SETTLEMENT ADMINISTRATOR
Attachment A
I.
INTRODUCTION

A.
This Invitation for Bid (IFB) is designed to provide prospective bidders with information on requirements associated with a Settlement Administrator for the Pennsylvania Office of Attorney General (“OAG”).  
B.
VENDOR REGISTRATION
In order to do business with the Commonwealth you must be registered in the SRM (Supplier Relationship Manager) system.  Even if you are already an approved Commonwealth Vendor and have an SAP vendor number, you must still re-register within the SRM system in order to update your administrative information and/or submit a bid.  Instructions on registration and bidding processes can be found at www.pasupplierportal.state.pa.us.  If you have questions concerning SRM Procurement Vendor registration, they should be directed to the Department of General Services at (717) 346-2676 (Harrisburg area) or (877) 435-7363 (toll free) and select option 1 or via e-mail at RA_PSC_Supplier_Requests@pa.gov.  Please note, SRM vendor registration does not mean that you will automatically receive this or any other contract with the Commonwealth.  
C.
BID AWARD
The bidder shall complete all requirements of the IFB (Invitation for Bid) electronically via the SRM system (www.pasupplierportal.state.pa.us) to qualify for the bid award.  If you have questions concerning SRM Procurement Bidding process, they should be directed to the Department of General Services at (717) 346-2676 (Harrisburg area) or (877) 435-7363 (toll free) and select option 2 or via e-mail at SRMhelp@pa.gov.  

Bids will be awarded based on a lump sum award.

The awarded contract/purchase order quantities herein are estimated only and may increase or decrease based upon on the service requirements of the OAG.  The awarded bidder shall be paid at the unit price for actual work performed.

D.
RECEIPT AND OPENING OF BIDS
1. Bids must be submitted prior to the Bid Closing Date and Time affixed in the IFB.  Bids submitted after the Bid Closing Date and Time will not be considered for award.
2. Bids must be submitted electronically through the SRM system (www.pasupplierportal.state.pa.us). NOTE:  Supplier’s electronic bid reflecting “Held or “Saved” status is not a complete submitted electronic bid.  Therefore, the “Held” or “Saved” electronic bid shall not be considered for bid award due to the fact that the “Held or “Saved” electronic bid cannot be accessed or reviewed by the Issuing Office at Bid Opening Date and Time affixed in the IFB.
E.
BID RESULTS
Bidder can obtain bid results by accessing the DGS website www.dgs.state.pa.us.  

II.
SPECIFIC REQUIREMENTS

A. CONTRACT PERIOD

The term of the initial contract/purchase order is 36 months and will commence upon the final approval of the contract/purchase order.
B.        OPTION TO RENEW

The contract/purchase order or any part of the contract/purchase order may be renewed for up to three additional one-year periods by mutual agreement between the OAG and the awarded contractor.  If the contract/purchase order is renewed, the same terms and conditions set forth in the original contract/purchase order shall apply.
C.
OPTION TO EXTEND

The OAG reserves the right, upon written notice to the contractor, to extend the contract/purchase order or any part of the contract/purchase order.  This will be utilized to prevent a lapse in contract coverage and only for the time necessary.  There will be no price change.
D.
INSURANCE
Contractor, at their expense, shall procure and maintain, during the term of the contracted services and any service renewal or extension periods thereof, the following types of insurance, issued by companies acceptable to the OAG and authorized to conduct such business under the laws of the Commonwealth of Pennsylvania:

1. Worker’s Compensation Insurance for all of the Contractor’s employees and those of any subcontractor, engaged in work at the site of the project as required by law.  

2. Public Liability and Property Damage Insurance to protect the Commonwealth, Office of Attorney General, the Contractor, and any and all subcontractors from claims for damages to property including the loss of use resulting from any property damage, which may arise from the activities performed under the contracted services or the failure to perform under the contracted services,  whether such performance or non-performance be by the Contractor, by any subcontractor, or by anyone directly or indirectly employed by either.  The minimum amounts of coverage shall be $250,000 per person and $1,000,000 per occurrence for bodily injury, including death, and $250,000 per person and $1,000,000 per occurrence for property damage.  Such policies shall be occurrence rather than claims-made policies and shall not contain any endorsements or any other form designated to limit and restrict any action by the Commonwealth, OAG, as an additional insured, against the insurance coverage in regard to work performed for the Commonwealth, OAG.  

3. Comprehensive Automobile Liability Insurance with a combined single limit per occurrence for each vehicle, and Professional Liability Insurance for each claim.

i. Prior to commencement of the work under the contracted services and at each insurance renewal date during the term of the contracted service, the Contractor shall provide the OAG with current certificates of insurance.  These certificates or policies shall name the Commonwealth, OAG as an additional insured and shall contain a provision that the coverage’s afforded under the policies will not be cancelled or changed until at least thirty (30) days written notice has been given to the OAG.

ii. The OAG shall be under no obligation to obtain such certificates from the Contractor.  The OAG’s failure to obtain same shall not be deemed a waiver of Contractor’s obligation to obtain and furnish certificates.  The OAG, or its designees, shall have the right to inspect the original insurance policies.

E.
ENDORSEMENTS

The awarded contractor shall not advertise or publicize in any way a written or verbal endorsement that their services are being used by the OAG without the written approval of the OAG.

F.      
SENSITIVE INFORMATION/NEWS RELEASES
Except as enumerated below, the awarded contractor shall not:

1. Publish or otherwise disclose, except to the OAG and except matters of public record, any information or data obtained during the course of performance under the service purchase document, except with the consent of the OAG.

2. Release news relating to the performance of this service purchase document unless prior approved by the OAG.  The OAG reserves the sole right to issue news releases regarding any incidents that may occur during the service purchase document term.

G.    
CONFIDENTIALITY
The awarded contractor shall be bound to confidentiality of any information its employees may become aware of during the course of performance of contracted tasks. Consistent and/or uncorrected breaches of confidentiality may constitute grounds for cancellation of the service purchase document.

H.
TAXES

The OAG is exempt from all excise and sales taxes (No tax shall be included in the bid costs).

I.
BILLING

The awarded Contractor shall designate a person or persons who will act as liaison with the OAG for all matters of compliance and payment. The representative(s) of the awarded Contractor shall communicate with OAG staff prior to implementation of this agreement, and on a regular basis (i.e., daily, weekly, monthly, etc.), to coordinate requirements of this agreement.

J.
CONTRACTOR COMPLIANCE

1. Contractor shall certify that it is not currently under suspension or debarment by the Commonwealth, any other state, or the federal government.

2. Non-Compliance of any provision of this Contract will be cause for the termination of the Contract at the discretion of the OAG.
K.
INCENTIVE PAYMENT (Optional)

Prior to the Effective Date of the Agreement between Contractor and OAG, OAG shall notify Contractor, in writing, of its intention to exercise Paragraph K of this IFB. Upon notification of OAG’s intent to exercise Paragraph K, Contractor shall be entitled to a one dollar ($1.00) per cashed check incentive payment. 

III.
SERVICE SPECIFICATIONS 

A.
STATEMENT OF PROJECT  

The Office of Attorney General’s (OAG), Bureau of Consumer Protection’s (BCP) is looking to satisfy a need for a Settlement Administrator (Administrator) to handle all aspects of multiple settlements BCP recently reached with the owners of auto title lenders (Companies).  The settlements will require the companies to pay restitution to approximately 3,500-10,000 former customers who are mostly located in Pennsylvania.

The Administrator will be responsible for all aspects of the settlement administration.  The Administrator will handle all elements of communications with affected parties including in or outbound calling, fund distribution, and printing and mailing of claims checks.  

B.
OVERVIEW

The Pennsylvania Attorney General’s office (OAG) recently settled with two auto title lenders that have ceased operations in Pennsylvania (Companies).  The OAG has filed settlement documents in Philadelphia common pleas court. The restitution checks are intended to reimburse consumers who suffered actual damages due to the allegedly unlawful acts and practices of the Companies. In addition, there may be additional settlements with other title lenders in the future as there is ongoing litigation.  The additional settlements will be awarded through this contract as well.
C.
TASK REQUIREMENTS

1. Design of settlement notice letters and reimbursement checks. 

2. Receipt of raw customer data file from Companies and/or OAG.

a. Organize customer information received from Companies and/or OAG to mail postcards first to between 3,500 and 10,000 consumers, and then letters with check stubs to as many former customers as it is possible to locate, up to 10,000 people. The letter will be one page, 2-image (front and back) check with stub.
b. Skip tracing, removal or verification of duplicate records.
c. Reissue checks that were returned undeliverable or were uncashed, if a different address can be identified.

3. Handle inquiries from consumers.

a. Includes IVR and live staffing a toll-free number.

b. Includes managing a basic website of information.

4. Before initial mailing, address file to be processed using Move Update (NCOA) in accordance with United States Postal Service (USPS) regulations.  

5. In addition, after any checks are returned, skip-tracing using Lexis AllFind or a similar tool must be completed.
6. Disburse funds and provide account reconciliation charts.

7. Uncashed checks may be voided at the discretion of the OAG after not less than 90 days. Uncashed funds will be distributed back to the OAG. 
8. The Administrator will set up a Qualified Settlement Fund (QSF) or QSFs to hold the funds and will be responsible for tax filing for the QSF. The Administrator will open a new interest-bearing bank account to hold the settlement funds in consultation with the Commonwealth. 

9. The Administrator must demonstrate that it has in place commercially reasonable, industry standard data security protocols to protect the consumer data from a potential breach, including but not limited to unauthorized use by Administrator’s employees or subcontractors. The Administrator must have significant insurance in place to cover potential loss, including cyber liability insurance.

D.
QUALIFICATIONS
1. Prior Experience.  The Offeror should have extensive prior experience administering consumer settlements. This experience should include handling settlements where one or more state attorneys general are the settling party/ies. This experience should include at least three prior settlements, in each of which the Offeror sent checks to at least 50,000 consumers. The experience should also include handling returned checks, skip-tracing, and escheatment. Experience shown should be work done by individuals who will be assigned to this project as well as that of your company.  Studies or projects referred to must be identified and the name of the customer shown (if permitted), including the name, address, and telephone number of the responsible official of the customer, company, or agency who may be contacted. 

2. Personnel.  Include the number of executive and professional personnel, analysts, programmers, consultants, etc., who will be engaged in the work.  Show where these personnel will be physically located during the time they are engaged in the Project.  Indicate the responsibilities each individual will have in this Project and how long each has been with your company.  

3. Subcontractors: Provide a subcontracting plan for all subcontractors.  The selected Offeror is prohibited from subcontracting or outsourcing any part of this Project without the express written approval from the Commonwealth.  Upon award of the contract resulting from this IFB, subcontractors included in the proposal submission are deemed approved. For each position included in your subcontracting plan provide:

a. Name of subcontractor; and
b. Description of services to be performed.

E.
TASK REQUIREMENTS
Time is of the essence. OAG wishes to send the reimbursement checks to the consumers as quickly as possible because this money will have a major impact on their lives. Therefore we ask that you provide a proposed timeline that begins with the date the contract is awarded, and which provides dates for key milestones (i.e. templates prepared, IVR script approved, website live, checks mailed, etc). Assume the contract could be awarded as soon as December. Payment for the project will be a fixed fee for the skip tracing and mailing of the 3,500-10,000 postcards, plus an additional fee for each mailed check and an additional incentive payment of $1.00 for each check that is successfully cashed. 
F.
Reports and Project Control.   
Administrator shall submit regular progress reports. Progress reports may include, for example, the number of checks mailed out, number of checks returned, number of Lexis AllFind searches, number of checks reissued, number of checks re-mailed, number of calls received, number of minutes of calls to IVR, and number of minutes of calls with agents. To the extent practical under the circumstances, with the exception of IVR and related activity (because there will be a single, shared toll free number for the project), Administrator shall provide the requested information in this Paragraph on a per state basis.

Agency Contract Administrator:

NAME:   Beverly Brady

TITLE:    Administrative Officer

PHONE:  412-565-3582
Agency Procurement Officer

NAME:   Alecia Peddigree

TITLE:    Procurement Specialist

PHONE:  (717) 787-3804
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