services that are over $25,000.  Notices of intent to protest and protests must be made in writing.  Written protests must be as specific as possible and must identify statutes and the Wisconsin Administrative Code provisions that are alleged to have been violated.

The written notice of intent to protest the award of a contract must be filed with Eric O. Stanchfield, Secretary, Department of Employee Trust Funds, P.O. Box 7931, Madison, WI  53707-7931, and received in that office no later than five (5) working days after the notices of the intent to award are issued.  A copy of the notice of intent to protest must also be sent to the purchasing officer in Section 1.2.  

The written protest must be received in the Secretary’s Office at the above address no later than ten (10) working days after the notices of the intent to award are issued.  A copy of the written protest must also be sent to the purchasing officer at address listed in section 1.2.

The decision of the Secretary may be appealed to the Secretary of DOA within five (5) working days of issuance, with a copy of such appeal sent to the RFP manager.  The appeal must allege a violation of a statute or a provision of a Wisconsin Administrative Code. 

End of Section

4.0    GENERAL PROPOSAL REQUIREMENTS

Each proposal must respond to the following sections and must be organized with the following headings and subheadings.  These requirements are mandatory and each proposal must meet them. 

4.1
Transmittal Letter

The transmittal letter must be written on the vendor’s official business stationary and signed by an official that is authorized to legally bind the vendor.  The transmittal letter must accompany the proposal.  

Include in the letter:

1. Name and title of vendor representative,

2. Name and address of company,

3. Telephone number, fax number, and e-mail address,

4. RFP number and title:  ETF0013,

5. An itemization of all materials and enclosures submitted in response to the RFP,

6. A reference to any RFP amendments received by the vendor; if none have been received, include a statement to that effect,

7. A statement that the vendor believes that its proposal meets all the requirements set forth in the RFP,

8. A statement that acknowledges and conforms to all rights of the State including procurement rules and procedures articulated in this RFP, all rights and terms specified in this RFP and in the RFP terms and conditions of the contract terms and conditions (Appendix A) with exceptions listed in point 9 below.

9. Any exceptions to the contract language found in the RFP.  If vendors have any exceptions to the terms and conditions presented in Appendix A, they must submit them with their proposal.  Exceptions to the State’s contract terms and conditions may be considered during contract negotiations if it is beneficial to the State.  If exceptions to the standard contract language are not presented in the transmittal letter, they will not be discussed or considered during contract negotiations,  

10. A statement that the individual signing the proposal is authorized to make decisions as to the prices quoted and that she/he has not participated, and will not participate, in any action contrary to the RFP,

11. The vendor’s assurance that the proposal will remain in full force and effect for at least 60 days from the proposal due date.

4.2
Required State Forms

The vendor must complete the following required State forms:

Enclosed Cover Sheet from the RFP (DOA-3261).

Vendor Information Sheet – Appendix C (DOA-3477)

Vendor Reference Sheet – Appendix D (DOA-3478).  The vendor must provide three (3) references.  ETF will determine which, if any, references to contact to assess the quality of work performed and personnel assigned to the project.  The results of any references will be used in scoring the proposal in phase two of evaluation.  

Designation of Confidential and Proprietary Information – Appendix E.

4.3
Organizational, Vision, Viability, and Management Requirements

The information contained in this section provides the basis for determining the proposer’s capability to provide qualified staffing to fulfill the position description requirements for a Health Insurance Program Coordinator and three (3) Health Insurance Program Assistants.  Responses to the following requirements must be in the same sequence and numbered as they appear in the RFP.  Provide a succinct explanation of how each requirement is addressed.


4.3.1 
Organization Capabilities

The proposer must provide details of experience providing staffing that is relevant to fulfill the requirements of the position Health Insurance Program Coordinator and Health Insurance Program Assistants and must explain how that experience is relevant.

The proposer must describe their experience and capabilities in providing staffing in a similar HICS related production environment.  Response should identify the following: 

A.  Staffing experience to be covered in this section

This section must include, but is not limited to, descriptions of the proposer's corporate experience with providing staffing to meet the requirements of:

(1) Performing reconciliation of data between health insurance database systems;




(2)
Providing user services in respect to development and operational issues;




(3)
Updating data to health insurance information systems;




(4)
Auditing and validating health insurance enrollment information;

4.3.2    The proposer must provide a resume of potential candidates or a resume of staff the proposer has previously placed in similar positions within the last two years.  The response should provide evidence of the proposer’s ability to supply personnel with the skills and knowledge required to perform the duties and responsibilities as described in other sections of this RFP, including  Appendix F.

4.3.3 A limited narrative describing the relationship between staffing the Health Insurance Program Coordinator and Health Insurance Program Assistants positions and the firm's other contracts, and how the other contracts will not limit the ability to perform this contract.

4.3.4 Describe if, for any reason, you have had a contract terminated or canceled prior to contract completion during the past five years.  Describe all such incidents, including the other party’s name, address, and telephone number.  ETF will evaluate the facts and may, at its sole discretion, reject the vendor’s proposal if the facts indicate that completion of a contract resulting from the RFP may be jeopardized by selection of the vendor.  If no such terminations or cancellations have been experienced in the past five years, the vendor must so state.  

4.4
Vendor References
Proposers must include a list of at least three organizations including points of contact.  At least one reference from a retirement system or health insurance company is preferred.  References should relate directly to the type of work described in this RFP.  Selected organizations may be contacted to determine the quality of work performed and personnel assigned to the project. 

For each experience, the proposer must supply the customer name, customer reference individual(s), including telephone numbers, e-mail addresses, and the time period of the contract.

The proposer must provide details of experience that is relevant to the HICS project and must explain how that experience is relevant.  It is the responsibility of the proposer to ensure reference names, addresses, and telephone numbers, and e-mail addresses are current.

The ETF reserves the right to contact other states, agencies, or individuals, even if not listed as references in the proposal.

4.5
Key Personnel and Personnel Changes 

Contractor shall furnish ETF with a means of identifying all key personnel assigned to perform work under the contract and furnish ETF with security credentials on these personnel, if requested.  

Replacement of personnel who have terminated employment with the contractor shall be with persons of equal ability and qualifications.  ETF shall have the right to conduct separate interviews of proposed replacements for personnel.  ETF shall have the right to approve, in writing, the replacement of personnel.  

Any of the contractor’s staff that ETF deems unacceptable shall be promptly and without delay removed by the contractor and replaced by the contractor with another employee possessing acceptable experience and skills.  All replacement staff will be subject to the prior approval of ETF.  

End of Section

5
12

