Request for Proposal for Banking Services (Large County)

GENERAL SECTION
The Finance Departments from ____ County and the ____ County Public School System (____ CPSS) invite qualified and interested banking institutions to submit proposals for providing banking services. Each proposal submitted shall be expected to respond to each consideration set forth in this Request for Proposal (RFP).

OBJECTIVE
As our current contracts expire in June 20X3, ____ County and ____ CPSS desire to select a reputable financial institution to manage deposits, provide core banking services and other related financial services to benefit the respective jurisdictions and the citizens they serve, as well as other municipalities within ____ County if they so choose.

____ County intends to select a service provider for each of the three services. However, we also reserve the right not to award a contract for any particular service and not enter into a contract with any proposer at this time. ____ CPSS intends to select a vendor for core banking services only but reserves that same right. ____ CPSS currently has no need for lockbox or procurement card services, and there is not an anticipated need for those services in the immediate future. The full cost of implementing a change in banks, the financial strength of the bank, and the bank’s response to requirements detailed in this RFP will be considered during the evaluation phase. ____ County anticipates that the new banking contract will be implemented in conjunction with our financial system upgrade that is scheduled to be completed in spring 20X3. It is anticipated that the duration of the agreement will be for five years with two additional five- year renewal options.

This RFP is organized into numerous separate sections. This first section gives a general overview of basic selection process, terms and conditions and basic requirements. Following the general section is the RFP Table of Contents which lists each of the three services sections the jurisdictions are seeking proposals on. Each section is separate and the responses for each should be separate. A respondent bank may choose to submit a proposal on one, two or all three services sections.

EVALUATION & SELECTION PROCESS
The selection process will be based on the responses to this document. A committee, which will be comprised of members of appropriate departmental staff from ____ County and ____ CPSS, will evaluate responses for each of the Services Sections. The committee may select the top two
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responsible proposal packages for each service for further evaluation, review, and/or negotiations.

Responses from each of the Services sections will be evaluated separately, however, the efficiency and cost-effective integration of any of these services will be considered. The following will be the minimum qualifications for evaluating all RFP’s. Additional criteria are listed in each of the separate Services Sections.
Minimum Bank Qualifications:

1. The bank must be authorized to do business within the State of North Carolina and be an FDIC insured institution using the pooling method of deposit collateralization.
2. The bank must demonstrate strong web-based account management tools that will support each jurisdiction’s technical needs, using the Federal Reserve Bank for funds and securities.

3. The bank must ensure all proposal requirements, conditions and instructions are met as set forth in this RFP for each service (Services Sections 1- 3).

4. The bank should provide its long term and short term ratings for the bank and the holding company from Moody’s, Standard & Poor’s and/or Fitch together with their most recent credit report and most recent full credit report if the most recent report is a summary.

5. The bank must provide copies of most recent 10K, Annual Report, and Proxy and most recent quarterly 10Q.

6. If applicable, the bank should indicate your CD ratings from IDC Ratings service.
7. The bank will provide references, verifying exemplary service levels for similar banking/financial services, experience with governmental entities or private companies of similar complexity.

8. The two jurisdictions’ staff will evaluate proposals to ensure that the overall banking services are the most cost advantageous for each jurisdiction. The full cost of implementation will be considered during the selection process.
9. Bank must be Equal Opportunity Employer who complies with mandatory requirements specified in each applicable Services Section for which it is submitting proposals.

10. Banks must submit proof of insurance as required within this RFP with their submitted proposal.

TERMS AND CONDITIONS
The initial contract period with the chosen bank(s) will begin approximately July 1, 20X3 and run through June 30, 20X8. This contract must be approved by the ____ County Board of Commissioners and the ____ CPSS. Up to two (2) extensions for five (5) year contract terms, may be granted at the sole discretion of either jurisdiction at the prices proposed by or negotiated with the successful bank. The jurisdictions may choose to execute separate contracts for each of the Service sections or may choose to do only one contract depending on outcome of RFP. These terms and conditions are the same for all Services sections.

____ County and ____ CPSS shall retain the right to cancel the contract at any time with 90 days notice for any cause. Such cancellation will generally be a result of the failure of the contracted institution to complete and/or provide the specified services or the violation of the Mandatory Requirements (listed below).
The jurisdictions do not guarantee that activity levels and services will continue at the same level during the contract period. Any and all costs associated with the preparation of a response to this request are the responsibility of the proposer and are not to be passed on to the jurisdictions.

INSURANCE REQUIREMENTS

The Provider shall obtain, at his sole expense, all insurance required in the following paragraphs and shall not commence work until such insurance is in effect and certification thereof has been received by ____ County's Finance Office.
Professional Liability Insurance – Applicable to all services provided under this Contract with limits of no less than $5,000,000 for each claim.

Cyber Liability – With limits of no less than $5,000,000 per occurrence

Bankers’ Bond/Crime Coverage - With limits of no less than $5,000,000 per occurrence, including coverage for third-party property.

Workers' Compensation Insurance - With limits for Coverage A Statutory-State of North Carolina and Coverage B Employers Liability $500,000 each accident, disease policy limit and disease Each Employee.

Commercial General Liability - Combined single limits of no less than $5,000,000 for each occurrence. This insurance shall include Comprehensive Broad Form Coverage including contractual liability.

Commercial Automobile Liability - With limits of no less than $1,000,000 Combined Single Limit for bodily injury and property damage. Evidence of commercial automobile coverage is only necessary if vehicles are used in the provision of services under this Agreement and/or are brought on a ____ County site.

Any claims-made coverage must include an extended reporting period of at least five (5) years or conversion from claims-made to occurrence-based coverage.
All insurance companies must be licensed or authorized in North Carolina and carry a rating of “A-VII” or better in the current A.M. Best Key Rating Guide; or have reasonable equivalent financial strength to the satisfaction of the County’s Finance Office.
Insurance with limits no less than those specified above and proof of rating if requested shall be evidenced by a Certificate of Insurance issued by a duly authorized representative of the Issuer. In the case of self-insurance, a letter of explanation must be provided to and approved by ____ County Risk Management.

The Provider shall be responsible for providing immediate notice of cancellation or non- renewal during the term of this Agreement to the ____ County Finance Office.

OTHER IMPORTANT INFORMATION AND REQUIREMENTS:
In summary, the response package should be organized as follows:
1. Response to general requirements
2. General bank information
3. For each Service Section for which proposal is submitted Response to Service requirements in order as listed
4. Requested bank information
5. Additional information that may be helpful to the jurisdictions

For the purposes of this RFP, any reference to “____ County” or “the County” shall mean the County of ____ and ____ CPSS. Also, any reference to the Board of Commissioners from the County’s prospective shall mean the ____ County Public Schools Board from the ____ CPSS prospective.
When responding to this RFP, please follow all instructions carefully. Please submit proposal contents according to the outline specified and submit all hard copy and electronic documents according to the instructions. Failure to follow these instructions will be considered a non- responsive proposal and may result in immediate elimination from further consideration.
By virtue of submitting a proposal, interested parties are acknowledging that:
The County reserves the right to reject any or all proposals if it determines that select proposals are not responsive to the RFP. The County reserves the right to reconsider any proposal submitted at any phase of the procurement. It also reserves the right to meet with select Proposers at any time to gather additional information. Furthermore, the County reserves the right to delete or add functionality up until the final contract signing.
a) All Proposers submitting proposals agree that their pricing is valid for a minimum of one year after proposal submission to the County. Proposers are to provide all work effort needed to meet the requirements as part of their proposal. Proposers must submit pricing that includes, but not limited to, the total cost of all services defined or offered.
b) Proposals will be received by ____ County Government at the time and place so stated in this document. At that point, ____ County will close the receipt of proposals and begin the evaluation process. The only information that will be released will be the names of the respondent(s). No other information will be disclosed, except as required by the evaluation process, until a contract is awarded. ____ County, solely at our option, may disclose the name(s) of any firms or companies being considered or elevated during the process. Realizing the nature of a competitive environment and protecting the integrity of the process, respondents are not to contact any county staff or elected official in reference to the process. As information becomes available and is relevant for release, that information will be shared with respondents. Any and all information submitted in conjunction with this RFP and the evaluation process will not be returned to the respondent.
c) All firms submitting proposals are encouraged to submit the most competitive proposal possible, as the failure to do so may lead to elimination.

INSTRUCTIONS

This RFP and any subsequent action taken as a result thereof, is issued by the ____ County Procurement Services in accordance with North Carolina General Statutes on behalf of the County and ____ County Public School System. Proposal responses should be directed to Procurement Services, specifically to the Purchasing Director, as outlined below. Regarding this RFP and subsequent procurement process, vendors shall make NO CONTACTS, either written or verbal, with any ____ County employee, staff member, or Board of Commissioner members during the period beginning with the issuance of this document through approval of award unless authorized by the proposal contact. Any attempt by a proposer to contact or influence a member or members of the aforementioned may result in the immediate disqualification of the proposer from award for items or services on this RFP.
In order to facilitate the analysis of responses to this RFP, Proposers are required to prepare their proposals in accordance with the instructions outlined in this part and elsewhere in this RFP. Each proposer is required to submit its proposal in a sealed package.

The County must receive proposals no later than 4:00pm, March XX, 20X2. The proposer’s name, RFP number, and proposal closing time and date must be marked clearly on the proposal submission. The time of receipt shall be determined by the time clock in the ____ County Procurement Services office. Late proposals will not be accepted. The County will not be held responsible for the failure of any mail or delivery service to deliver a proposal response prior to the stated proposal due date and time. It is solely the proposer’s responsibility to: (1) ascertain that they have all required and necessary information, documents and addenda, prior to submitting a response; (2) ensure that the response is received at the correct location and time. Late responses, regardless of delivery means, will not be accepted. ____ County will not accept an emailed version of the response as the electronic copy. The hardcopy version of the vendor response will be used to determine if a response was received at the proper place and by the deadlines defined herein.

The County will not be responsible for any expenses incurred by any proposer in the development of a response to this Request for Proposal or any other activities associated with this procurement including but not limited to any onsite (or otherwise) interviews and/or presentations, and/or supplemental information provided, submitted, or given to ____ County and/or its representatives.  Further, the County shall reserve the right to cancel the work described herein prior to issuance and acceptance of any contractual agreement/purchase order by the recommended proposer even if the Board of Commissioners has formally accepted a recommendation.
The Proposer offers to furnish all materials, labor, supplies, equipment and incidentals necessary to provide the services defined herein and in any applicable related documents (e.g., Notification of Solicitation, Request for Information, Addenda, Contract, Bonds, insurance, Plans, etc.).
Should any proposer find discrepancies, omissions or ambiguities in this RFP, the proposer must at once request in writing an interpretation from proposal contact. The deadline for submitting questions is February XX, 20X2, at 5:00pm. Failure to request an interpretation will be considered evidence that the Proposer understands the provision of the RFP. The issuance of a written addendum is the only official method by which interpretation, clarification or additional information will be given by the County. Only questions answered by formal written addenda will be binding. Oral and other interpretations or clarification will be without legal effect.
All pre-proposal questions will be due on February XX, 20X2 at 5:00pm local time. The primary purpose of this is to provide participating firms with the opportunity to ask questions, in writing, related to the RFP. The Project Team will respond in writing with answers to the questions within ten (10) calendar days. All questions should be e-mailed to ____ ____ and should have the RFP reference number in the subject line.

____ County reserves the right to award a contract, based on initial offers received from Proposers, without discussion and without conducting further negotiations. Under such circumstances, the acceptance of a proposal by the County shall be deemed to be an acceptance of an offer that such acceptance will be binding upon both parties. A proposing offer should therefore be based on the most favorable terms available from a price, business requirements and technical standpoint. The County may also, at its sole discretion, have discussions with those Proposers that it deems in its sole discretion to fall within a competitive range. The County may enter into negotiations separately with such Proposers. Negotiations with a proposer may continue with a proposer that the County has tentatively selected to award a contract to. The County shall not be deemed to have finally selected a proposer until a contract has been successfully negotiated and signed by both parties.

All data and information gathered by the proposer and its agents, including this RFP and all reports, recommendations, specifications, and data shall be treated by the proposer and its agents as confidential. The proposer and its agents shall not disclose or communicate the aforesaid matters to a third party or use them in advertising, propaganda, and/or in another job or jobs, unless written consent is obtained from the County.

The County reserves the right to retain all proposals regardless of which response is selected. No proposals will be returned to the proposer.
The selected Proposer shall warrant that the County will be the sole property owner of all data.
The Proposer hereby certifies that they have carefully examined this Request for Proposal hereto for terms, conditions, specifications, covenants, requirements, services, etc. and the Proposer certifies that they understand the scope of the work to be done, that the Proposer has knowledge and expertise to provide the scope of the work, and that their proposal is based upon the terms, conditions, specifications, services, and requirements of this RFP. The Proposer further agrees that the performance time specified is a reasonable time. By their signature on the response to the RFP, the Proposer certifies that their proposal is made without prior understanding, agreement, or connection with any corporation, firm or person submitting a proposal for the same materials, supplies, or equipment, and is in all respects fair and without collusion or fraud, so that all proposals for the purchase will result from free, open and competitive proposing among all vendors. Further, the Proposer certifies that they understand collusive bidding/proposing is a violation of Federal law and can result in fines, prison sentences, and civil damage awards.

By submission of a response, the Proposer agrees that at the time of submittal, they: (1) have no interest (including financial benefit, commission, finder’s fee, or any other remuneration) and shall not acquire any interest, either direct or indirect, that would conflict in any manner or degree with the performance of Proposer’s services, or (2) will not benefit from an award resulting in a “Conflict of Interest.” A “Conflict of Interest” shall include holding or retaining membership, or employment, on a board, elected office, department, division or bureau, or committee sanctioned by and/or governed by ____ County. Proposers shall identify any interests, and the individuals involved, on separate paper with the response and shall understand that the County, in consultation with legal counsel, may reject their proposal.

No assignment of the Proposer’s obligations or the Proposer's right to receive payment hereunder shall be permitted without prior consent of the County. The Proposer may not sell, assign, transfer or convey the contract resulting from this RFP, in whole or in part, without the prior written approval from ____ County.

Proposer will indemnify and hold the County harmless from any and all liability, expense, judgment, suit, or cause of action for personal injury, death, or direct damage to tangible property which may accrue against the County to the extent it is caused by the negligence of Proposer, its subcontractors, or their employees or agents, while performing their duties under this Agreement, provided that the County gives the Proposer prompt, written notice of any such claim or suit. The County shall cooperate with Proposer in its defense or settlement of such claim or suit. This section sets forth the full extent of the Proposer’s general indemnification of the County from liabilities that are in any way related to Proposer’s performance under this Agreement.

The County shall have access to Proposer’s facilities, shall have access to all necessary patients, billing and subscription records, and shall be provided adequate and appropriate work space, in order to conduct audits in compliance with this article. The County shall give Proposer reasonable advance notice of intended audits.

It is understood that in the performance of any services herein provided, the Proposer shall be, and is, an independent contractor, and is not an agent or employee of the County and shall furnish such services in its own manner and method, except as required by this contract. Multi-vendor proposals will be accepted. If a multi-vendor proposal is submitted, it is critical that the proposal clearly delineates which vendor will hold and manage the contract, while coordinating the work of the other vendor(s). Further, the Proposer has and shall retain the right to exercise full control over the employment, direction, compensation, and discharge of all persons employed by the Proposer in the performance of the services hereunder. The Proposer shall be solely responsible for, and shall indemnify, defend, and save the County harmless, from all matters relating to the payment of its employees, including compliance with Social Security, withholding, and all other wages, salaries, benefits, taxes, exactions, and regulations of any nature whatsoever.

The County must review and approve all third-party subcontractor arrangements that are utilized to fulfill the requirements of this RFP. Any changes in third party relationships require prior notification and approval by the County.

This RFP and any contract resulting therefrom shall be governed by and construed according to the laws of the State of North Carolina. Should any portion of any contract conflict with the laws of the State of North Carolina, the State laws shall invalidate only that portion. The remaining portion of the contract(s) shall remain in effect.

The County assumes no responsibility for confidentiality of information offered in a proposal. The RFP does not intend to elicit proprietary information. However, if proprietary information is submitted as part of the proposal, the information is to be labeled as such. Proposals are not subject to public inspection until after the contract award. ____ County reserves the right to share any information submitted in response to this RFP or process with any person(s) or firm(s) involved in the review and evaluation process. Proprietary or confidential information must be clearly labeled as such at the time of initial submission and to the extent provided by N.C.G.S. Chapter 132, will not be made available for public inspection. In the event that a request for inspection is made under public records law, the proposer will be notified of the request and may participate in any subsequent civil action to compel disclosure of confidential information.

Proposer must comply with all applicable State and Federal Laws. In the event any Governmental restrictions may be imposed which would necessitate alteration of the material, quality, workmanship or performance of the items offered on this proposal prior to their delivery, it shall be the responsibility of the successful Proposer to notify ____ County at once, indicating in their letter the specific regulation which required such alterations. The County reserves the right to accept any such alterations, including any price adjustments occasioned thereby, or to cancel the contract.

Submission of any proposal indicates a Proposer’s acceptance of the conditions contained in this RFP unless clearly and specifically noted otherwise in the proposal.

Furthermore, the County is not bound to accept a proposal on the basis of lowest price, and further, the County has the sole discretion and reserves the right to cancel this RFP, and to reject any and all proposals, to waive any and all informalities and or irregularities, or to re-advertise with either the identical or revised specifications, if it is deemed to be in the County's best interests to do so. The County reserves the right to accept or reject any or all the items in the proposal, and to award the contract in whole or in part and/or negotiate any or all items with individual Proposers if it is deemed in the County’s best interest. Moreover, the County reserves the right to make no selection if proposals are deemed to be outside the fiscal constraint or not in the best interest of the County.

From time to time during the implementation and contract period, the County may elect to have the Proposer perform services that are not specifically described in the Statement of Work but are related to the contracted services (the “New Services”). Prior to beginning work on any New Services, the Proposer and County will agree and document the scope of work to be performed and compensation rate, if any. This will be accomplished through an amendment to the contract.

All requested information in this RFP must be supplied. All exceptions shall be clearly identified in this section and a written explanation shall include the scope of the exceptions, the ramifications of the exceptions for the County, and the description of the advantages or disadvantages to the County as a result of exceptions. The County, in its sole discretion, may reject any exceptions or specifications within the proposal. Proposers may also provide supplemental information, if necessary, to assist the County in analyzing responses to this RFP.

EVALUATION CRITERIA

Evaluation Team. The Evaluation Team will be responsible for the evaluation and rating of the proposals and demonstrations and for conducting interviews. The Evaluation Team is responsible for evaluating technology architecture, implementation capabilities, costs, and other selection criteria. The Evaluation Team will make the recommendation for vendor selection to the Board of Commissioners.

Evaluation criteria will be used to determine the finalist vendor. The vendor’s proposal will be evaluated based on the following criteria below. These criteria are provided for informational purposes and are not intended to represent an order of preference.
1. Financial stability of bank.
2. Strong technical tools that meet jurisdictions’ needs.
3. Ability to meet requirements of services sections.
4. Costs of Services.
5. References with entities of similar size.

A weighted analysis of the evaluation criteria will be utilized to determine the vendor that represents the best value solution for _____ County and its partners.

SERVICES SECTION 1

CORE BANKING SERVICES
GENERAL

Each bank proposing services must:
1. Have a full-service branch of the institution located within the vicinity of each jurisdiction’s main campus. Bank branches must be located within the vicinity of other campuses for each jurisdiction.
2. Be a qualified depository for public funds in accordance with North Carolina General Statutes (hereafter “G.S.”) specifically Chapter 159, Article 3 – The Local Government Budget and Fiscal Control Act, primarily G.S. 159-31 and the N.C. Administrative Code Title 20, Chapter 7 under the State Treasurer concerning the pooling method of collateralization.
3. All funds deposited shall earn interest. Balances remaining at the end of each day in the jurisdiction’s main operating account shall be invested overnight at a competitive rate in investments which comply with N.C. G.S. 159-30, “Investment of Idle Funds;”
4. In addition, the proposing bank will provide, at the County's or ____ CPSS's request, access to a collateralized money market account to use for cash management purposes that earns the current Federal funds target rate plus 25 basis points. The account may hold up to $200 million at any one time and earn this rate. The bank will agree to cover all FDIC bank deposit fees associated with this money market account and all the County and ____ CPSS accounts for the balance of this contract.
5. Beyond the fees contained in this RFP, no fees will be added or charged to either one of the jurisdictions without the express written consent of the jurisdiction.
6. Provide separate accounts as needed by each jurisdiction. Jurisdictions may have activities that need to be maintained separately. There need to be options for separate interest bearing and zero balance accounts.
7. All account balances shall always be available for investment by/for each jurisdiction.

DEPOSITS
8. Monies deposited in the bank by 2:00 p.m. shall be processed and credited for the same day deposit. The bank shall provide collected funds credit for checks drawn on the United States Treasury, Federal Reserve and State of North Carolina. Other monies, such as maturing investments, will be available for investment that day (immediate credit). All deposits will be credited on the current day’s business provided that the deposit is received at the bank’s designated operation center for each jurisdiction by 6:00 p.m.
9. Forward returned items to an authorized representative at each of the jurisdictions. Provide a return item report via on-line banking, which includes ACH and traditional check returns (NSF).
10. Deposited items must only be presented once.
11. No daily courier services for deposits are anticipated as being needed by either jurisdiction under this RFP.

ONLINE SERVICES
12. Provide an on-line banking services package. Please indicate whether these services are provided through a hosted solution. Bank shall provide all software required to provide these services and to access all required reports. Detailed requirements are listed below. In the event that online services are down, provide an acceptable backup method via telephone or fax for each online requirement listed herein. All online services and options must be accessible 6:00am – 9:00pm, seven days a week.

	Provide the following report types on-line.
a) Detailed Transaction and Balance Reports – Report should show previous day detailed transactions, which include listings of all debits and credits impacting the jurisdictions’ accounts. Report should include deposit ticket numbers, check numbers, transaction descriptions, and remittance information for EFT credits. Report should have the ability for user to establish a minimum threshold for viewing either debits or credits or both and may have separate thresholds for electronic and paper entries. Reports should be accessible for at least 90 business days and should be in a downloadable format such as EXCEL, BAI, CSV, PDF, or Word. ____ CPSS currently uses a text file and secure FTP to load daily transactions.
b) Electronic Advice Report – Ability to run in summary or detailed format. Detailed format must contain additional addenda with more remittance information for research purposes.
c) Intra-Day Position Report- Report must provide up-to-the-minute recap of available account balances. It should be updated continuously throughout the day and reflect beginning balances, incoming and outgoing Fed wire transfers, ACH activity effective that day, maturing investments and disbursing debits. Please list types of transactions that do update the Intra-day report and those that don’t update the Intra- day report.
d) Return Report – Report should list all check and ACH return items for the previous day. Report should be by account for each jurisdiction.
e) Positive Pay Exception Reports – Reports should list all checks or ACH’s that are not included in the positive pay data transmission and should be interactive. Authorized officials from each jurisdiction should be able to accept or deny these items on-line. Exceptions should be available by 10 AM each day from the previous day’s activity. Staff should be notified via email of existing Positive pay exceptions in order to facilitate proper research.
f) Please state in RFP response whether you offer imaged copies of the positive pay exception in addition to the report in section e) above.
13. Provide stop payment services on-line from authorized officials from each jurisdiction. As a part of this service authorized officials would be able to inquire on-line to determine if a specific check had previously been presented for payment prior to initiating a stop payment. Also need ability to remove stop payments on-line.
14. Access imaged copy of paid checks on-line. These imaged paid checks must be available for 7 years on-line for research purposes.
15. Provide ability to enter wire, ACH and book transfer on-line as outlined below. Online system should offer ability to template re-occurring and repetitive transactions. System should also have ability to structure an approval hierarchy.
16. Provide ability to transfer funds on-line between two or more accounts maintained with the bank.
17. Access imaged copy of deposits online. Must include image of deposit ticket and images of items contained in the deposit.
18. Ability to run positive pay issues and cancel reports. Reports should include user ID, bank account, check number, and issue/cancel date. Report should be able to be run for a range of dates.
19. Detail how updates and maintenance are handled for on-line system.
20. Is there a limit to the number of users? ____ County currently has about 30 users for our current banking and information reporting system. The ____ CPSS has about 12 users and approximately 140 inquiries only users.
21. Describe the process for adding/deleting users.
SECURITY ISSUES
22. Are internet access systems hosted internally by the bank or by a third-party?
23. Describe the security procedures (e.g., hardware, software, and physical) that the bank uses to protect bank systems and customer data?
24. Describe the capabilities of the online banking system to segregate user authority by function (e.g., access account information, initiate transactions, approve transactions) and by account?
25. Does dual control authority for online banking transactions exist on your on-line system?
INTEGRATED PAYABLES (PAYMENT MANAGER)
26. ____ County transmits payment information for vendor and payroll checks as well as ACH transactions in the formats provided by the County. The proposing bank must be able to accommodate these formats. If there is a cost that is associated with the development of these reports needed to provide this information to the County, the proposing bank should bear the cost or include the cost in the proposal.
27. Once ____ County transmits a check and/or ACH file to the bank, we need an email acknowledgement for each file from the bank confirming the total number of transactions in each submitted file and the total dollar amount of all transactions in each file. ____ needs to receive the acknowledgement(s) within an hour of transmitting file(s).
28. If there is an issue with any file, the bank will need to contact ____ staff prior to processing and checks or ACH transaction for resolution. None of the transactions in the file should be processed until the complete file is deemed correct by ____ County staff.
29. The current bank provider prints and mails ____ County checks the same processing night if ____ County has transmitted the file by 9 PM that evening. ACH files are processed with the same timing.
30. ____ CPSS does not intend to use this functionality.
WIRE TRANSFERS, ACH TRANSACTIONS AND OTHER TRANSFERS
31. Furnish direct deposit of ACH transactions (credit entries) to designated checking or savings accounts according to the Automated Clearing House (ACH) rules and regulations. Bank must be able to receive a direct transmission with all payroll information. Payroll staff attempt to transmit files by 5:00 PM two business days prior to payday. Please provide the latest time that you can process this file and still meet payroll deadlines. If needed, bank shall furnish pass-through software to aid in the ACH payroll file creation at no cost to the jurisdictions.
32. Transmit debit entries initiated by ____ County under ACH rules, which is used by the County monthly to collect insurance premiums from retirees. ____ CPSS does not do any debit entries currently. The bank shall provide web-based functionality or software to the County to enter, change, or adjust ACH information prior to data transmission to the bank. The bank shall be responsible for loss, limited to the liability for its own negligence and willful misconduct.
33. Process incoming and outgoing wire transfers verbally (via telephone) and on-line in real time as requested by duly authorized jurisdiction official(s) if instructions are received by the bank by the official deadline established by the Federal Reserve System. All incoming wires processed are expected to result in same day credit to the jurisdictions’ accounts. The bank is expected to assume responsibility for all loss or cost incurred by the jurisdictions because of the bank’s failure to transfer wires as instructed.
34. Provide ability to create templates for repetitive wires and ACH transactions with the ability to restrict amount and access for different users within each jurisdiction. Each individual template should have the ability to permanently establish different sections of the template. For example, for some repetitive wires, the same amount is wired each time. Each individual template should also restrict its use for designated authorized officials. Different templates would then be able to have different users. Changes to these templates shall only be made in accordance with a written request to the bank from an authorized official.
SUPPLIES
35. Provide deposit tickets at no charge. For ____ County, deposit tickets must be printed in triplicate, pre-numbered, and contain MICR encoding with the County’s location number. Tickets must also be preprinted with the County’s location name.
36. Provide disposable bank deposit bags to ____ County at no charge.

SAFEKEEPING SERVICES
37. The bank will be responsible for acquiring and setting up a third-party safekeeping agreement outside of the bank’s corporate structure on behalf of the jurisdictions. Under no circumstances shall investments be held by the cash management or investment areas or commingled with other assets of the bank. The jurisdictions will be able to obtain this safekeeping account solely in the name of the jurisdictions. It is required that all book-entry securities of the jurisdictions held in the safekeeping account be provided the highest level of custody for book-entry securities, which requires signed custodial agreement with a trust department that is both authorized to conduct business in North Carolina and a member of the Federal Reserve System.
38. The bank shall be responsible for ensuring that the third-party provider adheres to all the mandatory requirements.
39. The Custodial services must include:
a) Physical custody and safekeeping of assets.
b) Collection and remittance of income.
c) Notification of securities for redemption, or defaults of payments.
d) Collection or called or maturity principle.
e) Buying, selling, receiving or delivering on specific instruction.
f) Primary contact person.
40. Online access to confirmation reports of investments held shall be provided. Reports shall contain par, book, and market value information for each investment. Coupon amounts and payment dates are also valuable information to have on-line. Note how the jurisdictions shall obtain access to this information. If any software is needed, the bank will provide it. Include in the response whether the reports are available daily or monthly and the number of days the reports are available online. Please indicate in your response the source of market values.
41. The third party shall accept delivery and wiring instructions until 4 PM each business day.
42. Safekeeping receipts shall be sent for each activity either by e-mail, fax, or traditional mail within two (2) business days of activity. ____ County will need three copies of receipt. One should be provided to the Investment Analyst in the Finance Department. A second receipt should be provided to the County’s Accounting Manager in Finance. The third copy should be provided to the County’s cash management consultant as instructed by County staff.
43. The County’s currently contracts with First-Citizens Bank Inc. for safekeeping services. ____ CPSS does not use safekeeping services.

OTHER SERVICES

44. Provide daylight overdraft protection of $100 million for ____ County and 30 million for ____ CPSS. Wire transfers that fall under these limits should be released immediately assuming that they result from properly authorized debits. In the case of an unauthorized debit, neither jurisdiction is liable to the bank for the unauthorized transaction. In the unlikely event that a daylight overdraft above these limits should occur, the designated account officer(s) would be notified by an authorized jurisdiction official for verbal approval of the wire.
45. Provide account reconciliation for all disbursement accounts and have the capability to send daily or monthly transmissions of account activity to the jurisdictions.
46. Provide a positive pay option for all disbursement accounts. Banks must have the capability of receiving an electronic transmission to add/delete transactions from positive pay. Exception reporting and communication must be provided through online banking services. Please state whether email notification of positive pay exceptions is an option. In RFP response, include the following information regarding positive pay:
a) Include an overall description of your positive pay service including file layout and transmission process.
b) Is the service the same day or next-day?
c) Is it applied to the teller line?
d) Explain how a manually issued check is added to the positive pay file in detail.
e) Explain how voided checks are deleted from the positive pay file in detail.
f) Indicate any limit on the volume of positive pay exceptions that your system can handle.
g) State your default disposition of exception items if the bank does not receive the jurisdiction’s decision to pay or not to pay. Need ability to establish positive pay default rules by account.
h) State whether a dollar threshold can be applied to the default disposition (e.g., return all checks over $10,000). Need ability to establish positive pay threshold default rules by account.
i) Do you offer positive pay with payee names and/or customers reference field information (such as policy number, claim number) or both? If no, do you plan to make this service available?
47. Forward bank generated debit or credit adjustment items to the jurisdictions the next business day with detail support describing the nature of the transaction. Detail support should identify deposit ticket number and amount of original deposit, images of checks, adding tapes and deposit slips. Need ability to access bank adjustment items online with all supporting details. Bank generated transactions without sufficient detail will not be accepted by the jurisdictions.
48. Forward returned items (NSF) to jurisdictions the next business day. Notice should contain deposit date, return date, return reason, and front and back legal image of returned item.
49. Provide research assistance on transactions (lost checks, lost deposit slips, mutilated checks, and bank generated transactions) by providing sufficient details within 72 hours of request.
50. Provide a large safe deposit box for either jurisdiction if the need arises.
51. Provide sufficient night depository services.
52. Provide change as needed by the jurisdictions for various activities and events.
53. Provide fee free checking account for any ____ CPSS individual school account.
STATEMENTS AND PAYMENT OF FEES
54. Allow jurisdictions to pay for service fees by direct payment or through a compensating balance.
55. Provide a detailed itemized statement for each account for the previous month which shows each deposit slip, credit or debit memo, along with the check number and amount of each transaction processed within 10 working days of the subsequent month.
56. Furnish monthly detailed account analysis for each account enumerating the account activity by type of service and activity volume within each service. Statement must contain reconciliation between contracted service rates and actual rates charged with explanations of differences. If compensating balance is utilized, provide analysis of fees compared to earnings allowance. Include average balances, net monthly earnings, total costs and any gain or loss by the bank. In the event costs exceed earnings allowance for a given month, the jurisdiction may be billed or have the right to negotiate a new compensating balance. In the event that the earnings allowance exceeds fees, the excess should be netted against the subsequent month’s charges.
57. Provide clear instructions on the earnings allowance calculation, including definition of benchmark rate that will be used in the calculation (Ex: 6-month Treasury bill).
GENERAL INFORMATION TO BE PROVIDED BY INSTITUTION
Information related to the above-listed requirements should be organized in the same order as listed above. Also provide information outlined below. Any additional information regarding bank specific enhancements or other services that may benefit the jurisdictions can follow.
Describe your internal control procedures to protect account information. If you have experienced any unauthorized access to account numbers and account information, please describe the circumstances and any resulting changes in controls and procedures.
Explain how the interest rate will be set and how often it will be adjusted. Explain the type of overnight investments made in relation to a “sweep” account. Provide the past daily interest rates for similar governmental accounts for September, October, and November of calendar year 20X1.
If you are proposing earned interest credits against operating accounts as opposed to interest income, provide the interest rate you are proposing to use and the basis for allocating earned interest credits.
Clearly note any services that are provided by third parties. List bank addresses nearest to each location for each jurisdiction.
Provide names and phone numbers of three (3) governmental references with comparable processing volumes that have been using the services requested by this RFP for more than one year.
INFORMATION ABOUT THE JURISDICTIONS
Both jurisdictions offer payroll direct deposit to their employees. ____ County has a semi- monthly payroll, and ____ CPSS has a monthly payroll along with several smaller payrolls. Specific calendars for both jurisdictions will be provided to the chosen institution.
Both jurisdictions currently utilize the positive pay service. ____ County uses positive pay on three (3) disbursement accounts. The _______ CPSS utilizes positive pay functionality on nine (9) accounts.
If the jurisdictions develop a need for additional accounts, or services during the term of this agreement, services will be provided with the same conditions as applied to existing accounts at the time. If the Federal Reserve or other regulatory bodies provide for regulations, which are favorable to the County, the Bank shall make these new services available to jurisdictions.
EVALUATION FOR CORE SERVICES
In evaluating each of the banking institutions, the following will be considered: 
· All requirements listed above MUST be met.
· The top two responsible proposal packages will be selected at which time the sealed envelopes containing the cost proposals will be opened.
· The full cost of implementation will be considered when evaluating proposals, including software installation, data transmission file setup, interface revisions, and other initial one-time implementation fees. Currently both jurisdictions are utilizing Wells Fargo Bank for core banking services.
· The goal of the Evaluation Committee will be to ensure that the total banking services selected are the most cost advantageous for the jurisdiction. Service and efficiency improvements, implementation costs, and all evaluation criteria noted on page 10 of this RFP will also weigh heavily in the committee’s decision; therefore, the lowest direct price proposed may not have a direct bearing on the final selection.
SEE THE GENERAL SECTION (PG 1-5) FOR INFORMATION ON THE EVALUATION PROCESS, TERMS AND CONDITIONS, OTHER MANDATORY REQUIREMENTS AND INSTRUCTIONS.

SERVICE SECTION 2

RETAIL LOCKBOX AND E-BOX SERVICES
Request for Proposals
These services are both utilized by the County to post real and personal property tax payments. The retail lockbox service the County seeks is for the processing of paper transactions received daily with an electronic record of transactions being submitted to the County for posting into their tax receivables system. The E-box transactions are initiated by taxpayers from their own bank to pay their ____ County taxes. Both are essentially the same transaction, but one is generated by a paper document and the other by an electronic banking transaction. ____ CPSS does not currently utilize any lockbox or E-box services and does not anticipate needing these services.

GENERAL
The County is seeking a qualified service provider for retail lockbox processing of mail-in property tax payments as well as E-box services, which are simply a method for posting electronic transactions initiated by taxpayers from their own banks to pay property taxes. The County does not receive any remittance documents back from the lockbox. The County is seeking comprehensive turn-key solutions to their processing needs. Proposers should be experienced at this type and level of processing and offer efficient, cost-effective alternatives.

MANDATORY INSTITUTION AND SERVICE REQUIREMENTS
1. Mail Pick Up – The service provider will pick up all mail on a daily basis.
2. Payment Processing – The service provider shall process all payments for standard and nonstandard items the same day they are received from the post office. All such items shall be processed in such a way that the required payment information can be same day transmitted (by 2:00 pm) to the County in an acceptable format, all checks properly endorsed, and all checks properly MICR encoded for the correct amount.
3. Exceptions and Encoding Errors – The turnaround time for processing encoding errors for lockbox deposits should be no more than three business days. Daily exception mail must be delivered to the County on the next business day.
4. Same Day Deposit – All payment credit will be transmitted to the County’s bank depository daily in time to ensure full deposit credit the same day as mail was originally received.
5. Security – The service provider shall post data in a secure and confidential manner.
6. Backup – The service provider shall provide the County with a backup or contingency plan to ensure continued service in case of disaster or equipment failure. (Note: It is assumed the backup facility is at a different location but in the same general area, since the mail would continue to come to the same postal location.)
7. Storage and Safekeeping – The service provider will provide adequate safekeeping and storage of all transaction items in electronic format for the County. Online images of all lockbox transactions should be available to the County daily and for seven (7) years for research purposes.
8. Hard Copy / Electronic Copy Service – The service provider can provide same day hard copy and /or electronic copy transaction retrieval and transmission of such requested items to the County as part of this proposal. If there is an additional fee for such a special same day request, it should be specified in the proposal. The service provider should also specify what is considered the normal retrieval and transmission period for such research items and what additional fee (if any) would be associated with the type of request.
9. The service provider will provide routine daily, weekly, monthly and/or yearly reports as needed to the County.
10. The E-box transactions are posted manually by the County as the formats tend to vary depending upon which bank is sending the transactions. The two reports that the County requires for the E-box transactions are a daily detail file and a summary report with the number of transactions processed along with a dollar total.
11. For internal control purposes, any cash included in the day’s deposit and the transaction information associated with the posting should be specifically identified in the reports so that staff can address sending cash through the mail with taxpayers.

GENERAL INFORMATION TO BE PROVIDED BY INSTITUTION
12. Firm name and business address of lockbox processing center.
13. Provide names, phone numbers and e-mail addresses of three to five references, preferably within our industry or with comparable processing needs, which are currently using your retail lockbox service. Select a mix of long-standing and recent customers and indicate how long they have been customers.
14. List your schedule for post office pickups of retail lockbox mail for weekdays, weekends and holidays. List holiday calendar when processing will not take place.
15. Do you have a unique five-digit zip code assigned exclusively for receipt of retail lockbox items? If you have a unique zip code, is it included in the post office’s first sorting pass? If you do not have a unique zip code, do you have a zip plus 4 and is it included on the first sorting pass?
16. Who performs the fine sort per box number, you or the post office? If you sort lockbox mail, describe the mail sorting operation. Include manual and automated handling, ability to read bar codes, peak volume and contingency plans. Do you sort by mail delivery or by group of deliveries?
17. Describe how lockbox mail is received, sorted, and transmitted for processing. If this service is outsourced, provide firm name, business address, contact information, and at least two references for the vendor. Preferably the reference provided should be within local government.
18. Describe how E-box payments are received, sorted, and transmitted for processing. If this service is outsourced, provide firm name, business address, contact information, and at least two references for the vendor. Preferably the reference provided should be within local government. List all the equipment types, their capacity and numbers of staff involved by shift in the mail sorting and pre-extraction areas for each lockbox.
19. What controls do you have in place to ensure accurate processing per customer specifications? What controls are in place to ensure all payments received are processed the same day received?
20. What are the deposit times for the customer’s lockbox and how are they determined?
21. Can you combine multiple deposits to a single daily ledger credit for statement purposes?
22. What is the ledger cut-off time for retail lockbox deposits for the bank of first deposit? Include weekends and holidays. What is the latest mail pickup to be included in the last deposit? Will you process and deposit all the customer’s payments on the same ledger day as received? If not, when are these items deposited?
23. When are your peak processing periods and what arrangements are made to handle the increased volume? Do you staff for peak or average volume processing? How would the jurisdiction be affected during those peak times in terms of meeting standard daily processing deadlines?
24. In the case of an automated equipment or system failure, what back up arrangements are in place for lockbox processing?
25. Do you use a third-party processor, including couriers, for any other part of this service not yet described? If so, explain and provide the firm name, business address, contact information, and at least two references for the vendor. Preferably the reference provided should be within local government.
26. Outline lockbox and customer procedures for out-of-balance conditions at the transaction level, batch level, deposit level and end-of-day level.
27. Define and illustrate what would be considered standard items, non-standard items and exception items and your processing capabilities for each type.
28. How do you handle correspondence, returned items and any other items that may be received in the lockbox? How do you communicate this type of information to the customer?
29. Describe any technology used to retrieve customer information and post returned checks through the use of previously captured MICR information or other means.
30. How long will you maintain coupons and other payment documents? How do you dispose of these documents? Online images of all lockbox transactions should be available to the County daily and for seven (7) years for research purposes.
31. Supply any historical error rates for the lockbox. Examples are:
· Item Processing Error Rate
· Deposit Error Rate
· Procedural Error Rate
· Distribution Error Rate
· Deposit Reporting Error Rate
· Failed Late Deposit Reporting Rate
· Detail Reporting Error Rate
· Failed/Late Detail Reporting Rate

32. Indicate specifically how you propose to handle foreign checks or any other non-standard check or drafts that might be received.
33. Specify any services that you believe will enhance or set your proposal apart from others as well as any additional cost to the jurisdiction (if any) to receive such an enhancement in service.
34. Specify any requirements the bank has for the County to be able to process payments under the vendor’s proposal.
35. Indicate how quickly you could be ready to take on this work if selected.
36. Include a breakdown of all fees or costs, including item charges for standard and non-standard processing.


SEE THE GENERAL SECTION (PG 1-10) FOR INFORMATION ON THE EVALUATION PROCESS, TERMS AND CONDITIONS, OTHER MANDATORY REQUIREMENTS AND INSTRUCTIONS.

SERVICE SECTION 3

PROCUREMENT CARD SERVICES
GENERAL

Service Section 3 applies to the County only, not to ______ CPSS. ____ County currently utilizes Bank of America (BOA) as the procurement card vendor and receives this service at no cost. In addition, the County currently receives a rebate from BOA that is based upon the total amount spent statewide by all cardholders during the year and the number of days after the month end that the County has agreed to pay our monthly invoice. The County has agreed to pay BOA by wire transfer within 2 business days of each month end and has not been late with that payment. In fiscal years 20X0, 20X1 and 20X2, these rebates amounted to $57,926, $65,983, and $89,368, respectively.

____ County downloads a file from the provider’s website. This file is run through a system interface and posted as draft transactions into the County’s Advantage financial system. From there, County departmental staff is responsible for processing and finalizing the transactions. A proposing bank must be willing to provide a file in this format or will have to identify any costs to the County of changing their current file layout to accommodate the County’s system. An electronic master bill is paid out of the finance department and individual statements are sent to individual cardholders by the provider. Individual cardholders attach receipts to the statement and send them to the Finance Department. The County currently utilizes continuous auditing software to monitor card data for inconsistencies with policy and other irregularities.

During fiscal 20X1, the County began paying certain enrolled vendors electronically using the BOA credit card program. For e-payables vendors, the County deposits their payments against a dedicated credit card instead of into a bank account for ACH payments or instead of cutting and mailing a check. The County receives a rebate for these transactions that is calculated in the same manner as the rebate above is for its procurement card purchases. In fiscal 20X2, the County received an E-payables rebate of $38,700 that was applicable to the activity associated with fiscal year 20X1 activity.

	Operational Requirements
	 _____ County

	Transaction Dollars per fiscal 20X1
	$5,432,839

	Number of transactions per fiscal 20X1
	28,692

	Number of Cardholders at June 30, 20X1
	389

	Number of P-Card Accounts at June 30, 20X1
	389



ISSUER BACKGROUND

PERSONNEL

1. List names, titles, phone and fax numbers and e-mail addresses and provide brief biographies of issuer contact personnel.

2. Will one primary contact be assigned to the company’s account? If so, from which area of the organization?

3. How many employees does the issuer have in key areas providing the service?

EXPERIENCE
4. How long has the issuer offered Procurement Card services?

5. Specify the number of government customers using this service. Provide a high-level summary of the types of companies in your portfolio and a general overview of various card programs under your management.
6. What issues should we consider as we move forward with this initiative?

7. Competitive Position and Future Commitment

8. What differentiates your service from that of other providers?
9. How will you keep this product current and competitive?

10. What approach is the issuer taking in the development of new services?
· What new services or features does the issuer plan to offer and within what time frame?
· Will the issuer commit to these enhancements and their timing?
· Are these enhancements under the direct control of the issuer?
· If the company were to request enhancements, describe the prioritization process for such requests.
11. Provide names and phone numbers of three references, preferably within our industry or with comparable volumes, who are currently using your purchasing cards. Select a mix of long- standing and recent customers.

12. Provide any additional information that you believe is relevant to this RFP and your capability to provide the services requested (e.g., product brochures and articles in trade journals).
PROGRAM DESIGN

13. What card platform(s) does your program employ (e.g., MasterCard, Visa, Amex or other)? Why? If more than one is used, which would you recommend for our program and why?

14. How many suppliers accept your purchasing card?
· Worldwide
· In North America
· At Level II and Level III
15. What third-party processor, if any, is used for authorizations and transaction posting?

16. Do any third-party partners perform other functions, such as systems support or customer service? If so, explain.
17. Discuss settlement terms.
a) What billing cycles are available?
b) How will we receive billing statements?
c) What are payment terms from statement date?
d) What options are available for the Units to make payment (e.g., EDI, ACH, check)?

18. Does the issuer have the capability of billing multiple business units and receiving payment from those separate business units?

19. Describe the issuer’s merchant support function. Is a third-party alliance established? If so, describe the nature of the alliance.
20. How does the issuer handle merchant enrollment, education and ongoing management of hardware and software?

21. Describe any unique features provided by the issuer’s product that we should consider.

22. Does the program provide the option of customizing the card with a corporate logo? If so, is there a charge?

CONTROLS

23. Describe the card controls and usage restrictions supported by the issuer’s program:
a) Company level restrictions
b) Cardholder level restrictions
c) Department level restrictions
d) Merchant Category Code/Standard Industry Classification (MCC/SIC) restrictions
e) Cash advance restrictions
f) Dollar limits
24. What are the liabilities of the company and employees in the event of fraud, abuse or loss of a card? Does the issuer provide fraud insurance? If so, what are the stipulations and fees associated with the insurance?
25. Does your program screen transaction activity for fraud patterns? If yes, explain. If no, is this capability planned for future implementation and if so, when? Provide statistics on fraud associated with your purchasing card program.

26. Can the issuer reproduce lost charge slips? Is there a charge for reproduction? What is the typical turnaround time for the issuer to provide copies of charge slips?

27. Describe the issuer’s card management process, average time it takes to perform function and how the function is handled (e.g. phone, change form faxed or mailed, e-mail) for the following:
a. New card issuance
b. Deletion of cards
c. Removal of invalid cards
d. Handling of lost/stolen cards
e. Replacing cards (including emergency situations)
f. Modifying a cardholder’s profile

TECHNICAL CAPABILITIES
28. ____ County Finance uses our current provider’s online system for requesting cards, maintaining groups and profile reporting. Cardholders currently use the online system to request reports, duplicate statements, and initiate disputes, among other roles. This continued functionality is critical to ____ responsibilities.
29. What are the hardware and software requirements for using your card transaction reporting software packages, including minimum RAM and disk space, minimum processor speed and modem specifications?
30. What are the installation options for the reporting packages (e.g., stand-alone PC, LAN/WAN, Client/Server, Internet/intranet)?

31. Are the reporting packages e-mail capable?

32. What technical support is available for your reporting packages and what hours is technical support available?

33. What support do you provide for recreating files that may have been corrupted, lost or destroyed?

34. Do you have a disaster recovery plan? If so, provide a description of the plan, including the time required to become fully operational after a disaster.

35. What physical and software security measures does the issuer take to protect the confidentiality of the company’s transaction information?

INFORMATION REPORTING
36. Describe how the issuer receives and processes Level II and III information. What information can you provide to us?
37. Provider reports should be available in CSV, Excel, delimited text, and PDF formats.
38. Describe the formats or methods offered for distribution of transaction data and the frequency of distribution (e.g., daily, weekly, monthly). We must be able to schedule reports to run on a routine basis (daily, weekly)
39. How quickly after a transaction has been conducted is information available in reports?
40. Does your system interface with our Financial System, CGI Advantage Financial?
41. Do you provide software that interfaces with our internal financial systems (A/P, G/L, T&E, and Fleet)?
42. Describe how your reporting package accomplishes the interface with our systems
43. Are there any special hardware or software requirements for using the software that interfaces with our internal systems?
44. Is customized programming required to accomplish the interface? If so, is there a cost associated with this programming?
45. Can the issuer automatically allocate individual transactions to different expense categories based on the company’s general ledger accounting structure?
· If so, describe the various options or methods available for allocating transactions.
· If not, recommend how we might be able to segregate and allocate transaction data to the appropriate expense categories.

REPORTING CAPABILITIES

46. Provide a general description of the reporting packages you offer.
· Is the information available through your reporting package accessible at any time?
· If not, what days and hours is it available?
· Can T&E and fleet expenses incurred with your card product be tracked and reported separately?
· Can your system provide reports regarding minority-owned vendors? How complete is the information in these reports?
47. What reports are available regarding sales and use taxes? For transactions that are reported without separate sales tax or minority-owned business status detail, how do you suggest we meet our tracking and reporting needs relative to such information?
48. What are your international transaction reporting capabilities?
49. What are your vendor spending reporting capabilities?
50. What reports are available through the reporting packages? Provide samples of available reports. How frequently can reports be generated? Can reports be generated for various levels of our organizational structure? List options for report distribution to managers, functional staff personnel and cardholders.

51. Can reports be generated for various time frames or accounting periods? Is historical information available? If so, how far back is the information available? What are the inquiry and ad hoc reporting capabilities of your reporting package?

52. Can you produce customized reports and statements? If so, are there additional costs for customized report programming?

IMPLEMENTATION
53. Provide a sample procurement card contract.
54. Provide a complete description of your implementation process, including a sample time line and description of various implementation tasks for both the issuer and the customer. How long does it take to get a program under way?
55. Does your implementation plan offer the option of a pilot program or a staged rollout prior to full “live” implementation? Describe.
56. How do you propose to convert our existing card program to your program?
57. Describe the support provided during implementation, including technical assistance, user manuals, instructional and/or educational materials, on-site visits, or other assistance.
58. What initial and ongoing training do you provide for program administrators and cardholders?
59. What are some of the common implementation obstacles you have observed?
60. Provide a sample cardholder application.
61. Do you provide sample policies and procedures as part of the implementation process?
62. How will you assist the company in getting vendors to accept the card?
CUSTOMER SERVICE

63. Describe your customer service capabilities, including the following:
· Hours of coverage
· Toll-free number access
· Dedicated representative for our account
· Cardholder account management
· Cardholder complaints
· Quality measures for response time
64. Describe the issuer’s customer service organizational structure.
65. Will a specific customer service representative be assigned to handle this business? Describe the responsibilities of customer service personnel, including the chain of command for problem resolution.
66. How are inquiries requiring research handled by the issuer?
67. Are there established turnaround times for responses? If so, specify.
68. What is the issuer’s record on meeting established response times?
69. Define the dispute-resolution process including time frame and responsibilities of the parties involved. Are disputed items removed from the invoice while under investigation?

QUALITY

70. Does the issuer have a formal quality-improvement program for this service? If so, describe.
71. Do you monitor performance indicators? If so, what key performance measures do you track? What is the reporting frequency and period covered for each measure? What were your performance measures for the last three reporting periods?

PRICING
72. Provide a price schedule for all fees for this service, using TMA Service Codes. Include all one-time and on-going fees that the County will incur, including minimums, related to the following:
· Annual fees per card Per transaction fees
· Program implementation/set-up Reporting: Standard and customized Merchant sign-up and implementation Late fees
· Desktop reporting packages Licensing fees
· Maintenance fees Consulting fees Fraud protection Bulletin Board Fees

73. Describe incentives or price breaks offered based on business volume, timeliness of payment, rebates or other measures.
74. Indicate the number of years for which the above fees are guaranteed.
75. How and when is the customer notified of a price increase?

SEE THE GENERAL SECTION (PG 1-10) FOR INFORMATION ON THE EVALUATION PROCESS, TERMS AND CONDITIONS, OTHER MANDATORY REQUIREMENTS AND INSTRUCTIONS. 
