MUNICIPAL EMPLOYEES’ BENEFIT TRUST 

(MEBT)

REQUEST FOR PROPOSAL

RFP

MEBT Record Keeper / 

Master Custodian / Trustee / Full Fund Accounting

Issue Date:  January 16, 2008
Due Date and Time:  February 21 @ 4:00 pm 

REQUEST FOR PROPOSAL

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

MEBT Record Keeper / Master Custodian / Trustee / Full Fund Accounting

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



Date:

February 21, 2008


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 16th day of January, 2008.

Jillian Hostenske

Retirement Services Manager

Published: 
Puget Sound Business Journal January, 18, 2008
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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 $475 million (as of 10/31/07) for close to 5,000 members in the Cities of Bellevue, Edmonds, Federal Way, Kirkland, Mill Creek, Redmond, and Woodinville. Although the investments are jointly managed by the MEBT Board, each city 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 a Record Keeper, Master Custodian, Trustee and Full Fund Accounting services for the Trust.

1.03
  Background

A Pacific Northwest 401(a) Trust is seeking to gather information on recordkeeping and master custodian/trustee services.  The Municipal Employee Benefit Trust (MEBT) is testing the market as part of their due diligence process and is satisfied with their current providers.  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 $475 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 2006.  There are currently approximately 5000 accounts that require recordkeeping including current employees, retirees and terminated employees.  Current eligible employees are approximately 3,700.

MEBT is currently utilizing an unbundled approach with separate record keeper, master custodian/trustee, legal counsel, auditor and investment consultant.  This RFP is not limited to unbundled or bundled providers only.  MEBT is considering both approaches.  The only services requested in this RFP are recordkeeping and master custodian/trustee/full fund accounting. 

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 1200 participants invested in MEBT II, which include mostly part-time employees although employees nearing retirement may also participate.  MEBT II is approximately $6 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 $475 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 is in the process of moving 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 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(ies) 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(s) or individual(s) awarded the contract.

1.05
  RFP Coordinator/Communications

Upon release of this RFP, all communications should be directed in writing to the RFP Coordinator and MEBT's Investment Consultant 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.  Please copy both the RFP Coordinator and MEBT's Investment Consultant on any questions, inquiries and responses to this RFP. 

RFP Coordinator for this RFP will be:

Name:
Jillian Hostenske

Address:
MEBT - City of Bellevue



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



Mailing - P.O. Box 90012, Bellevue, WA 98009-9012

Telephone:
425-452-7676 
E-mail:
Jhostenske@bellevuewa.gov
MEBT Investment Consultant for this RFP will be:

Name:
Trent Sanden
Address:
UBS Institutional Consulting


925 4th Ave Suite 2000



Seattle, WA 98104

Telephone:
206-628-6501 
E-mail:
trent.sanden@ubs.com
1.06
Preliminary Schedule

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

	Release RFP
	January 16, 2008 – 4:00pm

	Questions (if any) Due
	January 22, 2008 – 4:00pm

	Pre-Submittal Conference
	January 28, 2008 – 12:30-2:30pm

	Proposal Responses Due
	February 21, 2008 – 4:00pm

	Proposal Evaluation Complete
	April 22, 2008

	Interviews at MEBT (tentative)
	May 20-21, 2008

	Site Visits
	June 12-20, 2008

	Announce Apparently Successful Party
	July 23, 2008

	Complete Contract Negotiations
	October 1, 2008

	Conversion
	Oct 1 – Dec 31, 2008

	Transition Complete
	December 31, 2008


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, if any, must be submitted separately. 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.

Proposals will be accepted for recordkeeping services only, master custody/trustee/full fund accounting services only or both services bundled.  Section 3.07 shall be completed by all firms submitting proposals, while Section 3.08 shall be completed by those firms proposing master custody/trustee/full fund accounting services only and Section 3.09 shall be completed only by firms providing recordkeeping services.

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 and the MEBT's Investment Consultant no later than February 21, 2008 at 4:00pm Pacific Standard 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


P0 Box 90012

Bellevue, WA 98004


Bellevue, WA 98009-9012


Ph: (425) 452-7676


Jhostenske@bellevuewa.gov

MEBT Investment Consultant

Trent Sanden

UBS Financial Services, Inc.


925 4th Ave. Suite 2000


Seattle, WA 98104


206-628-6501


Trent.sanden@ubs.com
1.10
Required Number of Proposals

Six (6) completed proposals must be received at Bellevue City Hall and three (3) completed proposals must be received by MEBT's Investment Consultant 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, 2009 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 “A”).  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.

2.014  Indemnification
The successful party shall hold harmless, defend, and indemnify MEBT and MEBT’s officers, agents, and employees against any liability that may be imposed upon them by reason of the successful party’s failure to provide compensation coverage or liability coverage.

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 three years with two optional one-year renewals unless a five-year contract is more advantageous (to be discussed and negotiated), 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

· Number of years providing proposed business(es)

· Total firm assets as of 9/30/07

· 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. Do you have a SAS 70 Level II audit report for the systems and processes that would be used to provide Record keeping/Trustee/Master Custody services for MEBT?  Briefly list and describe the nature of internal control exceptions reported in your most recent SAS 70 Level II audit report related to the system your firm is proposing using for MEBT.  What steps have been taken to correct the errors or otherwise improve internal controls?  Please provide a copy of the most recent SAS 70 Level II audit report issued. 

5. 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.

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

7. Please describe the firm’s experience with turnover of personnel.  What is your firm going to do in the future with regards to employee turnover?  Has ownership of your firm recently changed?  If so, how will it affect your ability to perform the services we need?  

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 Master Trust/Custody and/or Recordkeeping Services.  Please indicate the type and amount of coverage.  Please refer to Appendix A – Preferred Insurance Coverage Provisions for our preferred minimum insurance requirements.

3. To what extent are you willing to acknowledge, in writing, your acceptance of responsibility as a Fiduciary for the services you provide to MEBT?

4. Define your organization’s fiduciary responsibility, as it would pertain to MEBT.  Specifically, what are the scope, depth and limitation of such fiduciary conduct relative to all services required by this RFP (master custody/trust, record keeping, etc)?

5. Please describe your firm’s policy on any error for which you may be responsible that results in financial loss to the plan, a participant and/or the sponsor.  Does your firm’s policy include paying for the costs of other parties necessary to make the correction (including outside attorneys’ fees, record keeping, investment consultant) as it pertains to the error that you were responsible for?  What is your firm’s policy on communicating the error to MEBT’s participants?  What is your firm’s policy on communicating any error you discovered to MEBT?  

6. Please provide documentation of how you (or you and the client) communicated an error committed by your firm to the plan participants.

7. Do you have knowledge and experience with the Washington State regulations covering investments and 401(a) Plans?  What role would you take to ensure that the plans comply with changing legislative and regulatory requirements?  What consulting services or assistance can you provide for legal and plan related issues?  What resources do you have to obtain legal opinions or interpretations of laws and regulations?

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

9. Does your firm have any relationship with UBS Financial Services, PRIME Asset Consulting or any person employed by UBS Financial Services which would create a conflict of interest or the appearance of a conflict of interest to any client or potential client of PRIME Asset Consulting?

IV. Technology/Systems/Research & Development

1. What platform(s) do your systems run on?  What are your systems’ capabilities (hardware and software)?  How long has the current hardware been in place?  Do you plan to upgrade your systems in the near future?  What is the process of notification to clients prior to any major system upgrades?  Please describe the nature of your last major platform upgrade.

2. Has the security of your website services ever been breached?  If so, describe the nature of the breach and the necessary correction.  Also, describe the modifications made to ensure such a breach does not occur again.

3. What are your security procedures that protect confidential information as it pertains to MEBT, especially with respect to unauthorized access to data?  Please describe in detail all security measures and data encryption.  Please describe your notification process should a breach occur.  If a breach and/or any unauthorized access occurs as it pertains to MEBT, does your firm have insurance to cover all damages related to the breach?

4. What was the longest duration of any outage (e.g. power outage, server outage, or any sort of unplanned disruption) within the last three (3) years, and what is the average duration of such outages?  What monitoring tools and processes are in place to notify you of outages or slowdowns?  What have been the cause(s) of such failures and outages within the last three (3) years?  What is the process for notification of outages?  What processes and procedures are in place to prevent as well as rectify such failures and outages?

5. Describe your disaster recovery plan and procedure.  Specifically, what backup and recovery capabilities are in place in case of a catastrophic systemic malfunction and/or serious non-systemic emergencies (e.g. fire, floods, power outage, earthquake, etc)?  Has this plan been tested, and if so, when?  What have been the results of any such tests?  Where are the backup systems located?

V. 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 Record Keeper and/or Master Custodian/Trustee and/or both.  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.

	 
	2007
	2006
	2005

	Total # of DC Plans
	 
	 
	 


3.07 
General Questions –  For Master Custody / Trust / Full Fund Accounting Only

I. Internal Controls 

1. Please provide an overview of your firm’s master custody, trustee, and full fund accounting capabilities.

2. Please provide a brief overview of the internal control environment of your organization.

3. Please describe the process your organization uses to evaluate the effectiveness of internal controls and the ongoing monitoring of the internal controls.  Specifically, how does your organization assure that Master Trust/Custody services are provided in accordance with proper standards of care, regulatory requirements, and the executed service agreements?

4. Does your organization employ an internal audit department?  If so, to whom does this department report?  How often are internal audit reviews performed on custody and fund accounting services?

5. Describe the internal audit staff including:

· Number of staff

· Professional qualifications of staff (CPA, CIA, etc)

· Training in securities and operations

· Safekeeping, custody control

· Asset reconciliation

· Vault (physical assets)

· Security operations

· Systems data processing controls (e.g. systems access, program change controls)

· General systems control review

6. Please describe your internal controls related to daily reconciliation of positions and cash.

7. Please discuss the frequency of custodian to sub-custodian reconciliations for cash and shares.

8. Briefly discuss your organization’s policy and procedures for assuring that clients’ assets are properly held in safekeeping and positions are accurately maintained electronically.  In other words, how does your organization know that the client truly has what you say they have?  Include information on segregation of assets and distinctions between physical and book entry positions.  How often does your organization reconcile the accounting positions to the custody positions?  At what point are clients notified of exceptions?

9. How does your firm keep up to date on legislative changes?  How do you update your clients?  What is the timing and process for system changes required by changes in legislation once the legislation is announced?


II. Pricing/Striking Daily NAV

1. What are your primary sources for pricing publicly traded stock, bonds, ordinary shares international fixed income bonds, ADRs, convertible securities, straight high yield debt, etc?  Are there any securities that your firm cannot price daily?  If so, please explain.  Are there any securities that your firm finds are difficult to price daily or create difficulty in pricing in general. If so, please explain.   

2. Please describe any secondary or back up pricing methods that are in place.

3. Please describe how your organization prices difficult to price securities (e.g. infrequently or illiquid traded securities).

4. Do you apply any threshold level for pricing discrepancies?  For example, are there times when an error in pricing would not be fully corrected at the participant level  (e.g., If you valued a security at $100x and it should have been $105x)?

5. Please describe control procedures in place to ensure that individual securities are priced accurately.  Does someone or an automated system perform a “reasonableness” check to ensure that securities are priced accurately?  How often is the “reasonableness” check performed?  Please refer to Appendix D – Current Managers, Assets and Transactions for a list of MEBT’s managers and assets as of 12/31/07 and total transactions for each manager.

6. Are monthly and daily valued clients serviced on the same system?  Please describe any differences.  Please describe the online access to the system(s). 

7. Please describe your organization’s process of striking the unit price to pass to the record keeper.  At what time of day will your organization strike the NAV to pass onto the record keeper to execute the participant trades?  If this NAV should change, how is it handled?

8. Does your organization have the ability to accrue investment manager fees for separately managed accounts (SMAs) or any additional fees as specified by MEBT ?  

III. Pricing Errors
1. Describe what constitutes a pricing error? Describe the acceptable methods to deal with a pricing error and how you would discover and communicate the error.  Are there pricing errors that you feel should be borne by the Plan or Participants because the cost to correct them does not merit the expense to correct.  Please describe in detail.

2. If one of your pricing sources, such as Bloomberg, IDC, or the sub-custodian, passes an incorrect price, does this constitute an error?  Who is responsible for paying for all costs associated with the pricing discrepancy/error?  Describe what you think are acceptable correction methods and whether IRS or DOL approval is necessary.  

3. Please describe three (3) past pricing errors that occurred at your organization within the last three (3) years.  If none, please describe any you have experienced in the last 5 or more years.  How were the pricing errors identified and corrected?  What was the lag time between the pricing error occurring, identifying that an error had occurred, and correcting the pricing error to the client’s account?  Please describe how many pricing errors have occurred in the last 3 years.  If none, please describe any you have experienced in the last 5 or more years.

4. If there is a pricing error, what is your policy regarding the following:  client notification, payment for loss of earnings plus interest, payment for MEBT’s other service providers, IRS fees, attorney fees, etc to correct the error? 

5. Are all transactions re-posted back to their error date?  Who absorbs all fees for the record keeper, additional legal counsel, etc.?

6. What does your organization do to ensure that the same type of pricing error is not repeated in the future?

IV. Relationship with Investment Manager

1. Can you accommodate total open architecture, including mutual funds, separately managed accounts, and commingled trust fund selection?  Can MEBT choose any investment they want, which may not include any proprietary funds?   If you have a proprietary fund requirement, please explain.

2. Can your firm accommodate the current investment lineup, including separately managed accounts (SMAs), mutual funds (MFs), and commingled trust fund (CTF), in Appendix D?  If no, please explain.

3. Who is responsible for notifying the investment managers of the separately managed accounts of deposits and/or withdrawals?  If the Master Custodian/Trustee is responsible, will your firm commit to being financially responsible for loss of earnings and interest and additional MEBT attorney fees if an oversight occurs and the manager is not informed within a reasonable time?  

4. Can your firm price potential new investment vehicles, such as mutual funds, commingled trust funds, and separately managed accounts?  Please explain any inabilities to accommodate new investment vehicles. 

5. Please describe, in detail, your revenue capture and revenue sharing capabilities.  

6. Who is responsible for tracking and collecting revenue sharing fees?

7. Are you willing to provide a quarterly report declaring any and all revenue generated by the plan?  This includes, but is not limited to, finder’s fees, 12-b-1, sub transfer agent, shareholder service fees, etc.  Please provide a sample report.

8. Will you provide “Full Disclosure” of all fees and revenues associated with the Plan, including, but not limited to sub-transfer agent agreements, finder’s fees, 12-b-1 fees, trailers, mutual fund expense ratios, sub-advisory fees, etc.?

9.  Will you provide a revenue sharing capability to offset plan admin fees, audit fees, legal fees, investment consulting fees and other plan related fees?

V. Class Action Lawsuits

1. Describe your organization’s procedures for identifying, reporting, collecting, and accounting for proceeds from class action securities lawsuits or other litigations.  Specifically comment on the following:

· How your organization would identify class action securities lawsuits affecting MEBT, including your standard sources of information about new lawsuits and settlements of pending lawsuits;

· How you would notify MEBT and the pertinent investment managers of new lawsuits and settlements of lawsuits;

· Whether, and if so, how you would file proofs of claim for securities class action proceeds on behalf of MEBT.

· Whether, and if so, how, you would report and account for proceeds collected on behalf of MEBT;

2. Describe the reporting capabilities your organization has regarding tracking class action securities lawsuits, including pending filings and settlement information.

3. If awarded the Master Custody/Trustee Services agreement, what role would your organization play in class action lawsuits for securities transactions that occurred prior to January 1, 2009?  Would you process filings on MEBT’s behalf?

4. For how long do you maintain records of trading history?  In what medium(s)?

5. After termination of a client relationship, does your organization provide former clients with trading history for class action filings?  Is there a fee associated with providing this information?

6. Does your organization file claims on former clients’ behalf when the class action period was within the time your organization was their custodian?  Is there a fee associated with providing this service?

VI. Proxy Voting

1. Do any existing clients utilize Institutional Shareholder Services, Inc. for proxy voting?  What other vendors do you have a relationship with for proxy voting services?

2. MEBT currently owns 3 mutual funds and 1 commingled trust fund.  Who is/should be responsible for voting the proxies?    To what location would your organization mail proxy votes (e.g. client, record keeper, no mailing because Master Custodian/Trustee would vote, etc)?  

3. If Master Custodian/Trustee will vote proxies, do you accept fiduciary responsibility for doing so?

VII. Reporting & Statements

1. Please include samples of the following deliverables and report in business days your best estimate for delivery of the following:  

· Monthly Master Custody Statement

· Annual Certified Trust Statement

· Standard Master Custodian/Trustee Package 

2. Please describe your standard audit package and provide samples.  Will there be additional fees if MEBT’s auditors request additional reports not included in your standard audit package?  Please refer to Appendix E for a list of standard audit reports needed by MEBT’s auditors.  Can you provide these items to MEBT’s auditors?

3. Can your firm provide UBS Financial Services/PRIME Asset Consulting with a monthly electronic file with the following data for each investment manager (not aggregate):  buys, sells, income, withdrawals/contributions, fees, etc)?  What type of file (text, excel, etc) will you provide?  Please provide a sample of what you can provide.

VIII. Conversion & Implementation

1. Please describe your procedures and how the conversion would be handled when converting Master Custody/Trustee services to your firm.

2. Do you have a special team and/or department assigned to handle the conversion of new clients?

3. Please provide a sample, step-by-step process, including timeline, for converting a new client. 

4. What is the time commitment required of MEBT staff to facilitate the conversion to your firm?

5. What dedicated resources (personnel, equipment, training, consultants, etc), procedures and controls will you provide in the transition/conversion process prior to and after the transition date?

6. Of the Master Custody/Trustee conversions completed 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?

7. Of the Master Custody/Trustee conversions completed in the last two years, what errors have you seen, and how have you corrected them?

8. What support will be provided to automate the conversion process?  How (if at all) will MEBT Plan Administration be involved?

9. Please describe how unsettled transactions are handled in the conversion process.

10. Describe the level of assistance your firm will provide in any conversion from MEBT at a later date to a new provider and any costs.

IX. Fees

1. Please provide the following fee information assuming a three year contract.  Would there be any fee reductions assuming a five year contract?  If yes, please specify.

2. Please specify if fees are broken out by Master Custody, Trustee and Full Fund Accounting

	Item
	One-time Fee
	Ongoing Fee

	One-time Conversion & Setup
	
	NA

	
Base Fee
	
	NA

	        Other
	
	

	Ongoing Fees
	
	

	Master Custody Fees
	
	

	Trustee Fees
	
	

	Full Fund Accounting Fees
	
	

	Asset Based Fee
	
	

	Additional Investment Manager Fees
	
	

	Transaction Fees
	
	

	Fed Wire Fees
	
	

	Overnight Shipping Fees
	
	

	1099-R Fees
	
	

	Tax Filing Statements
	
	

	Other Consulting Fees
	
	

	Other
	
	

	
	
	Guarantee Period

	Fee quote good until
	01/01/2009
	

	Fee quote guarantee period
	
	


3. Will you commit to a fee guarantee or maximum annual increases for the first 5 years of the contract?

3.08
General Questions – only to be answered by Record Keeper Providers Administration

I. Administration

1. Would the Account Manager be available for an annual meeting/workshop and periodically as reasonably requested by MEBT? How would these be billed?   MEBT expects the Account Manager or firm representative to attend:

· Annual meeting with the MEBT Trust Committee

· Meeting with each MEBT Plan Committee

· Meetings with each MEBT Plan Administrator

· Meetings with MEBT’s auditors

· Benefit Fairs

· Other meetings as requested

2. Are there any plan provisions as specified by the 7 different cities in MEBT’s plan which would require special processes in administering?  Please refer to the matrix in Appendix F – Matrix of Plan Provisions and Participant Counts for additional information on each of the cities’ specific provisions.

3. Can you handle multiple money types for the segregation of pre-tax, after-tax, basic contribution, etc., as specified in Appendix G?  If you foresee any problems, please explain.

4. Please describe your capabilities for electronic data collection/archiving etc.  How user-friendly is your data collection system?  Would city staff have search capability to access the information and create reports?  

5. If we move to a future vendor, how easy will it be to move the data you have created?  Will you make the commitment to maintain the data in an up-to-date searchable format that can be easily transmitted to the next vendor or MEBT?

6. Because MEBT is ultimately the "owner" of the files and the data, are you able and would you be willing to provide data to MEBT for long-term storage?

7. Are you able to receive data from prior record keeper that are stored on microfiche and are you willing to search such files as needed for QDROs, hardships, etc?

 

8. Will your firm require all cities to use your forms or can you accommodate each of the cities’ different forms?

9. Does your firm have the ability to handle payroll contributions from each of the 7 cities, including contributions at various times during the month and various methods (e.g. ACH, wire, check, etc)? 

10. What are your standard edit procedures for employee payroll and indicative data?  What audit/validation steps do you take in order to ensure accurate data?

11. Please describe your process for coordinating your services to each of the 7 cities’ human resources department.

12. Does your firm have the ability to administer the life insurance and disability as illustrated in Appendix F and H?  Do you foresee any potential problems?  If so, please explain.  Note, Survivor Life and LTD are provided outside of the retirement plan but are part of the contribution formula.  Life insurance at Edmonds is held in the Plan and is straight term life insurance.  The proceeds flow through the Trust but retain their character as life insurance proceeds on distribution. Life Insurance at Woodinville is held outside the Plan, but employees are given credit for the contribution.   

13. Each city has a different contribution and matching calculation.  Please elaborate if you foresee any potential problems with using a different calculation formula for each city.  

14. Do you have the ability to track employment status – identify events that create ineligibility, track rehires and reinstate plan participation and vesting?

15. Can you calculate different vesting schedules and vesting computation methods for each of the 7 cities (e.g. some cities’ vesting schedule is that a participant work X number of hours/month, other cities require X number of years, etc)?  Please refer to the matrix in Appendix F.  

16. Are you able to administer rollovers and direct transfers among cities and particular vesting agreements that carry over between the cities?

17. Can you accommodate different “types” of participants (e.g., retired and not contributing vs. still employed and contributing)? 

18. Are you able to maintain a history of forfeited accounts for terminated participants? 


19. How do you handle Qualified Domestic Relations Orders (QDROs)?  What sort of legal review do you provide?

20. For QDROs, it may become necessary to go back and do a calculation on historical data for a participant.  Are you able and willing to back-load data if this becomes necessary?  At what level of detail?  Is there an extra fee for this service?

21. Please describe how you would handle a hardship withdrawal.  Can this be completely outsourced or would MEBT need to be involved in the process?

22. What would your firm provide to MEBT’s auditors?  Can you provide the audit reports listed in Appendix E?

23. If MEBT chooses to go to a participant directed plan where the participant has a choice over the investment allocation, can your firm accommodate this?  Please explain.

24. In the future, MEBT would like to consider automating and fully outsourcing several of the manual processes that are in existence today.  Please describe how your organization would assist with the automation of the following processes:

· Ability of participant to change payroll contribution rate via the record keeper website

· Ability of participant to change beneficiaries via the record keeper website

25.  Please indicate whether your organization can provide the following outsourcing services and whether these services are part of your core services provided in your fee estimate:  

	
	Yes
	No
	Core or Additional Service

	· Setup of individual accounts (outside of the plan) for lost participants 

· Minimum distribution monitoring, calculation and payment

· Hardship withdrawal approval

· Catch-up Contribution calculations including extra catch-up

· Automatic distribution for terminated participant accounts less than $1,000 can be processed at employee’s request

· Approval of rollovers into plan

· Capacity to store hard copy and/or scanned beneficiary designation forms

· Beneficiary information stored on system

· Lost participant search


	
	
	


II.
Quality Control

1.  How is customer satisfaction monitored?  Please describe the process by which your organization responds to and uses client feedback on service issues, quality of reports, etc.

2. What are your performance standards for response time, administrative reports, participant statements and transaction processing?  How often do you currently meet these standards?  If standards are not met, are you willing to reduce your fees?

3. How is performance monitored for Account Managers assigned to a specific account?  How is their compensation tied to client satisfaction?

4. How many hours of training are provided for Account Managers and administrators each year?  How many hours for Defined Contribution Plans?  Please describe what types of licensing and certifications Account Managers are required to obtain.

5. If necessary, we would like audits on demand to be performed by an independent auditor.  Are you willing to work with an independent auditor?  Are you willing to pay for these services?

6. Describe your reconciliation procedures for daily processing.

7. What type of edits and error checks do you perform on the data submitted for the conversion as well as part of the ongoing routine?  How would you work with us to resolve discrepancies?  How are data errors and/or incorrect statement balances communicated to administrators?  

8. Do you have a privacy policy?  If so, please enclose a copy.
III. Compliance

1. Does your organization charge clients for system modifications required by legislative changes?

2. As MEBT evolves in the future, describe if your firm can accommodate plan provision changes made by each of the cities and/or MEBT.  Are there additional fees?

3. Please comment on your firm’s willingness to review each of the cities’ forms and summary plan descriptions.  Is there an additional fee?

4. Can the system monitor 415 limits if all data, including PERS and any other contribution that would go against the 415 limit is provided by MEBT to your organization?  Please describe.  Each city may participate in the state PERS and/or LEOFF system, have 457 Plans and a separate plan for a City Manager. 

5. Is your firm able to administer distributions of after-tax contribution amounts and the associated Income Tax Withholding (Variable) and 1099-R’s (after-tax)

IV. Communication

Participant Statements

1. How many business days after the end of a quarter will statements be mailed to participants?

2. Can participant statements be customized to MEBT’s benefit communication theme and logo?  Please describe other customization capabilities.

3. How do you ensure that participant statements are accurate?  Please describe the quality control/review of participant statements. 

4. Can you calculate personal rate of return and show beneficiaries on the quarterly statements? Please describe any limitations.

5. Please provide a sample participant statement.

Phone Center

1. Where is the call center located?  What hours would a customer service representative be available to answer participant questions?

2. Are there any plans in the future to move the current call center outside of the United States?

3. Please list the experience, training and credentials of the customer service representatives that would be available to answer participant questions.

4. Do participants access the system via a dedicated 800 number for MEBT or is the number shared with multiple plans?

5. What other languages besides English can your phone representatives accommodate?

Website

1. Please provide your website address and, a demo account which can be accessed.  Provide the IVR password and sample website password.

2. Please list the online services that would be available to MEBT as plan sponsor.

3. Does your website have the capabilities to “view only” for the participants?  (Current employees or those separated from service)

4. Can you post plan documents, outside reports, website links, or other information as requested by MEBT to your participant website?

Custom Reports for Plan Sponsor

1. Do you have the ability to provide reports with demographic plan data to MEBT?  Please list some examples of reports that you can run for MEBT.

2. Can MEBT run these reports via the Plan Sponsor website for ad hoc reporting?  How quickly can they be produced? 

3. Will you provide quarterly and annual financial statement(s) similar to those referenced in Appendix I?
4. Please provide samples of the following standard client reports as follows (note which can be customized):
· Financial statement (balance sheet, income statement) – quarterly

· Reconciliation to participant accounts – quarterly

· Distribution summary – quarterly

· Summary of participant accounts – quarterly

· Participation summary – quarterly

· Detailed plan/demographic summary – quarterly

· Telephone and Internet usage summary – quarterly

· Investment return and analysis and fund allocation information – quarterly

· Financial statements/auditors reports – annually

· Any other reports that are provided to client and/or participants.

How many days after the end of the quarter are these available?

V. Implementation/Transition

1. Please describe your procedures and how the conversion would be handled when converting MEBT to your record keeping platform.

2. Please provide a conversion timeline or guide, including an estimate of the total time required from the date your firm would be hired to the implementation of full services.  Include a chart of responsibilities.

3. What do you anticipate as the time requirement of MEBT’s staff from start of the conversion until transition is complete?

4. Who from your firm would assist in the conversion process?  

5. How many defined contribution plan conversions have you completed in the last three years? 

6. Of the conversions completed in the last two years, what percentage were completed on time?  If a conversion was not completed on time, what was the reason for the delay?  What is the time frame for on time?

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

8. What is your anticipated blackout period for MEBT’s conversion?  How do you propose communicating the blackout to MEBT’s plan participants

9. What type of new application, salary deferral authorization or re-enrollment is necessary for employees already participating in current 401(a) salary deferrals?

10. What is the de-conversion fee if the relationship with your firm is discontinued?

11. Please indicate whether your organization provides the following means of access for participants and which services are available through each:

	
	Interactive

Voice Response 
	Internet

Access
	CSR

	Inquiry
	
	
	

	Account balances 
	Yes/no
	Yes/no
	Yes/no

	Retirement Calculator
	Yes/no
	Yes/no
	Yes/no

	Current contribution rate information
	Yes/no
	Yes/no
	Yes/no

	Current account allocation 
	Yes/no
	Yes/no
	Yes/no

	Withdrawal information
	Yes/no
	Yes/no
	Yes/no

	Date and amount of last deposit
	Yes/no
	Yes/no
	Yes/no

	Transaction history 
	Yes/no
	Yes/no
	Yes/no

	General plan information
	Yes/no
	Yes/no
	Yes/no

	Retirement planning and educational information
	Yes/no
	Yes/no
	Yes/no

	Transactional
	
	
	

	New enrollments
	Yes/no
	Yes/no
	Yes/no

	Contribution rate changes
	Yes/no
	Yes/no
	Yes/no

	PIN changes
	Yes/no
	Yes/no
	Yes/no

	Requests
	
	
	

	Distribution/withdrawal forms
	Yes/no
	Yes/no
	Yes/no

	Beneficiary designation forms
	Yes/no
	Yes/no
	Yes/no

	Enrollment packages
	Yes/no
	Yes/no
	Yes/no

	Plan Descriptions
	Yes/no
	Yes/no
	Yes/no


VI. Fees

1. Please provide the following fee information assuming a three year contract.  Would there be any fee reductions assuming a five year contract?  If yes, please specify.

	Item
	One-time Fee
	Ongoing Fee

	One-time Conversion & Setup
	
	NA

	
Base Fee
	
	NA

	
Communications (materials and meetings)
	
	NA

	
Internet/IVR
	
	NA

	        Other
	
	

	Administration Base Fee
	
	

	Per Participant Fee
	
	

	
	
	

	System Fees
	
	

	
Computer
	
	

	
IVR access
	
	

	
Internet access
	
	

	
CSR access
	
	

	
Other
	
	

	
	
	

	Per Transaction Fees
	
	

	
Hardship withdrawal approval
	
	

	
Rollover approval
	
	

	
Domestic relations orders approval
	
	

	
DRO administration
	
	

	
Minimum distribution calculation
	
	

	
Distribution check 
	
	

	       Tax filing processing / 1099R submission
	
	

	
Other
	
	

	
	
	

	Compliance Fees
	
	

	
Contribution limits
	
	

	
Other
	
	

	
	
	

	Trustee Fees
	
	

	
Tax filing statements production
	
	

	
1099-R
	
	

	
Asset charge
	
	

	
Base fee
	
	

	
Non-mutual fund account fee
	
	

	
Outside investment fund account fee
	
	

	
	
	

	Reporting Fees
	
	

	
Client online access
	
	

	
Ad hoc report preparation
	
	

	
	
	

	Consulting
	
	

	Plan document drafting and/or amendments
	
	

	
	
	

	Other
	
	

	Fee quote good until
	01/01/2009
	

	Fee quote guarantee period
	
	


2. Will you commit to a fee guarantee or maximum annual increase for the first 5 years of the contract?

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

· Internet/paperless transaction capability with the ability to customized online participant statements

· Financial reporting and audit assistance

· Explore participant support such as enrollment process

· Ability to administer outside funds

· SAS 70 Level II annually on system

· Central location of service team with an effective support of “headquarters” group

· Reasonable cost

· 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 presentations/interviews and site visits. 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 B and Appendix C.  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 e-mail  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 28 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, B & C.

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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