RFP No. H-347-00 – Retirement Plan Services Proposal Questionnaire

EXHIBIT A

RETIREMENT PLAN SERVICES
PROPOSAL QUESTIONNAIRE
These questions and requests for information are designed to allow all prospective Offerors to consistently communicate the general type, character, and quality of the Retirement Plan Services offered.
A. COMPANY HISTORY

1. Provide age of company and brief company history, a list of regional office locations, and latest annual report.

2. Briefly discuss your organization's ownership and corporate structure.
3.
Provide a copy of Firm's license to do business in the State of Tennessee.

4.
List any special certifications, licenses, and affiliations for your organization.
5. How long has your company been involved in retirement plans?

6. How long have you been providing 457-type Plan services?

7. What services do you offer your 457 Plan clients?

a. Investment services

b. Trustee services

c. Record keeping services

d. Technical/consulting services

e. Employee communication services
8. What are the numbers of plans and participants using your 457 Plan services? 

9. What is the total amount of assets under your company's management?

10. What is your typical plan size in terms of participants?  In assets?

11. What is the current average 457(b) participant balance for all participants using your services?

12. Describe your commitment to the 457 Plan business.

13. What do you consider your major advantage in this market and why? 

14. Do you provide any service guarantees?

f. Administrative service guarantee

g. Participant guarantee

h. Compliance/audit proof guarantee
B. ORGANIZATIONAL STRUCTURE 

1. Describe the organizational structure of your 457 Plan division.

2. What is the average account load per employee in your 457 Plan recordkeeping unit? 

3. Do you have a team dedicated to the implementation of plans?  If yes, please supply individual profiles.

4. Who would be our account executive and where are they located?  Supply profile.

5. Provide individual profiles for any additional support staff that would handle our account.
6. Provide information pertaining to the selection, training, and certification of the staff.
C. RECORDKEEPING/ADMINISTRATION

1. Do you provide plan document services?  If yes, describe.

2. Do you provide daily valuation?

3. What is your definition of daily valuation?

4. Briefly described the valuation process and schedule for clients with daily valuations.

5. What data will we need to submit to you on a regular basis?  Describe format.

6. Describe your audit control procedures.

7. What types of editing would you perform on our data?  How would you resolve data discrepancies?

8. What procedure and frequency do you use to process disbursements?

9. What loan administration services do you offer?  How are loans initiated?  Is loan initiation and amortization automated?  What involvement does the Plan administrator have with a loan process?

10. How do you allocate investment earnings to participant accounts?

11. Can you accommodate retroactive adjustments to participant accounts?

12. Can you accommodate qualified domestic relations orders and negative contributions?  If yes, describe how.

13. Can you accept employer transfers on a weekly basis?  Can electronic transfers be accommodated?

14. Please describe the process and timeframe in which funds are posted to participant accounts.

15. Will you maintain individual participant records by contribution type?

16. Can your system calculate employer-matching contributions as a percentage of pay and/or as a percentage of employee contributions?

17. Can you calculate and allocate forfeitures?

18. How do you handle the preparation of hardship withdrawal calculations and distributions?  Please explain the process.

19. How would you provide interface to the client’s payroll system?

20. What support systems/documentation/reports and update services do you provide the Plan administrator?

21. What methods of plan administrator access to participant information is available?
a. Toll- free/Master PIN

b. Internet

c. Dial in modem

d. Other
22. Describe your testing, compliance and reporting services for IRS/DOL requirements.

23. Does your security system allow levels of access by Plan sponsor to participant information?

D. RECORDKEEPING SYSTEM

1. Describe your organization's online interface and discuss any plans in place for system upgrades or changes in the next 12 months.

2. What data do you maintain on your system?  How long do you maintain the data?

3. What distinguishes your recordkeeping system from other systems on the market?

4. Describe the software used to perform participant recordkeeping.  Is the software your own?  How long has it been in place?

5. Are any services subcontracted to outside vendors?

6. Describe your hardware environment.  Describe your regular backup process.  What is your disaster recovery plan?

7. How do you control access to the recordkeeping system?

8. Who is responsible for supporting changes to your recordkeeping system?  How are changes made?

9. Can our plan administrator have access to our Plan files on your system?  How?  Describe the necessary equipment needed to provide online access.  During what hours is the online system available?

E. EMPLOYEE EDUCATION

1. Do you provide IRC Section 404(c) compliance assistance?

2. What communications materials are available?  Supply sample materials.

3. Describe any modeling applications available to participants.  Are applications available for use on a personal computer?

4. Do your modeling applications include earnings in Social Security benefits?  Please supply a demo if available.

F. COMMUNICATION MATERIALS / ENROLLMENT SUPPORT

1. Do you provide plan announcement material?  If yes, describe and/or provide samples.

2. Do you provide ongoing investment communications?  If yes, describe.

3. Can you provide customized employee communication video/presentation?

4. Do you have communication materials that are designed to specifically promote participation among non-highly compensated employees?  If yes, describe.

5. Do you have a quarterly employee newsletter?  If yes, can these be included in your mailing of quarterly statements?

6. Do you provide communication services in Spanish?

7. Do you provide local representation to assist in implementation and ongoing Plan management?

8. Do you provide personal investment counseling at retirement or termination?  If yes, how is it accessed?  Describe program.

G. CUSTOMER SERVICE FOR PARTICIPANTS

1. Please describe the online automated services you provide.

2. What types of services are available for hearing/speech impaired participants?

3. Is your voice response system integrated with your recordkeeping system?  

4. Do you provide Internet access to participants?

5. What training do you provide to your employees before they begin answering participant phone calls?

6. Describe any reports available regarding access statistics for automated services.

H. INVESTMENT OPTIONS

1. Do you offer in-house funds?  Include fact sheets on the funds available.

2. Do you offer outside funds?  If yes, describe.

3. Do you offer lifestyle funds?  Include fact sheets on the funds available.  Describe the process in which you monitor your lifestyle funds and your philosophy in respect to changing the allocation.  What is your frequency of review and frequency of change in allocation?

4. Included in this RFP is a list of our current investment fund options.  Which funds can you continue to maintain and which funds would you recommend that would be comparable?

5. Do you provide assistance in preparing an investment policy statement?

6. Are transfers from the guaranteed account made at book or market value?

7. How often can participants transfer monies between accounts?


8. Is there any charge per transfer?  Also include this cost under the compensation section.

9. How often can participants change their investment allocation (current asset balances and contributions)?

10. Do you allow for outside investment options?  At what cost?  Also include this cost under the compensation section.

11. Are the returns quoted net or gross of management fees?

12. How will you credit participant accounts for returns on transferred funds that are not invested on a timely or accurate basis due to an error or omission on your part?
13. Do you have the capability of processing incomplete information and reconciling adjustments later?

I. STATEMENTS AND FORMS

1. Describe the frequency and timeliness of participant statements and employer records.

2. Provide a sample participant statement.  Describe the levels of detail.  

3. Provide a sample of the employer reports with a description of the information available.

4. Do you complete the 1099R form for participant distributions? 

5. Will the plan sponsor have input on participant statement layout and design?

J. CONVERSION 

1. Describe your conversion process and method of participant communication.

2. Please describe procedures for system setup and testing during Plan implementation.

3. What procedures do you employ to reconcile prior trustee/investment manager assets to assets actually transferred?

4. What procedures do you employ to ensure that income accrued by the prior trustee/investment manager is properly received?

5. How will assets be invested during the conversion process?

6. Will you require a period of no account activity (Blackout Period)?  If yes, how long.

7. Indicate the necessary data and format you will need to receive data from us and from our prior recordkeeper.  Provide a sample of all forms necessary for the conversion process.

8. How long do you anticipate the conversion process to be?

9. Include any fees associated with the conversion in the compensation section.

K. TRUSTEE SERVICES

1. Describe your trustee services.

2. Does your organization provide direct trustee services or do you use a third party trustee?

3. How are participant accounts handled in a conversion?  Describe how investment earnings are arrived at and applied to participant accounts during the conversion process.

L. COMPLIANCE

1. Provide details of any litigation or federal inquiries involving your company that relate to Plan administration, securities or financial fraud, or breach of fiduciary responsibility.

2. Do you monitor section 415 and 402 (g) limits?  If yes, how often do you test these limits?

3. What services do you provide with regard to year-end reporting?

4. With what frequency do you provide non-discrimination testing reports (ADP/ACP)?

M. QUALITY

1. How do you monitor customer satisfaction?

2. How do you monitor your employee’s satisfaction?

3. How do you handle customer concerns/complaints?

N. WARRANTIES

1. What are your performance standards?

2. Do you offer any:
a. Administrative service guarantee?

b. Participation guarantee?

c. Compliance/audit proof guarantee?
O. DISBURSEMENTS

1. How often are loans and in-service withdraws processed?

2. Do you perform bank reconciliation or distributions?

3. After a loan or in-service withdrawal is processed, how soon will the check be processed and mailed?

4. How do you determine and calculate the type of distribution based on employee status and classification (i.e. terminations, 70½, etc.)?

5. Can your system calculate the amount available for withdrawal using a variety of withdrawal requests according to plan provisions?

6. Can your system calculate amounts available for loan including principal and interest splits, amortization schedules, and repayment schedules?

7. Does your system monitor plan provisions such as withdrawal frequency limitation, loan restriction, suspension for hardship, suspension for voluntary cancellation, or withdrawal?

P. COSTS/COMPENSATION
1. Provide a detailed outline of the cost of your retirement Plan services.  Project the total annual employer cost for Plan administration based on current employee participation.

2. Provide a detailed breakdown of any additional charges for services provided (e.g. testing, loan processing, fund exchange fees, or transfers etc.)

3. For how many years are these fees fixed?

4. What is the average amount of your fee increase over the past three years?

5. Are there any other administrative or out-of-pocket fees associated with your services?

6. Do you offset the cost of your services with 12 (b) 1 fees?
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