MUNICIPAL EMPLOYEES’ BENEFIT TRUST 

(MEBT)

REQUEST FOR PROPOSAL

RFP

MEBT Consulting Services
Issue Date:  March 18, 2009
Due Date and Time:  March 25. 2009 @ 4:00 pm 

REQUEST FOR PROPOSAL

Notice is hereby given that proposals will be received by the Municipal Employees’ Benefit Trust (MEBT) for:

MEBT Consulting Services
by filing with MEBT, City of Bellevue - Service First Desk, 450 110th Ave. NE, First Floor, Bellevue, Washington, 98004 until:



Date:

March 25, 2009


Time: 

4:00 pm
Proposals submitted after the due date and time will not be considered.  The proposing party accepts all risks of late delivery of mailed proposals regardless of fault.  

Detailed Request for Proposal (RFP) information including general information, general terms and conditions, requested services, proposal requirements and evaluation process is available from the MEBT office located at the above address or by calling (425) 452-7676. The RFP is also available on MEBT’s website at www.mebt.org.

MEBT reserves the right to reject any and all submittals and to waive irregularities and informalities in the submittal and evaluation process. This RFP does not obligate MEBT to pay any costs incurred by respondents in the preparation and submission of a proposal. Furthermore, the RFP does not obligate MEBT to accept or contract for any expressed or implied services.

Dated this 25th day of March, 2009.
Jillian Hostenske

Retirement Services Manager
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Section 1.  General Information TC "Section 1.  General Information" \f C \l "1" 
1.01
Introduction TC "1.01
Introduction" \f C \l "2" 
The Municipal Employees’ Benefit Trust (MEBT) officially began in the City of Bellevue, WA, on October 1, 1972. The Trust was created to manage the assets of the employee retirement benefit Plans (the Plans) of certain cities in the State of Washington. Each of the cities withdrew from or elected not to participate in coverage under the Social Security Administration. MEBT is governed by a five-member leadership body appointed by the Bellevue City Manager. MEBT investments total approximately $312 million (as of 2/28/09) for close to 5,000 members in the cities of Bellevue, Edmonds, Federal Way, Kirkland, Mill Creek, Redmond, and Woodinville. Effective July 1, 2009 NORCOM will be joining the MEBT Trust.  Although the investments are jointly managed by the MEBT Trust Committee, each city/organization has its own individually designed Plan document, which governs its participation, contributions and disbursements.
1.02 Purpose of RFP TC "1.02
Purpose of RFP" \f C \l "2" 
MEBT is soliciting requests for proposals for the purpose of hiring consulting services for the Trust.

1.03
  Background

A Pacific Northwest 401(a) Trust is seeking to gather information on consulting services. MEBT is made up of 7 Puget Sound-area cities that have opted out of Social Security and offer a 401(a) Defined Contribution Plan.  They have pooled their assets for investment and administration purposes to achieve economies of scale.  The Trust currently has approximately $312 million in assets and has historically had net positive cash flow of approximately $12 million annually after distributions and expenses, but not including any investment earnings, which were approximately $45 million in 2007.  There are currently approximately 5000 accounts that require recordkeeping including current employees, retirees and terminated employees.  Current eligible employees are approximately 4,800.

MEBT is currently utilizing an unbundled approach with separate record keeper, master custodian/trustee, legal counsel, auditor and investment consultant. The only services requested in this RFP are consulting services. 

The Trust’s asset allocation and investment direction is conducted by an Investment Advisory Committee (IAC) which makes recommendations to the MEBT Trust Committee.  Approximately 3500 participants are invested in the “pooled” investments (MEBT I) with an additional 1300 participants invested in MEBT II, which include mostly part-time employees although employees nearing retirement may also participate.  MEBT II is approximately $7 million and is invested in a money market vehicle.  In addition, each city has a separate “distribution” account that is in a money market for liquidity purposes.  The main MEBT Trust is approximately $312 million and is invested in a combination of Mutual Funds, Commingled Trusts and Separately Managed Accounts.  The current master custodian unitizes all of the investment accounts and strikes a daily unit price for valuation purposes.  MEBT moved to a Full Fund Accounting process whereby each individual security is more closely monitored for pricing accuracy each day.

Each of the 7 participating cities and NORCOM maintains their own plan with regards to plan document and city-specific provisions.  Each plan has a separate plan committee, different plan document, Summary Plan Description, forms, payroll contribution process, vesting rules, distribution rules, Human Resources Staff, etc.  This is a very complicated and technical set of plans to administer requiring intensive recordkeeping and master custodian/trustee skills.  A set of Appendices at the end of this RFP provides further data that may be helpful in evaluating the complexity of this plan.  
1.04 
Definitions

Contract
The agreement to be entered into for services between MEBT and the successful party who submits the proposal accepted by MEBT.

MEBT

Municipal Employees’ Benefit Trust

MEBT’s Website
www.mebt.org

Proposing Party
The firm or individual submitting the proposal.

RFP

This Request for Proposal, including any amendments or other addenda hereto.

Selection Committee
The RFP Selection Committee is comprised of the RFP Coordinator (defined in Section 1.05) and others associated with MEBT.

Successful Party 
The firm or individual awarded the contract.

1.05
  RFP Coordinator/Communications

Upon release of this RFP, all communications should be directed in writing to the RFP Coordinator listed below.  Unauthorized contact regarding this RFP with other City employees may result in disqualification. Any oral communications will be considered unofficial and non-binding on MEBT.  
RFP Coordinator for this RFP will be:

Name:

Jillian Hostenske

Address:
MEBT - City of Bellevue



Street -  450 110th Ave. NE, Bellevue, WA 98004



Mailing - PO Box 90012, Bellevue, WA 98009-9012

Telephone:
425-452-7676 
E-mail:

Jhostenske@bellevuewa.gov 
1.06
Preliminary Schedule

These dates are estimates and are subject to change by MEBT.
	Event
	Date

	Release RFP
	March 18, 2009 – 4:00pm

	Questions (if any) Due
	March 23, 2009 – 4:00pm

	Proposal Responses Due
	March 25, 2009 – 4:00pm

	Proposal Evaluation Complete
	March 30, 2009

	Interviews at MEBT (tentative)
	March 31, 2009

	Announce Apparently Successful Party
	April 2, 2009

	Complete Contract Negotiations
	April 6, 2009


1.07
Response Format

Proposals should be prepared simply, providing a straightforward, concise delineation of the approach and capabilities necessary to satisfy the requirements of the RFP. Technical literature and elaborate promotional materials are not requested. Emphasis in the proposals should be on completeness, clarity of content and adherence to the presentation structure required by this RFP. 

Proposals must be submitted in the format specified below. Please provide responses in the format provided.  Repeat all questions prior to submitting your response.   Proposals that deviate from this format may be deemed non-​responsive.

1.08
Completeness of Proposal

Proposals shall include the Proposal Form (Form #1) signed by a representative authorized to bind the proposing party contractually. This statement must identify any exceptions that the proposing party takes to MEBT’s RFP, or declare that there are no exceptions taken to the RFP.   Please note that any response to this RFP may be included as an attachment to a contract or service agreement with the successful firm(s).

1.09
Proposal Response Date and Location

Proposals must be submitted to the City of Bellevue’s Service First Desk no later than March 20, 2009 at 4:00pm Pacific Daylight Time. The Official Clock for submissions is located at the Service First Desk (address listed below).  All proposals and accompanying documentation will become the property of MEBT and will not be returned.  Faxed proposals will not be accepted.  The proposing party accepts all risks of late delivery of mailed proposal regardless of fault. 


Office Location



Mailing Address

Bellevue City Hall


City of Bellevue

Service First Desk


Human Resources Dept

450 110th Ave. NE


PO Box 90012

Bellevue, WA 98004


Bellevue, WA 98009-9012


Ph: (425) 452-7676


Jhostenske@bellevuewa.gov 
1.10
Required Number of Proposals

Two (2) completed proposals must be received at Bellevue City Hall by the date and time listed in Section 1.09 along with an electronic version of the proposal sent to the email addresses provided. The electronic version of the questions and responses MUST be provided in Microsoft Word format.  MEBT, at its discretion, may make additional copies of the proposal for the purpose of evaluation only.  The original proposal sent to Bellevue City Hall will include original signatures, in ink, by authorized personnel, on all documents that require an authorized signature.
Section 2.  Terms and Conditions

2.01 Questions/Clarifications Regarding the RFP

No oral interpretation or clarification will be made as to the meaning of RFP documents except as provided for in Section 1.05 of this RFP.   Written requests for interpretation/clarification shall be addressed to the RFP Coordinator. 
2.02 RFP Addendums

MEBT reserves the right to change the RFP schedule or issue addendums to the RFP at any time.  MEBT also reserves the right to cancel or reissue the RFP. All such addenda will become part of the RFP.  In the event that it becomes necessary to revise any part of this RFP, MEBT will issue the addenda on the MEBT website.  It is the proposing party’s responsibility to confirm as to whether any addenda have been issued. 

2.03 Withdrawal of Proposal

Proposals may be withdrawn at any time prior to the submission time specified in Section 1.09, provided notification is received in writing.  Proposals cannot be changed or withdrawn after the time designated for receipt.

2.04 Rejection of Proposals

MEBT reserves the right to reject any or all proposals, to waive any minor informalities or irregularities in the submittal and evaluation process, and to accept any proposal deemed to be in the best interest of MEBT.

2.05 Proposal Clarifications and Modifications

MEBT reserves the right to request that any proposing party clarify its proposal or to supply any additional material deemed necessary to assist in the evaluation of the proposal.

Modification of a proposal already received will be considered only if the request is received prior to the submittal deadline. All modifications must be made in writing, executed and submitted in the same form and manner as the original proposal.

2.06 Proposal Validity Period

Submission of a proposal will signify the proposing party’s agreement that its proposal and the content thereof are valid until January 1, 2010 unless otherwise agreed to in writing by both parties. The proposal may become part of the contract that is negotiated between MEBT and the successful party.

2.07 Proposal Signatures

1) An authorized representative must sign proposals, with the proposing party’s address, telephone and email information provided. Unsigned proposals will not be considered.

2) If the proposal is made by an individual, the name, mailing address and signature of the individual must be shown.

3) If the proposal is made by a firm or partnership, the name and mailing address of the firm or partnership and the signature of at least one of the general partners must be shown.

4) If the proposal is made by a corporation, the name and mailing address of the corporation and the signature and title of the person who signs on behalf of the corporation must be shown.

5) MEBT reserves the right to request documentation showing the authority of the individual signing the proposal to execute contracts on behalf of anyone, or any corporation, other than himself/herself. Refusal to provide such information upon request may cause the proposal to be rejected as non-responsive.

2.08 Contract Negotiation

MEBT reserves the right to negotiate all elements of the requirements, submittals, proposals, terms and conditions, and/or scope of services as part of the contract negotiation process prior to any formal authorization of the contract by MEBT.

2.09 Public Records

We want to encourage all qualified applicants to respond to this Request for Proposal.  To help you feel comfortable with our process, we would like to provide you a clear understanding of how we intend to handle your materials and proposals.  As you are likely aware, MEBT is considered to be a Public Agency.  As such, some records we receive through the selection process could be subject to public disclosure laws with the exception of records that fit under the “trade secrets” or “deliberative process” exemptions.  Pursuant to those exemptions, we intend not to share your proposals/materials which may include trade secrets prior to completion of the deliberative process when we have made a final decision on the successful firm.  Even if, prior to the final decision, we receive a request for records which may not apply to trade secrets, we will provide notice to the firm whose materials are being requested and we will give an opportunity for the firm to intervene and say why the materials meet an exemption under the law and should not be released.  If the firm believes the request to fall under the “trade secret” exemption, we will allow two weeks for the firm to file an injunction.  Additionally, the target firm would have a reciprocal opportunity to request materials from the firm originally making the request.

2.010  Non-Endorsement

The successful party agrees to make no reference to MEBT in any literature, promotional material, brochures, sales presentation or the like without the express written consent of MEBT.

2.011 Insurance Requirements

The successful party shall maintain insurance that is sufficient to protect their business against all applicable risks, as set forth in MEBT’s Standard Insurance Requirements (Appendix “B”).  Please review insurance requirements prior to submitting a proposal.  If successful party is unable to meet these standard requirements, please note current or proposed levels of insurance coverage in submittal.  Standard requirements may be negotiated if it is in the best interest of MEBT. 

2.012 Ownerships of Documents

Any reports, studies, conclusions and summaries prepared by the successful party shall become the property of MEBT.

2.013  Confidentiality of Information

All information and data furnished to the successful party by MEBT, and all other documents to which the successful party’s employees have access during the term of the contract, shall be treated as confidential to MEBT. Any oral or written disclosure to unauthorized individuals is prohibited.

Section 3.  Requested Services
3.01
Duration of Services

The term of the contract with the successful party shall be from the date of execution of the contract for two years with two optional one-year renewals, with 60-day termination clause for cause.

3.02
Company Information

The forms referenced below must be submitted with the proposal. Those areas that do not apply to your proposal, please mark with an N/A - do not leave any space blank.

Proposal Form – Complete Form #1
Company Information – Complete Form #2
Client References - Complete Form #3
3.03
Performance Expectations

If the proposing party has had a contract terminated for default during the past five (5) years, all such incidents must be described. “Termination for default” is defined as notice to stop performance due to the proposing party’s non-performance or poor performance, and the issue was either (a) not litigated; or (b) litigated and such litigation determined the proposing party to be in default.

Submit full details of all terminations for default experienced by the proposing party during the past five (5) years, including the other party’s name, address and telephone number. Present the proposing party’s position on the matter. MEBT will evaluate the facts and may, at its sole discretion, reject the proposal if the facts discovered indicate that completion of a contract resulting from this RFP may be jeopardized by selection of the proposing party.

If the proposing party has experienced no such termination for default in the past five (5) years, so declare.

If the proposing party has had a contract terminated for convenience, non-performance, non-allocation of funds or any other reason, which termination occurred before completion of the contract, during the past five (5) years, describe fully all such terminations, including the name, address and telephone number of the other contracting party.

3.04
Compensation

Present detailed information of the proposed fee schedule for the requested scope of services and for any variation for services not identified in the scope of services.  Please show all fees inclusive of Washington state sales tax and any other applicable governmental charges.   Please provide specifics for all proposed services not originally identified in the requested scope of services.

Payment by MEBT for services will only be made after the services have been performed, an itemized billing statement has been submitted in a format specified by MEBT which shall specifically set forth the services performed, the time period the services were performed, the name of the person(s) performing such services, and the hourly labor charge rate for such person (if applicable).  Payment shall be made thirty (30) days from the date of invoice.  Any unauthorized work outside of final contract scope of services will not be paid
3.05 Submittal Requirements

Responses to this Request for Proposals should include the following information: 
1) Proposal Form – Form #1
· Please note any exceptions that you will be taking to this RFP

· The form must be signed by the representative authorized to bind the proposing party contractually.

2) Company Information – Complete Form #2
3) Client References – Complete tables on Form #3 

3.06
General Questions – to be answered by all Respondents

I. Organization and Background

1. Please provide a brief history of your organization including the following:

· Year founded

· Firm’s ownership structure

· Credit rating of firm  (if applicable)
· Number of years providing proposed business(es)

· Total number of firm employees

· Major organizational issues/changes within the last three (3) years

· Insurance rating if firm is an insurance carrier

2. Please describe the current structure and size of your organization.  Please provide an organizational chart(s).

3. Does your organization maintain a code of ethics?  How does your organization train employees to live by the code of ethics and ensure the highest level of integrity?  What measures of enforcement are instituted for breaches of the code?  Please provide a copy of your code of ethics.

4. Please discuss the level of key employee turnover by your organization during the past three (3) years.  Please discuss the cause of any employee turnover.

5. How are you organized to deliver exceptional customer service?  Who is your customer? 

II. Client Service

1. Please discuss the following regarding the Account Manager who would be assigned to the MEBT account:

· Name

· Office Location

· Hours of availability

· Brief biography, including experience and training

· Number of current clients assigned to Account Manager

· Number of hours spent away from the office and accessibility (is the absence seamless?)

· Describe the service delivery team and who/how processes are delivered when the Account Manager is unavailable

· Describe who is available to serve as backup

2. Will the Account Manager and/or staff acknowledge email/phone inquiries from MEBT’s staff within 1 business day?   MEBT requires that, at the very least, the Account Manager (or knowledgeable team member) will commit to acknowledging the email/phone inquiry within 1 business day, even if the final resolution will take longer. 

3. Please provide an example of how your firm has coordinated with different parties, including but not limited to, client’s staff, client’s outside investment consultant, client’s auditors, client’s attorney, etc. to enhance your client’s experience and bring the best to the table for your client. 

4. How do you monitor client satisfaction?  Participant satisfaction?

5. Why does your organization believe its client service team has a competitive edge?

III. Fiduciary Responsibility 

1. During the past seven (7) years, has your organization been subject to any governmental regulatory or law enforcement agency’s investigation, examination, or other proceeding directly involving the organization, its owners, or employees other than such examination or other proceedings as are routinely conducted in the ordinary course of the firm’s business. 

2. List all insurance coverage relevant to providing Consulting Services.  Please indicate the type and amount of coverage.  Please refer to Appendix B– Preferred Insurance Coverage Provisions for our preferred minimum insurance requirements.

3. Please describe any potential or actual conflicts of interest your firm may have in servicing MEBT.

IV. Existing Clients – Statistics & References

1. Please provide a minimum of three (3) client references of plans similar to MEBT, to which you have acted as Consultant.  Please describe the circumstances of your engagement and include the following:  Company name, contact name and title, telephone number, number of participants, total plan assets, and length of relationship.

2. How many public fund clients does your organization currently service?  Please briefly describe the services you provide.

3. What size Defined Contribution Plans do you serve?  Please fill out the following charts:
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4. May we speak with clients that have decided to terminate your services?  Please complete the following charts indicating the total number of clients who have left your firm in the last 3 years.

	 
	2008
	2007
	2006

	Total # of DC Plans
	 
	 
	 


3.07 
General Questions – Consulting 
I.
Conversion & Implementation

1. Please describe your experience managing Recordkeeper transitions for retirement plans.
2. What unique skills/services would you bring to coordinating a transition for MEBT to a new Recordkeeper?
3. Using the Appendix C - Proposed Timeline, how would you add value to the process?
4. What dedicated resources will you provide to assist the transition/conversion process prior to and after the transition date?

5. Of the Recordkeeper conversions you managed in the last two years, what percentage was completed on time (and how long was this time?)  If a conversion was not completed on time, what was the reason for the delay?

6. Of the Recordkeeper conversions completed in the last two years, what errors have you seen, and how have you anticipated or corrected them?

7. How (if at all) will MEBT Plan Administration be involved?

II. Communications Materials

1. Please describe your experience preparing or editing the following pension plan documents

· Summary Plan Descriptions

· Enrollment/Election Forms

· Distribution Forms

· Hardship Forms

· Other

2. Please describe your experience preparing or editing:
· High-level plan descriptions for new employees

· Website materials

· Recordkeeper transition announcement materials

III. Fees
Contractor/consultant understands the contract total may not exceed $35,000, and is anticipated to be less. 

	Item
	One-time Fee
	Ongoing Fee

	Consulting Fees
	
	

	Recordkeeper Transition Management
	
	

	Plan document drafting and/or amendments
	
	

	Other
	
	

	
	
	Guarantee Period

	Fee quote good until
	01/01/2010
	

	Fee quote guarantee period
	
	


Section 4. Proposal Evaluation

4.00
Evaluation Procedures

Proposals will be evaluated by the Selection Committee. The Selection Committee will consider the completeness of a proposal and how well the proposal meets the needs of MEBT. Evaluations will be based on criteria as outlined in Section 4.02. All proposals will be evaluated using the same criteria.

4.01
Scoring and Evaluation Factors

· A firm who would be a value-added team player working effectively with consultant/provider team

· Quality, accuracy, timeliness and service with a customer-focused culture

· Experienced/well-trained staff who can handle diverse plans and highly involved plan sponsors

· Experience in our size “fit” not smallest or biggest fish in the pond
· Experience in the service areas we are requesting.
· A firm who can make a realistic commitment of staff to support these high expectations

The evaluation factors reflect a wide range of considerations. While cost is important, other factors are also significant. Consequently, MEBT may select other than the lowest cost proposal. The objective is to choose the proposal that offers the highest quality services that will achieve the MEBT’s goals and objectives of the requested services within a reasonable budget.

Evaluations will be based on criteria as below.  All proposals will be evaluated using the same criteria.
	Evaluation Criteria

	Responsiveness/Completeness of Proposal (i.e., were all the forms completed and everything included that was required by the RFP)

	Experience/Qualifications (i.e., experience working within the requested service areas; experience working with governmental entities, ability to successfully complete the scope of services on time and on budget; ability to successfully work with MEBT staff; references)

	Scope of Services (i.e., did the proposal show an understanding of what it will take to successfully achieve the goals and objectives of the requested services; did the proposal offer any revisions and/or modifications to the draft Scope of Services that would better serve MEBT  or limitations that would not well serve MEBT?

	Cost (i.e., is the cost reasonable for the scope of services proposed; does the cost provide good value)


4.02
Presentations, Committee Interviews and/or Additional Information/Reviews

After the proposals are evaluated, the Selection Committee will hold formal interviews. MEBT may choose not to require formal presentations or interviews. MEBT may choose to contact others regarding the proposing party, their prior work experience and their ability to successfully complete the scope of services. MEBT may request clarification or additional information from a proposing party in order to assist in MEBT's evaluation process.  Finally, MEBT may require changes in the scope of services as deemed necessary by MEBT, before execution of the contract.


4.03
Final Selection

The Selection Committee will formulate their recommendation for award of the contract, and forward their selection to the MEBT Trust Committee for approval.  

4.04
Contract Award and Execution

MEBT reserves the right to enter into a contract without further discussion of the proposal submitted.  Therefore, the proposal should be initially submitted on the most favorable terms the proposing party can offer.  MEBT preferred contract provisions are provided in Appendix A and Appendix B.  Please review these preferred provisions prior to submitting a proposal.

The foregoing should not be interpreted to prohibit either party from proposing additional contract terms and conditions during the negotiations of the final contract.

The RFP document and the successful party’s proposal response, as amended by agreement between MEBT and the successful party, including email or written correspondence relative to the RFP, may become part of the contract documents.  Additionally, MEBT may verify the successful party’s representations that appear in the proposal.  Failure of the successful party to perform as represented may result in elimination of the successful party from competition or in contract cancellation or termination.

The successful party will be expected to enter into a contract with MEBT. If the successful party fails to sign the contract within 7 calendar days following notification of intent to contract, MEBT may elect to negotiate the contract with another party.

MEBT shall not be bound, or in any way obligated, until both parties have executed a contract.  No party may incur any chargeable costs prior to the execution of the final contract. 

Proposal Form #1

To : 
MEBT

From:





 Company Name







 Company Address






 City, State, Postal Code






 Telephone Number






 Email Address

1. Proposal:

2. Exceptions:

Except as noted below, the undersigned hereby agrees to comply with all the terms and conditions put forth in MEBT’s Request for Proposal, including the ability to meet the preferred insurance coverage provisions and preferred contract provisions in Appendices A and B.
Signed: 






Dated: 





Title: 








Company Information Form #2

Company Name: 



                                                      


Home Office Address: 


                                                         



Washington Business Address: 









Website Address: 











Name, Title, Address, Telephone Number, FAX Number and Email Address of the person to be contacted concerning the proposal:

If Applicable, Name of the Parent Company: 

Home Office Address, Telephone Number and Website Address of the Parent Company:

Describe the parent company's relationship with the proposing party:

If applicable, does the person signing the proposal have the authority to sign on behalf of the proposing party?






Yes


No

Names of companies that will share significant and substantive responsibilities with the proposing party in performing the scope of services under the contract:

Client References Form #3

Client References #1 

	Client Name
	

	Contact Name
	

	Title
	

	Phone Number
	

	Email Address 
	

	Type of Services Provided
	

	Services Provided Similar to MEBT’s Scope of Services?
	( Yes – Explain similarities:

( No


Client References #2 

	Client Name
	

	Contact Name
	

	Title
	

	Phone Number
	

	Email Address 
	

	Type of Services Provided
	

	Services Provided Similar to MEBT’s Scope of Services?
	( Yes – Explain similarities:

( No


Client References #3 

	Client Name
	

	Contact Name
	

	Title
	

	Phone Number
	

	Email Address 
	

	Type of Services Provided
	

	Services Provided Similar to MEBT’s Scope of Services?
	( Yes – Explain similarities:

( No
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