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REQUEST FOR PROPOSAL

1.
SUBMISSION OF PROPOSALS:

Sealed Proposals, (one (1) original and three (3) copies) will be received for providing Broker Services FOR THE STATE OF WYOMING, DEPARTMENT OF ADMINISTRATION AND INFORMATION, General Service Division, Risk Management Section (Agency) by the Wyoming Department of Administration and Information, Procurement Section, 122 West 25th Street, Herschler Building, 2nd Floor East, Cheyenne, Wyoming 82002 until            at which time they will be publicly opened.  


NOTE:  Packages not containing the required number of copies will be rejected.

1.1
No proposal will be considered which is not accompanied by the attached Proposal Price Sheet and signed by the proper official of the firm.


1.2
Proposals must be received in the office of the Procurement Section on or before the time and date specified.  Proposals received after the time specified will not be considered and will be returned unopened.


1.3
Proposal information is restricted and not publicly available until after the award of the Contract by the Procurement Section.

2.
MODIFICATIONS OR WITHDRAWAL OF PROPOSALS:


2.1
A proposal that is in the possession of the Procurement Section may be altered by a letter bearing the signature or name of the authorized person, provided it is received PRIOR to the date and time of the opening. The letter should not reveal the Proposal pricing but should indicate the addition, subtraction or other change. FAX, telephone or verbal alterations will not be accepted.


2.2
A proposal that is in the possession of the Procurement Section may be withdrawn by the proposer up to the time of the opening.  Failure of the successful proposer to furnish the service awarded as a result of this advertisement shall eliminate the proposer from the active proposers list for a period of time as determined by the Procurement Section.

3.
PREPARATION OF PROPOSALS:


3.1
No proposal will be considered which modifies, in any manner, any of the provisions, specifications or minimum requirements of the Request for Proposal.


3.2
In case of error in the extension of prices in the proposal, unit prices will govern.


3.3
Proposers are expected to examine special provisions, specifications, schedules and instructions included in this Request.  Failure to do so will be at the proposer’s risk.


3.4
Failure to respond (submission of proposal, or notice in writing that you are unable to offer but wish to remain on the active mailing list) to Request for Proposals will be understood by the State to indicate a lack of interest and will result in the removal of the Firm's name from the applicable mailing list.

4.
AWARD AND CONTRACT INFORMATION:


4.1
The State of Wyoming hereby notifies all proposers that it will affirmatively insure that minority business enterprises will be afforded full opportunity to submit proposals in response to this invitation and will not be discriminated against on the grounds of age, race, color, sex, creed, national origin, or disability.


4.2
The proposer, also agrees that should this firm be awarded a Contract that the firm will not discriminate against any person who performs work thereunder because of age, race, color, sex, creed, national origin, or disability.


4.3
The proposer expressly warrants to the State that it has the ability and expertise to perform its responsibilities hereunder and in doing so shall use the highest standards of professional workmanship.


4.4
The State of Wyoming reserves the right to reject any or all proposals, to waive any informality or technical defect in the proposals, or to award the contract in whole or in part, if deemed to be in the best interest of the State to do so.  The Department of Administration and Information, Procurement Section will award this contract to the firm, determined by the Risk Management Section the most responsive and responsible offer, based on criteria specified herein.


4.5
This Request for Proposal shall become part of the Contract and will be in effect for the duration of the Contract period.


4.6
The successful proposer will be required to enter into and sign a formal Contract with the State with reasonable adjustments acceptable to the State.  The agreement will become a part of the Contract and will be in effect for the duration of the contract period.  The contract language will control over any language contained within this RFP that conflicts with the signed and fully executed Contract.


4.7
Successful proposer shall comply with the Americans with Disabilities Act and Wyoming Fair Employment Practices Act.  (W.S. 27-9-105 et. seq.).

DATED THIS       DAY OF          , 2007








STATE OF WYOMING








Mac Landen, Manager








Procurement Section








Assigned Buyer: Lori Galles


GENERAL PROVISIONS

1.
INDEPENDENT CONTRACTOR

1.1
The contractor shall function as an independent contractor for the purposes of the Contract, and shall not be considered an employee of the State of Wyoming for any purpose.  The contractor shall assume sole responsibility for any debts or liabilities that may be incurred by the contractor in fulfilling the terms of the Contract, and shall be solely responsible for the payment of all federal, state and local taxes which may accrue because of this Contract.  Nothing in the Contract shall be interpreted as authorizing the contractor or its agents and/or employees to act as an agent or representative for or on behalf of the State of Wyoming or the Agency, or to incur any obligation of any kind on the behalf of the State of Wyoming or the Agency.  The contractor agrees that no health/hospitalization benefits, workers’ compensation and/or similar benefits available to State of Wyoming employees will inure to the benefit of the contractor or the contractor’s agents and/or employees as a result of this Contract.

2.
INSURANCE:

2.1
The contractor shall indemnify and save harmless the State, its officers, and employees from all suits, actions, or claims of any character brought because of injuries or damage received or sustained by any person, persons, or property; on account of the operations of the said contractor or on account of or in consequence of any neglect in safeguarding the work; or because of any act or omission, neglect, or misconduct of said contractor or from any claims or amounts arising or recovered under the Workers' Compensation Act, or any other law, ordinance, order or decree.

3.
LAWS TO BE OBSERVED:


3.1
The contractor shall keep fully informed on all federal and state laws, all local bylaws, regulations and all orders and decrees of bodies or tribunals having any jurisdiction or authority which in any manner affect those engaged or employed on the work or which in any way affect the conduct of the work.  The contractor shall at all times observe and comply with all such laws, bylaws, ordinances, regulations, orders and decrees in force at the time of award.  The contractor shall protect and indemnify the State and its representatives against any claim or liability arising from or based on the violation of any such law, bylaw, ordinance, regulation, order or decree whether by himself or his/their employees.  No extension of time or additional payment will be made for loss of time or disruption of work caused by any actions against the provider for any of the above reasons.

4.
TAXES:

4.1
The contractor shall pay all taxes and other such amounts required by federal, state, and local law, including but not limited to federal and Social Security taxes, workers’ compensation, unemployment insurance and sales taxes.

5.
ASSIGNMENT/CONTRACTOR:

5.1
The Contract shall not be assigned by the contractor.  Third party participation is authorized only as a joint venture which must be clearly stated with details on the original proposal, signed by all parties participating.  Any alterations, variations, modifications or waivers of the provisions of this Contract shall be valid only if they have been reduced to writing, duly signed by the parties hereto and attached to the original Contract agreement.


5.2
The contractor shall not enter into any subcontracts for any of the work contemplated under this Contract without prior written authorization of the State.


5.3
Claims for money due or to become due contractor from the State under the Contract may be assigned to a bank, trust company, or other financial institution, or to a trustee in bankruptcy, without approval by the State.  Notice of any assignment or transfer shall be furnished to the State.


5.4
The contractor shall not use the Contract, or any portion thereof, for collateral for any financial obligation without the prior written permission of the Agency.

6.
TERMINATION OF CONTRACT:

6.1
Termination of the Contract may be made by any party at any time with or without cause, upon no less than thirty (30) days written notice by telegram, or personal delivery of notice to the other parties.  The Contract shall remain in full force and effect until terminated as provided herein.


6.2
The State may, upon ten days written notice to the contractor, terminate the contract, in whole or in part, for just cause, which shall include failure of the contractor to fulfill in a timely and proper manner the obligations under the Contract.  In such event, all finished documents, data, models and reports prepared under this contract shall, at the option of the State become its property upon payment for services rendered through the termination of the Contract.


6.3
Should the contractor fail to comply with the provisions of the Contract, payment for portions of the Contract will be withheld until such time as the Contract terms have been implemented.  Administrative, contractual, and/or legal remedies as determined by the Wyoming Attorney General will be implemented if it appears the contractor has breached or defaulted on the Contract.

7.
ACCOUNT REPRESENTATIVE:

7.1
The successful proposer(s) shall appoint, by name, a company representative who shall be responsible for servicing this account.  The appointed representative shall be responsible to provide the services required to insure that the account will be administered in an organized systematic manner.

8.
RESPONSIVENESS:

8.1
Proposers are expected to examine specifications, schedules and instructions included in this package.  Failure to do so will be at the proposer's risk.

9.
EXTENSION AND AMENDMENT:

9.1
The proposer and the State covenant and agree that this proposal or subsequent Contract may, with the mutual approval of the proposer and the State, be extended under the same terms and conditions of this proposal or Contract for a period of one (1) year, and said option to extend this proposal or Contract for a one year period shall be in effect for each year thereafter for a total period not to exceed two (2) additional years.

10.
COMPLIANCE WITH LAWS:

10.1
In performing the Contract, both parties agree to comply with all applicable state, federal, and local laws, rules and regulations.

11.
AUDIT:

11.1
The State or any of their duly authorized representatives shall have access to any books, documents, papers, and records of contractor which are directly pertinent to the Contract for the purpose of making audit, examination, excerpts, and transactions.

12.
CONFLICT OF INTEREST:

12.1
The parties warrant that no kickbacks, gratuities, or contingency fees have been paid in connection with the Contract and none has been promised contingent upon the award of the contract.  Contractor warrants that no one being paid pursuant to the Contract is engaged in any activities which would constitute a conflict of interest with respect to the purposes of the Contract.

13.
OWNERSHIP OF DOCUMENTS/WORK PRODUCT:

13.1
It is agreed that all finished or unfinished documents, data, or reports, prepared by contractor under the Contract shall be considered the property of the State, and upon completion of the services to be performed, or upon termination of the Contract for cause, or for the convenience of the State, will be turned over to the State.

14.
CONFIDENTIALITY OF INFORMATION:

14.1
All documents, data compilations, reports, computer programs, photographs, and any other work provided to or produced by the contractor in the performance of the Contract shall be kept confidential by the contractor unless written permission is granted by the State for its release.

15.
SOVEREIGN IMMUNITY:

15.1
The State of Wyoming and the Agency do not waive Sovereign immunity by entering into the Contract, and specifically retain immunity and all defenses available to them as sovereigns pursuant to Wyoming Statute 1-39-104(a) and all other state law.

16.
INDEMNIFICATION:

16.1
The contractor shall release, indemnify, and hold harmless the State, the Agency, and their officers, agents, employees, successors and assignees from any cause of action, or claims or demands arising out of contractor's performance under the Contract.


SPECIAL PROVISIONS

REQUEST FOR CONCEPTUAL PROPOSALS
A.
BACKGROUND:
The State of Wyoming, Department of Administration and Information, Risk Management Section (Agency) is seeking proposals for broker services and the placement of its Property, Excess Liability and Aviation insurance programs which are summarized in Appendix A.  The Agency seeks broad, simplified coverage, included related broker services, at a competitive price.

At this time, the Agency is interested in learning about your firm and its capabilities.  We would like to receive a response from you describing:


1.
Your qualifications to handle the Agency’s insurance coverages; and


2.
Your qualifications to provide a broad range of services to the Agency to include loss prevention, administration and marketing of the account as necessary.


3.
Questions must be submitted in writing by                    .  Only questions submitted in writing and received by the deadline will be responded to.  Questions received by the deadline will be answered and mailed to all proposers in the form of an addendum.  Please direct any questions regarding this Request for Proposal (RFP) to:





Lori A. Galles





Department of Administration and Information





Procurement Section





122 W. 25th Street





Cheyenne, WY 82002





Phone: (307) 777-6797





Fax: (307) 777-5852


4.
After reviewing the proposals, brokers providing the highest rated responses to the RFP will be invited to an interview.  Following the interviews, the Agency will select one or two brokers to develop a marketing package to market the program and place the Agency’s insurance coverages.

B.
ESTIMATED TIMETABLE:


ACTIVITY

COMPLETION

1.
Conceptual proposals submitted by broker


2.
Interview selected firms


3.
Broker(s) selected


4.
Marketing package drafted


5.
Insurance program(s) selected


6.
Program(s) inception date


C.
INFORMATION ON THE STATE OF WYOMING:
Appendix A contains an overview of State of Wyoming operations and the State’s insurance and Self-Insurance programs.

Appendix B contains a copy of the Wyoming Governmental Claims Act and the State Self-Insurance Act.

Appendix C contains a map of the State of Wyoming, highlighting the major concentrations of state owned buildings.


Appendix D contains a sample contract.

The Agency intends to market its property insurance package, including business interruption, inland marine, boiler and machinery, valuable papers and records, crime and aircraft liability coverages.  The Agency seeks to continue its excess liability coverage which “wraps around” the Wyoming Governmental Claims Act; Wyo. Stat. § 1-39-101, et seq., and provides coverage for federal and out-of-state causes of action subject to a $500,000 self-insured retention.

Detailed information on the desired coverages and pertinent underwriting data will be made available for the marketing package.

D.
BROKER SERVICES REQUIRED: The Agency’s insurance broker will be expected to provide the following services:


1.
Insurance Marketing:


a.
Develop marketing strategies to competitively secure the best coverages at the most reasonable cost using retention, contractual transfer, or other risk financing techniques consistent with the Agency’s instructions.



b.
Counsel and assist the Agency in placing its needed coverage with the most advantageous insurers, considering cost, service, coverage and security;



c.
Explain how broker will present the Agency and its risk financing program to the underwriters and the schedule broker will follow.  Include broker’s philosophy on underwriter site visits and meetings.



d.
Market required insurance coverages as needs arise during the term of the broker’s contract.



e.
Assist in the preparation of materials, statements of values, specifications and underwriting data required by insurers.


2.
Administration:


a.
Following authorization by the Agency, bind, cancel and administer all placements, binders, policies, and endorsements as requested by the Agency.



b.
Issue binders, certificates of insurance and other coverage verification documents as required.



c.
Prepare a formal annual report for the Agency.  This report will describe the past year’s accomplishments and establish goals and set forth future cost reduction, program enhancement and contributions to the Agency’s risk management program. The report will include a schedule of policies in force, coverage provisions, premiums, and insurance claims experience of the prior policy year.



d.
Monitor published financial information of Agency’s insurers and alert the Agency when the status of one or more of such insurers falls below broker’s minimum financial guidelines.



e.
Advise the Agency of any market trends and industry conditions that may impact the Agency’s insurance program.



f.
Meet with the Agency and other interested individuals at least quarterly (in person or by phone) to review service levels and to advise the Agency of any market trends and industry conditions that would impact the Agency’s insurance program.



g.
Work with the State Risk Manager to monitor the viability and cost effectiveness of the Agency’s self-insurance program.



h.
Respond to questions regarding insurance coverages and related issues as necessary.



I.
Assist the Agency with allocation of premiums to various departments and/or agencies as requested by the Agency.



j.
Assist with developing insurance requirements for various contracts such as design, construction and service, and in reviewing insurance policies, leases and bonds as requested by the Agency.


3.
Risk Management Services:


a.
Assist the Agency in creating relationships with insurance companies’ underwriting and loss prevention specialists.




I.
Schedule insurer liability loss prevention inspections depending upon the capability of the insurer to offer such services.




ii.
Coordinate insurer property inspections.




iii.
Coordinate insurer boiler and machinery inspections.



b.
Participate in the continuing development and enhancement of the Agency’s overall risk management program, including recommendations on coverage changes and program adjustments as needed.



c.
Participate in refinement of the risk assessment/risk survey instruments utilized by the Agency and assist the Agency in identifying new coverage needs and measuring exposures.



d.
Recommend safety training programs as requested.



e.
Participate in the evaluation of risk financing opportunities/alternatives which may be available to the Agency.



f.
Support the Agency’s loss control efforts.


4.
Claims:


a.
Assist the Agency in preparing proofs of loss or claim reports to insurers.



b.
Assist in obtaining loss settlements from insurers.



c.
Maintain a five-year loss history for each program and update it annually.

E.
CONCEPTUAL PROPOSAL: This section contains the questions that will allow us to learn more about your firm and its capabilities.  The quality of written presentations is important.  Your answers should be well organized, clear and concise.  The level and extent of your marketing expertise and client services will be heavily weighted in the broker selection process.


1.
Qualifications: The Agency is looking for a concise description of your qualifications to place property and liability coverages for the Agency and to assist the Agency with insurance and risk management related activities.  Please do not include brochures or information not relevant to the Agency’s insurance program.  Please focus on your firm’s brokerage services and expertise as it relates to the Agency and similar accounts.

a.
Provide a brief history and description of your firm.  Include size (by number of employees and/or revenues) and areas of specialization.  In addition, please provide the address of the office which would handle the Agency’s account and advise of any specialization in that office that will benefit the Agency.



b.
Provide a copy of your latest annual report.



c.
Provide the names, qualifications and experience of each individual who would work on the Agency’s account.  This should include account executives, marketing personnel, loss control personnel, claims personnel, risk management personnel and others who would actively work with the Agency’s account.



d.
Please identify the individual within your firm you will have overall responsibility for the Agency’s account.  Describe the duties of the individuals who would be assigned to the Agency’s account.  Also indicate in which office each account team member is domiciled.



e.
Provide the names and telephone numbers for at least three (3) pertinent references.  Identify the services provided and the length of time your firm has handled the account.  Also, show the name of the key individual within your firm who is responsible for the account.



f.
Describe any special expertise your firm has in providing insurance and risk management services to state governments or large government entities.



g.
Describe what you will do to ensure you thoroughly understand and keep abreast of the Agency’s loss exposures if you are selected to handle the Agency’s account.



h.
Describe your firm’s capabilities to assist the Agency in:




I.
resolving difficulty property, business interruption or liability claims with insurers;




ii.
evaluating and appraising the replacement cost of public buildings; and




iii.
Evaluating and recommending alternative risk transfer and risk financing techniques.



I.
Describe your firm’s ability to provide property and liability loss control services.  If the individual’s providing loss control services are not employees of your firm, please explain your relationship to them.



j.
Describe how your firm evaluates the financial stability of insurers and any minimum standards placed on insurers.



k.
Describe how you plan to be compensated initially and over time.


2.
Insurance Companies: Please list the insurers (showing the completed name of each, including the insurance parent or group affiliation if any) you would approach to provide coverage to the Agency.  For each insurer, be sure to identify the managing general agent or surplus lines broker which you would use.  Also, list the current Best’s rating and indicate whether the insurer is admitted in Wyoming.  Please disclose ownership in any managing general agent, surplus lines broker, reinsurance broker, insurer, re-insurer or other organization you plan to use in placing the Agency’s insurance coverages.


3.
Marketing Process: Please describe the following:



a.
The data you would require to market Agency’s insurance coverages.



b.
Your approach to obtaining the best coverage and pricing for the Agency.



c.
How you will implement your marketing effort within the timeline provided in Section B and what activities you would complete for this effort.



d.
The marketing presentation you will prepare.


Marketing the insurance program to obtain the best combination of coverage and cost is considered a key issue in this selection process.


4.
Coverage Approach.  Please describe the alternatives you would explore for organizing the property, boiler and machinery, aircraft and hull liability insurance and reinsurance for the Agency.  Include limits, deductibles (per occurrence and aggregate) and the interrelationships of major policies.  Please address the following:



a.
Any features that might be particularly attractive to the Agency.  This could include the use of particular insurers, coverage forms, special valuation clauses, business interruption programs or rating programs.



b.
How you would handle miscellaneous coverages or exposures, such as:




I.
Boiler and Machinery




ii.
Crime and Public Employees Blanket Bonds




iii.
Valuable Papers and Records




iv.
Fine Arts




v.
Earthquake and Flood




vi.
Special events



c.
How you would handle the excess or reinsurance on professional liability coverages, such as:




I.
Health care workers




ii.
Physicians and nurses




iii.
Police professional liability




iv.
Public officials liability




v.
Employment practices liability




vi.
Miscellaneous professional liability


Your conceptual approach to meeting our insurance needs is extremely important to this selection process.  It will form the basis of our evaluation of your ability to provide desired services.

F.
EVALUATION CRITERIA:

A.
The responses will be evaluated and ranked.  The following criteria will be considered in the evaluation process:



1.
Responsiveness of the proposal to this RFP.



2.
Technical design of programs proposed for the Agency.



3.
Pertinent expertise of the firm.



4.
Qualifications of staff to be assigned.



5.
Market access.



6.
Ability of the broker to be responsive to the Agency’s needs and service the account on a continuing basis



7.
Interview of not more than five (5) nor less than two (2) broker firms  based on the highest rated responses.

The State of Wyoming, Risk Management Section and a select group of committee members will be the sole judges with respect to the evaluation of proposals.  The committee will make the final selection of a broker or brokers and all proposers will be notified of the decision.


PROPOSAL SUBMISSION SHEET
1.
BY SUBMISSION OF A PROPOSAL, THE PROPOSER CERTIFIES:

1.1
Prices in this proposal have been arrived at independently, without consultation, communication or agreement for the purpose of restricting competition.


1.2
No attempt has been made nor will be by the proposer to induce any other person or firm to submit a proposal for the purpose of restricting competition.


1.3
The person signing this proposal certifies that he/she is authorized to represent the company and is legally responsible for the decision as to the price and supporting documentation provided as a result of this advertisement.


1.4
Proposer will comply with all Federal regulations, policies, guidelines and requirements.


1.5
Prices in this proposal have not been knowingly disclosed by the proposer and will not be prior to award to any other proposer.

2.
GENERAL INFORMATION:

Proposer Name___________________________
Phone (  )_________________


FAX (   )__________________


Mailing Address______________________________________________________


City_____________________
State________________
Zip____________


SSN/Employer Identification Number___________________________________

3.
OWNERSHIP AND CONTROL:

Proposer's Legal Structure:


______Sole Proprietorship



______General Partnership


______Corporation




______Limited Partnership


______Limited Liability



______Other______________


If Proposer is a sole proprietorship, list:


Owner Name________________________
Phone (   )_____________________


Mailing Address____________________________________


City________________________
State________
Zip________________


SSN/Employer Identification Number_____________________________________

Beginning date as owner of sole proprietorship______________________________


Provide the names of all individuals authorized to sign for the Proposer:


NAME (printed or typed)



TITLE


________________________________
_____________________________


________________________________
_____________________________


__________________________________ 
_____________________________


________________________________
_____________________________

4.
VERIFICATION:
I certify under penalty of perjury, that I am a responsible official (as identified above) for the business entity described above as Proposer, that I have personally examined and am familiar with the information submitted in this disclosure and all attachments, and that the information is true, accurate, and complete.  I am aware that there are significant penalties for submitting false information, including criminal sanctions which can lead to imposition of a fine and/or imprisonment.

__________________________________________
(Signature)

__________________________________________
__________________

(Name and Title) (Typed or Printed)





(Date)


