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1.0 INSTRUCTIONS TO PROPOSERS 

1.1 Introduction  
Spokane Transit Authority, located at 1230 West Boone Avenue, Spokane, Washington, is requesting 
Proposals from qualified Proposers to provide Retirement Plan Administrative and Recordkeeping Services 
for participants in their Defined Contribution Plans (each individually a “Plan” and collectively, “Plans”). 

Listed below are the primary objectives of this review and selection process: 

 Lower participant and plan expenses; 

 Provide a simplified investment menu; 

 Provide for an orderly and timely transition of Plans administration;  

 Provide group seminars and individual meetings on investment and retirement planning topics; and 

 Support participants with their retirement savings. 

Since October 2010, STA has been a member of the Washington Public Employees Retirement System 
(“PERS”) as its primary retirement investment option.  STA has retained the legacy retirement plans which 
predated PERS and currently consist of five separate 401(a) Money Purchase Plans (one of each labor group 
and the CEO), and one 457 Deferred Compensation Plan open to all employees.  MissionSquare currently 
provides enrollment, communication/education, investment management, and recordkeeping services for 
the 401(a) and 457 Deferred Compensation Plans.  As of December 31, 2022, there was approximately 
$15.9 million invested in the 457 Deferred Compensation Plan and approximately $23.2 million invested 
in the 401(a) Plans.  Provider asset breakdowns and key Plan statistics are as follows: 

KEY PLAN STATISTICS AS OF DECEMBER 31, 2022 – 457 PLAN: 

Total Assets 
December 31, 2022 

Total Number of 
Participant Accounts 

Total Number of  
Active Accounts 

Total Number of 
Eligible Employees 

$14,917,621 597 165 700 
 

2022 Total 
Contributions 

2022 Total 
Roll-Ins  

2022 Total 
Deferrals  

Total Withdrawals  
(Systematic) 

$670,504 $0 $0 $975,122 
 

Participant Loans Total Dollar Amount 
Current Balance 

9 $62,756 
 

Accounts in Distribution Annuitized 
17 MissionSquare does not track the 

number of accounts that have been 
annuitized. 

 
KEY PLAN STATISTICS AS OF DECEMBER 31, 2022 - 401(a) PLANS (note there are five separate 
accounts): 

Total Assets 
December 31, 2022 

Total Number of 
Participant Accounts 

Total Number of 
Active Accounts 

Total Number of 
Eligible Employees 

$22,453,201 1,265 187 1 (CEO) 
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2022 Total  
Contributions 

2022 Total  
Roll-Ins  

2022 Total  
Deferrals  

Total Withdrawals  
(Systematic) 

$42,416 $0 $0 $2,109,541 
 

Participant Loans Total Dollar Amount 
Current Balance 

17 $117,211 
 

Accounts in Distribution Annuitized  
37 MissionSquare does not track the 

number of accounts that have been 
annuitized. 

 
STA anticipates awarding a five (5) year Contract.  Up to five (5) optional one (1) year extensions may be 
awarded upon approval by STA’s Board of Directors. 

The Proposer may supplement its Proposal with Subcontractors, with the understanding the Proposer is 
responsible for all Work. 

Please read this entire RFP package before submitting your Proposal.  Careful attention must be paid to all 
requested items contained in this RFP. 

This RFP does not commit STA to enter into any Contract; to pay any costs incurred in the preparation of 
a Proposal in response to this RFP or in subsequent negotiations; or to procure or contract for the Work.  
STA expects to negotiate a Contract with the Proposer it deems most advantageous to the agency. 

1.2 Defined Terms 
The following defined terms are used throughout this RFP.  In the event of a conflict between the definition 
herein and the definition of the same term in a separate part of this RFP, the definition in the separate part 
of this RFP shall prevail for that part only. 

Administrator & Recordkeeper means the Contractor. 

Alternate Proposal (or Alternate or Option) is the amount stated on the Price Proposal Form to be added 
or deducted from the amount of the Base Price if the corresponding change in project scope or materials or 
methods described in the RFP Documents is accepted. 

Amendment is a written or graphic instrument, approved and issued by STA prior to the Proposal Due 
Date, which amends, modifies or interprets the RFP by additions, deletions, clarifications or corrections. 

Base Price is the sum stated on the Price Proposal Form for which the Proposer offers to perform the Work. 

Business Day means Monday through Friday, except public holidays, from 8:00 AM to 5:00 PM, Pacific 
Time. 

Contract refers to an agreement executed between STA and Contractor for the provision of Work. 

Contractor means the responsible Proposer awarded a Contract resulting from this RFP. 

Day means calendar day unless otherwise noted. 

Nonresponsive Proposal is any Proposal which (1) fails to conform in any respect to the requirements of 
the RFP; (2) imposes conditions which would modify requirements of the RFP; or (3) limits a Proposer’s 
liability to STA to give the Proposer an advantage over other Proposers, as determined by STA. 

No Proposal Form:  Attachment C. 
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Plan Sponsor refers to the Spokane Transit Authority, the employer. 

Price Proposal Form:  Attachment D. 

Project Site means STA’s facilities located at multiple sites in the Spokane, WA region. 

Proposal is the submission of a complete and properly executed Price Proposal Form, Proposal Response 
Form, all Proposer Certifications and representations required to comply with the RFP, and any additional 
documentation that may be required by the RFP. 

Proposal Response Form:  Attachment A. 

Proposer is an individual or entity who submits a Proposal for a Contract with STA for the performance 
of Work. 

Proposal Due Date is the date and time at which Proposals are due as specified in Section 1.5 of the 
Instructions to Proposers in this RFP.  Proposals received after this date and time will be considered 
nonresponsive and returned to the Proposer. 

Questionnaire:  Attachment E. 

Request for Approved Equals Form:  Attachment B. 

Request for Proposal (RFP) Documents include, but are not limited to, the Advertisement for Proposals, 
Instructions to Proposers, Price Proposal Form, Proposal Response Form, all attachments and exhibits 
related to this RFP, Technical Requirements, all other documents proposed or required for the performance 
of Work, and any or all Amendments hereto issued prior to the Proposal Due Date and/or the Best and Final 
Offer due date. 

STA means the Spokane Transit Authority. 

Technical Requirements collectively refers to all specifications, special conditions and the Scope of Work 
attached hereto. 

Work means the scope of goods and services in the Scope of Work to be provided by the Contractor under 
a Contract. 

1.3 Proposer Communications with STA 
STA is committed to providing all prospective Proposers with accurate and consistent information in order 
to ensure that no Proposer obtains an undue competitive advantage.  To this end, from the date this RFP is 
released through the date of award of a Contract, all communications, questions and/or clarifications, and 
inquiries concerning this RFP shall be addressed to: 

Jennifer Anderson 
Procurement Coordinator 
Spokane Transit Authority 
1230 West Boone Avenue 

Spokane, WA 99201 
(509) 325-6024 

janderson@spokanetransit.com  

STA reserves the right to disqualify any Proposer who contacts a STA officer, director, employee, agent, 
representative or committee or Board member concerning this RFP other than in accordance with this 
Section. 

  



 

Page 7 of 32 

1.4 Question and Answer Period 
Questions and/or clarifications about the RFP may be submitted in accordance with Section 1.3. 

Any prospective Proposers in receipt of this RFP will be provided with any changes or clarifications to the 
RFP by written Amendment in accordance with Section 1.9. 

1.5 Proposal Due Date and Proposal Submission 
Proposals along with the Proposer’s sample agreement will be accepted until 4:00 PM, Pacific Time, 
Friday, September 8, 2023, in accordance with the specifications and conditions stated in this RFP.  
Proposals must be submitted via Drop Box at the following link: 

https://www.dropbox.com/request/mUaz3111DYrr1i3jZ7PW 

All Proposals shall be effective for ninety (90) Days from the Proposal Due Date or Best and Final Offer 
(“BAFO”) date (if applicable), whichever is later.  Late submittals shall be deemed nonresponsive and 
returned to the Proposer.  The cost of Proposal preparation will be completely borne by the Proposer.  STA 
reserves the right to request an original Proposal with “wet” signatures, in its sole discretion. 

Proposals shall be submitted to the contact listed in Section 1.3.  Proposal packages or envelopes must be 
labeled with the name and number of the solicitation: 

RFP 2023-10849 – Retirement Plan Administrative and Recordkeeping Services 

Except as otherwise provided for herein, Proposals which are incomplete, or which are conditioned in any 
way or contain erasures, alterations or items not requested in the RFP, or which are not in conformance 
with the RFP or applicable laws, rules and regulations, may be rejected as nonresponsive. 

1.6 Procurement Schedule and Deadlines 
Below is the proposed procurement timeline for this RFP.  Future events may cause this timeline to change.  
STA reserves the right to revise the procurement timeline at any time and for any reason. 

DATE EVENT 

August 8, 2023 RFP Issued  

August 17, 2023, 4:00 PM Pacific Time Deadline to Submit Request for Approved Equals, Changes 
or Clarifications 

September 8, 2023, 4:00 PM Pacific Time Proposal Due Date 

September 11-15, 2023 Evaluation of Proposals 

October-November 2023 Final Contract Negotiations and Contract Execution 

1.7 Proposer Registration & Licensing 

1.7.1 At the time of Proposal submittal, as a minimum requirement for a Proposal to be deemed 
responsive, Proposers must meet the following business registration and licensing criteria: 

A. Active registration with the Washington State Secretary of State. 

B. Active Washington State Business License issued by the Washington State Department of 
Revenue. 
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C. Active Worker’s Compensation Account with the Washington State Department of Labor & 
Industries (“L&I) or documentation from L&I of Contractor’s exemption from this 
requirement. 

D. Active registration as required by the United States Securities and Exchange Commission. 

1.7.2 In addition to the requirements of subsection 1.7.1, following award of Contract, but prior to 
Contract execution, the Proposer shall provide evidence of necessary local business licenses, if 
applicable, within the local jurisdictions where the performance of Work shall occur, as follows: 

A. City of Spokane business license. 

1.7.3 STA encourages Proposers to review the following resources when determining applicable 
registration requirements: 

 Washington Secretary of State:  https://www.sos.wa.gov/corporations-charities  

 Washington State Department of Revenue 

o Business Registration:  https://dor.wa.gov/open-business/apply-business-
license#RegRequire 

o Out of State Businesses:  https://dor.wa.gov/education/industry-guides/out-state-
businesses-reporting-thresholds-and-nexus  

o Business Licensing FAQ:  https://dor.wa.gov/open-business/business-licensing-and-
renewals-faqs 

 Washington State Department of Labor & Industries:  https://lni.wa.gov/for-business  

1.8 Request for Approved Equals, Changes or Clarifications 
Requests for an approved equal, changes or clarifications to the Work, Technical Requirements or RFP 
Documents shall be submitted on the Request for Approved Equals Form.  Requests identified in this 
Section shall be submitted electronically in accordance with Section 1.3. 

No request for an approved equal, changes or clarifications to the Work, Technical Requirements, 
RFP Documents shall be considered unless a written request in the manner and form prescribed 
above is received by STA no later than the date prescribed in Section 1.6. 

Approved substitutions, changes or clarifications will be set forth in a written Amendment.  Proposers shall 
not rely upon approvals made in any other manner.  No substitutions shall be considered after the Proposals 
are received without prior written approval by STA. 

1.9 Changes to RFP Documents 
Any changes to the Work, Technical Requirements or RFP Documents will be made by written Amendment 
issued by STA.  All prospective Proposers receiving the initial RFP package will be notified by email of 
these changes.  Proposers shall acknowledge their receipt of all Amendment(s) in Section 1.B of the 
Proposal Response Form. 

1.10 Contract 
Proposer shall submit a copy of their sample contract with their Proposal.  The sample contract shall be 
submitted as a Word file with Tracked Changes enabled.  STA reserves the right to negotiate any and all 
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terms of the Proposer’s sample contract, or reject any Proposal if STA objects to any of the terms of the 
Proposer’s sample agreement which cannot be resolved by negotiations. 

STA’s Terms and Conditions (“T&C” or “Sample Agreement”) attached hereto and incorporated herein as 
Exhibit A will be incorporated into the final executed Contract.  Proposers should review the T&C and 
submit any proposed language changes in accordance with Section 1.8 of this RFP. 

Upon receipt of a Contract, the Contractor shall have five (5) Business Days to execute such Contract and 
return to STA, inclusive of all requisite documentation and/or Proposer Certifications.  If the Contractor 
fails to execute the Contract, furnish  required securities or proof of insurance, or provide other required 
documentation within this time period, STA will be entitled to consider all rights arising out of STA's 
acceptance of the Proposal.  STA will be entitled to such rights and additional remedies as exist at law. 

1.11 Insurance 
Proposals shall be conditioned upon the Proposer meeting the minimum insurance requirements stated in 
the Terms and Conditions attached hereto and incorporated herein as Exhibit A. 

1.12 Invoicing & Payment 
Contractor invoicing and payment shall be in accordance with the Contract. 

1.13 No Proposal Form 
To assist STA with future procurements, prospective Proposers choosing not to submit a Proposal are 
requested to complete and return the enclosed No Proposal Form. 

1.14 Complete Service 
It is the intention of the Technical Requirements, RFP Documents and other documentation attached hereto 
or contained herein to furnish all information, specifications and detail necessary for the Contractor to 
deliver the Work.  Any items omitted from the Technical Requirements or RFP Documents that are clearly 
necessary to perform and deliver the Work shall be considered a part of the Technical Requirements or RFP 
Documents, although not directly specified or called for.  Proposers shall promptly bring any discrepancies, 
errors, omissions, inconsistencies or ambiguities to the attention of STA after examining the Technical 
Requirements and RFP Documents in order for STA to consider the issuance of an Amendment. 

1.15 Equal Employment Opportunity 
STA is an Equal Employment Opportunity (“EEO”) organization, which does not discriminate against any 
prospective Proposer on the basis of race, color, creed, national origin, sex, sexual orientation, gender 
identity or presence of any sensory, mental or physical disability in the consideration of contract award.  
The Proposer awarded a Contract will be required to comply with all EEO federal, state and local laws and 
regulations. 

1.16 Protest Procedures 
STA maintains a set of Proposer protest procedures.  If any Proposer desires this information, it may be 
obtained by contacting STA in accordance with Section 1.3. 

1.17 Reservations of STA 
STA reserves the right to reject any or all Proposals or a portion of a Proposal; to waive any informalities 
or irregularities in the Proposal submission process; to supplement, amend or otherwise modify this RFP; 
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to cancel this RFP with or without the substitution of another RFP; to extend the Proposal Due Date; to 
request additional information and data from any or all Proposers; to reissue the RFP; to negotiate further 
with those Proposers within the competitive range; to increase or decrease the Scope of Work; to negotiate 
changes in the Scope of Work prior to award of Contract; and to award a Contract based not necessarily 
upon the lowest proposed prices, but in the best overall interests of STA.  Please note this RFP does not 
constitute an offer, but rather a request from qualified Proposers. 
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2.0 PROPOSAL FORMAT AND CONTENTS 

2.1 Proposal Format 
Proposals shall be submitted as a PDF, in accordance with Section 1.5, and shall be limited to 50 (fifty) 
pages, including all required attachments.  All text shall be in the English language.  Proposals shall not 
include any unnecessary, generic, or elaborate promotional material. 

2.2 Changes/Alterations to Proposal 
Proposers may change or withdraw their Proposal at any time prior to the Proposal Due Date; however, no 
oral modifications will be allowed.  Only letters or other formal written requests for modification or 
correction of a previously submitted Proposal that is addressed in the same manner as the Proposal, and 
received by STA prior to the Proposal Due Date, will be accepted.  The Proposal, when opened, will then 
be corrected in accordance with such written request(s), provided the written request is plainly marked 
“Modification of Proposal”. 

2.3 Proposal Structure 
Proposals shall be presented clearly and concisely, and shall reflect the Proposer’s understanding of the 
RFP objectives and convey a sound technical approach and management plan to deliver the Work.  
Proposals shall convey the Proposer’s capabilities and qualifications to competently and cost-effectively 
complete the Work in a timely manner. 

Proposal presentation shall be construed as evidence of the Proposer’s ability to develop and convey 
technical information in a clear and concise manner. 

For ease of comparison and validation of completeness of Proposals, Proposers must adhere to the 
organizational structure and section headings outlined below.  Proposals that deviate from this 
organizational structure or are missing key informational elements may be considered nonresponsive and 
excluded from further review and/or evaluation, in STA’s sole discretion. 

Proposals shall contain at a minimum the following information: 

 Proposal Letter 

 TAB A Introduction and Qualifications of the Proposer 

 TAB B Organization and Staffing Plan 

 TAB C Response to Questionnaire 

 TAB D Compliance with Technical Requirements 

 TAB E Proposal Response Form 

 TAB F Price Proposal Form 

2.3.1 PROPOSAL LETTER 

Proposers shall provide a cover letter with introductory information, such as point of contact, address, email 
and phone number.  This letter should be addressed to the contact specified in Section 1.3, reference the 
RFP by name and number, provide a concise summary of the Proposer’s organization by firm and 
responsibility, identify the Proposer’s project manager or lead representative and his/her relevant 
experience, and generally introduce STA to the capabilities of the Proposer.  The cover letter shall not 
exceed two (2) pages in length. 



 

Page 12 of 32 

2.3.2 TAB A – INTRODUCTION AND QUALIFICATIONS OF THE PROPOSER 

Introduction.  Provide an introduction of the Proposer, and/or an introduction of all partner firms, 
Subcontractors or subconsultants who may be involved in the Proposal. 

1) Describe primary business experience of the Proposer, including length of time in business, ownership, 
the location of the corporate and satellite office(s), where performance of Work will occur, and other 
information Proposer might deem pertinent and introductory in nature. 

2) State how long the Proposer’s organization been providing services to defined contribution plans  
 

 
Type of Plan 

 
Since 

401(a) Plans  

403(b) Plans  

401(k) Plans  

457 Deferred Compensation Plan  

All Defined Contribution Plans  

 

3) a)  Describe any legal issues, litigation, and/or subpoenas from regulators, in the past five years, the   
Proposer’s organization and/or local service representatives have been involved in resulting from 
current or past involvement with any defined contribution or pension plan. 
b) Disclose and describe any citations, reprimands or penalties, by any regulatory agency within the 

past five years, against the Proposer or any of the Proposer’s service.  
4) Disclose and describe whether there are any discussions or pending agreements to merge or sell any 

part of the Proposer’s organization or any discussions or pending agreements to buy any outside 
organizations.  

5) Describe any affiliations with or endorsements from any public or private organizations, including 
whether or not it is a monetary relationship. 
 

Qualifications of the Proposer.   

1) Project Experience.  Proposal shall identify a list of three plan transitions that have occurred in the last 
three years of plans of similar size and type to STA (the most recent transitions are preferable).  List 
three 457 Plan clients that have terminated or elected not to renew your services in the last five years.  
Please include any situations where you elected not to renew an agreement or participate in the 
replacement solicitation.  Include the contract start and end dates.  The requirements above should 
provide evidence that the Proposer is qualified to successfully perform the Work.  Proposers may opt 
to provide additional supplemental information in this section as relevant to this RFP. 

2) References.  From the qualified plans provided under the section above, the Proposer shall provide a 
minimum of five (5) references.  For each reference, provide the agency name, address, contact person, 
telephone number and email address.  STA reserves the right to contact references provided by the 
Proposer and solicit additional references to verify information and investigate past performance. 

3) Financial Capacity.  The Proposer shall provide information demonstrating that it has the necessary 
financial resources to satisfactorily complete the Work.  Describe whether the Proposer has ever been 
petitioned into bankruptcy or insolvency.  If yes, please explain and provide applicable date(s). The 
Proposal shall include copies of financial information in order of preference: (1) audited financial 
statements; (2) balance sheets; (3) tax returns; (4) bank references, or similar information.  In the case 
where the Proposer is a subsidiary organization, the Proposer should provide the financial information 
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for its parent organization as well.  Subsidiary statements can be provided to show the relationship to 
the parent.  Electronic copies of financial statements are acceptable. 

4) Required Attachments.  The Proposer shall submit all required attachments as part of their Proposal. 

2.3.3 TAB B –ORGANIZATION AND STAFFING PLAN 

Team Organization.  Describe the Proposer’s staffing and organizational plan, including relationships, roles 
and distribution of responsibilities among Key Personnel, staff, Subcontractors and suppliers. 

Qualifications of Key Personnel.  Describe the direct qualifications, experience and training of Key 
Personnel.  This discussion should explicitly cross-reference the involvement and specific roles of the Key 
Personnel in completed and ongoing projects described in the plans cited in Tab A, Project Experience. 

Availability and Location of Key Personnel.  Indicate the primary work location(s) and percentage time 
commitment of the Key Personnel for the Work. 

2.3.4 TAB C – RESPONSE TO QUESTIONNAIRE 

2.3.5 TAB D – COMPLIANCE WITH TECHNICAL REQUIREMENTS 

Proposers shall describe any partial or non-conformance with the Technical Requirements.  STA will not 
consider statements by the Proposer that any requirement or provision of this RFP is subject to negotiations 
or discussion. 

2.3.6 TAB E – PROPOSAL RESPONSE FORM 

2.3.7 TAB F – PRICE PROPOSAL FORM 

Proposal pricing shall be presented using the Price Proposal Form.  Each page of the Price Proposal Form 
shall be completed in full and signed by personnel of the Proposer authorized to contractually bind the 
Proposer.  Proposers may provide additional supporting cost breakdown information as separate sheets; 
however in case of any discrepancies, information on the Price Proposal Form shall prevail.  Travel 
expenses, where applicable, shall be identified as required for completion of the Work.  All prices shall 
include all freight costs to STA and shall be FOB Destination. 
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3.0 PROPOSAL EVALUATION 
An evaluation committee will privately evaluate all responsive Proposals based upon the evaluation criteria, 
and their respective weighted importance, specified in Section 3.1, Evaluation Criteria. 

The criteria provided in Section 3.1 allows STA to analyze Proposals on an equal basis and affords all 
Proposers the opportunity to know the basis upon which their Proposals will be evaluated.  Award of 
Contract will be made to the Proposer whose Proposal or Best and Final Offer (where applicable) is the 
most advantageous to STA, cost and other factors considered, after evaluation in accordance with the 
criteria set forth below.  STA reserves the right to accept other than the lowest cost Proposal, reject any and 
all Proposals, or to negotiate separately with any source whatsoever in any manner necessary to serve the 
best interest of STA. 

3.1 Evaluation Criteria 

EVALUATION CRITERIA POINTS 

Organization and Financial Strength 15 

Participant Services 25 

Investment Flexibility 10 

Fees and Expenses 25 

Plan Sponsor Services 15 

Transition/Conversion 10 

TOTAL POSSIBLE 100 Points 

The following items will be taken into consideration by STA in each Evaluation Criteria: 

REQUIRED PROPOSER QUALIFICATIONS 

 Organization and Financial Strength – the Proposer should demonstrate, through its financial standing 
and experience as a service provider, its ability 1) to manage various plan types and sizes, 2) to be 
resilient and a good steward of participant funds as well as 3) having an organization capable of 
providing high quality support to the Plan Sponsor. 

 Participant Services – this criterion seeks to assess the level of support and quality of services available 
to plan participants, through various methods of contact, educational materials and responsiveness to 
transaction and other requests. 

 Investment Flexibility – the Proposer should demonstrate its ability to work with Plan Sponsor to 
periodically adjust investments offered as part of its plans, including moves between share classes, as 
well as provide a wide array of investment options suited to the needs of the participants as 
recommended by the Plan Sponsor’s investment advisor. 

 Fees and Expenses – this evaluation will focus on the flexibility by the Proposer to tailor its fee structure 
to provide an equitable and economical approach for plan participants to cover the administrative and 
recordkeeping costs of the plan, balanced with features, transparency and access by participants and 
ease of navigation by Plan Sponsor.  

 Plan Sponsor Services – this category will consider the Proposer’s commitment to the Plan Sponsor for 
reporting requirements, educational support, and timely processing of contributions and other requests. 
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 Transition/Conversion – this category will evaluate the Proposer’s plan to demonstrate an efficient and 
accurate transition from the current plan administrator and recordkeeper, ensuring minimal disruption 
to plan participants.  

3.2 Single Proposal Response 
In the event a single responsive Proposal is received, a cost or price analysis may be performed to determine 
reasonableness of the Proposal.  The Proposer shall cooperate in providing relevant information required 
by STA to complete such cost or price analysis. 

3.3 Shortlisted Proposers 
STA reserves the right to determine a shortlist of Proposers in the competitive range in accordance with the 
evaluation criteria set forth above (“Shortlisted Proposers”). 

3.4 Best and Final Offer 
After determination of the Shortlisted Proposers, STA shall determine whether acceptance of the most 
favorable initial Proposal(s) without Proposer discussion is appropriate, or whether discussions and/or 
negotiations should be conducted with one or more Shortlisted Proposers. 

STA reserves the right to make minor related changes to the RFP during BAFO negotiations.  All Shortlisted 
Proposers shall be notified of any changes in order to prepare their BAFO. 

If STA elects to enter into discussions with one or more Proposers, the Proposer(s) may be requested to 
submit a BAFO at the conclusion of discussions and/or negotiations.  Any changes to the Proposer’s initial 
Proposal, including any issues addressed in discussions, must be submitted in writing in a BAFO in order 
to be considered.  Following an independent and final evaluation utilizing the evaluation criteria in Section 
3.1, the evaluation committee will make a recommendation for award of Contract.  Scores from the first 
phase of the evaluation have no bearing on the final BAFO evaluation, and the recommendation for award 
will be based solely on the scores from the BAFO evaluation. 

 



 

Page 16 of 32 

PART II 
SCOPE OF WORK 
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Retirement Plan Administrative and Recordkeeping Services 

Scope of Work 

A. Participant enrollment services, including providing a welcome package and enrollment kit containing 
instructions and notices necessary to implement the Plan’s administration and recordkeeping.  
Employees will enroll online or through written form. 

B. Establishment of participant accounts for each employee participating in the Plan for whom 
Administrator and Recordkeeper receives appropriate enrollment instructions.  Administrator and 
Recordkeeper is not responsible for determining if such Plan participants are eligible under the terms 
of the Plan. 

C. Timely deposit and allocation in accordance with participant directions received in good order of 
individual participant accounts to investment funds offered under the Plan. 

D. Maintenance of individual accounts for participants reflecting amounts deferred, income, gain or loss 
credited, fees charged, and amounts distributed as benefits. 

E. Maintenance of records for all participants for whom participant accounts have been established.  These 
files shall include enrollment instructions, beneficiary designation instructions, and all other documents 
concerning each participant's account. 

F. Education of Plan participants on the features of the Plan through website, printed materials, phone 
lines and in-person visits. 

G. Provision of periodic reports to the Plan Sponsor through the Plan Administrator and Recordkeeper’s 
website or in person meetings, including census information annually.  Participants will have access to 
account information through, at a minimum, the participant website, and through quarterly statements 
that can be delivered electronically through the participant website or by postal service. 

H. Communication to participants of information regarding their rights and elections under the Plan. 

I. Processing of fund changes as instructed by Plan Sponsor and ensuing communication to Plan 
participants of such changes. 

J. The Administrator and Recordkeeper shall make available service representatives through a toll-free 
telephone number from 8:30 a.m. to 9:00 p.m. Pacific Time, Monday through Friday (excluding 
holidays and days on which the securities markets or Administrator’s offices are closed for business 
(including emergency closings)), to assist participants. 

K. The Administrator and Recordkeeper shall provide website access to allow participants to access certain 
account information and initiate certain plan transactions at any time.  The participant website should 
be available 24 hours a day, seven days a week, except during scheduled maintenance periods designed 
to ensure high quality performance. 

L. Maintaining the security and confidentiality of client information through a system of controls 
including but not limited to, as appropriate: restricting plan and participant information only to those 
who need it to provide services, software and hardware security, access controls, data back-up and 
storage procedures, non-disclosure agreements, security incident response procedures, and audit 
reviews. 

M. Making available access to the Administrator and Recordkeeper’s website to allow Employer to access 
certain Plan information and initiate Plan transactions such as enrolling participants and managing 
contributions at any time. 
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N. Timely distribution of benefits as agent for the Employer in accordance with terms of the Plan.  
Participants who have separated from service can request distributions through the participant website 
or via written form. 

O. Upon approval by the Employer that a domestic relations order is an acceptable qualified domestic 
relations order under the terms of the Plan, Administrator and Recordkeeper will establish a separate 
account record for the alternate payee and provide for the investment and distribution of assets held 
thereunder.  

P. Loans may be made available on the terms specified in the Plan if loans are adopted by the Employer.  
Participants should be able to request loans through the participant website. 

Q. “Fund Advice” should be made available through a third-party vendor. 

R. Administrator and Recordkeeper may determine appropriate delivery method (electronic and/or print) 
for Plan sponsor/participant communications and education based on a number of factors (audience, 
effectiveness, etc.). 

S. On-site service hours with a Certified Financial Planner for 12 hours or 1.5 days per quarter for a total 
of 48 hours per year. 
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PART III 
ATTACHMENTS 

 

 

A - Proposal 
Response Form 0310

B - Request for 
Approved Equals 03

C - No Proposal 
Form 031023.pdf

D - Price Proposal 
Form.pdf

E - 
Questionnaire.pdf
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PART IV 
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1. PAYMENT 

A. Payment Does Not Imply Acceptance of Work.  The granting of any progress payment or payments 
by STA or any other party, or the receipt thereof by the Contractor, shall not constitute in any sense 
acceptance of the Work performed by Contractor, or any portion thereof, and shall in no way lessen 
the liability of the Contractor to re-perform Work which does not conform to the Agreement, 
though the character of such Work may not have been apparent or detected at the time such payment 
was made. 

B. Prompt Payment of Subcontractors.  The Contractor is required to make payment to subcontractors 
within thirty (30) days from the receipt of each payment the Contractor receives from STA or any 
other party for satisfactorily completed subcontractors’ work, whether such payment is a progress 
or final payment.  If payment disputes arise between the Contractor and its subcontractors, such 
disputes shall be resolved promptly through mediation or arbitration in order to prevent injury to 
small business subcontractors.  The Contractor shall specify in its subcontract agreement what 
dispute resolution method will be used.  In addition, the Contractor will not be paid for 
subcontractors’ work unless the Contractor can show that a prompt payment method for its 
subcontractors is in place.  The Contractor shall be required to provide copies of its subcontracts to 
STA showing inclusion of these provisions.  STA may withhold the applicable sum due a 
subcontractor for non-compliance with this section. 

2. NOTICES 

All notices, requests, claims, demands and related communications shall be in writing and shall be 
signed by a person duly authorized to provide such notice.  Notices permitted or requested to be given 
hereunder shall be deemed sufficient if given (1) in person; (2) by registered or certified mail, postage 
prepaid, return receipt requested; or (3) by email, addressed to the Parties’ representatives set forth 
below, or as may be revised by like notice from time to time. 

All notices shall be deemed to have been duly received (1) when delivered in person; (2) upon receipt 
after dispatch by registered or certified mail, postage prepaid, return receipt requested; or (3) upon 
confirmation of a read receipt when transmitted by email. 

Contractor Spokane Transit Authority 

Contact 
Title 
Company 
Add 1 
City, ST  ZIP 

E: email 

Spokane Transit Authority 
Attn: Contracts 
1230 W Boone Ave 
Spokane, WA  99201 

E: contracts@spokanetransit.com 

3. COMMUNICATIONS 

Any administrative or operational communications required by the Parties shall be directed to the 
Parties’ representatives below: 
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Contractor Spokane Transit Authority 

Contact 
Title 
Company 
Add 1 
City, ST  ZIP 

E: email 
P: (509) XXX-XXXX 

Monique Liard 
Chief Financial Officer 
Spokane Transit Authority 
1230 W Boone Ave 
Spokane, WA  99201 

E: mliard@spokanetransit.com  
P: (509) 325-6085 

Communications to be given hereunder shall be deemed sufficient if given (1) in person; (2) by mail, 
postage prepaid; or (3) by email, addressed to the Parties’ representatives set forth above, or as may be 
revised by written notice in accordance with Section 2 of these T&C. 

4. INSURANCE 

A. Minimum Scope of Insurance.  For the duration of the Contract, Contractor shall procure and 
maintain, at its sole expense, commercial insurance against claims for injuries to persons or damage 
to property that may arise from or in connection with the Contractor's work, including the delivery 
of Work, and the work of the Contractor’s agents, representatives, employees, subcontractors or 
subconsultants as required herein: 

1) General Liability.  Commercial General Liability insurance with coverage at least as broad as 
Insurance Services Office form CG 00 01, on an occurrence basis with minimum limits of 
$1,000,000 per occurrence and $2,000,000 in the aggregate, per project or location (ISO CG 
25 03 or 25 04).  Coverage shall include, but is not limited to, bodily injury, personal injury, 
advertising injury, blanket contractual liability, products and completed operations, and 
property damage. 

2) Automobile Liability.  Commercial Automobile Liability insurance with coverage at least as 
broad as Insurance Services Office form CA 00 01, including coverage for any owned, hired, 
non-owned or rented automobile with minimum limits of $1,000,000 combined single limit, 
each accident, for bodily injury and property damage. 

3) Professional Liability.  Commercial Professional Liability insurance with minimum limits of 
$2,000,000 per claim and $4,000,000 in the aggregate.  Any policy inception date, continuity 
date or retroactive date must be before the effective date of the Contract.  Coverage shall be 
maintained, or the policy shall include an “extended reporting period”, for a minimum of three 
(3) years following expiration of the Contract. 

4) Umbrella Liability.  Commercial Umbrella Liability insurance with coverage at least as broad 
as the primary coverages set forth above, excluding Professional Liability, with minimum 
limits of $2,000,000 per occurrence and $4,000,000 in the aggregate.  Such policy shall include 
the following terms & conditions: 
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a) A drop-down feature requiring the policy to respond if any primary insurance that would 
have otherwise applied proves to be uncollectible in whole or in part for any reason; 

b) Pay on behalf of wording as opposed to reimbursement; 

c) Concurrency of effective dates with primary policies; 

d) Policies shall “follow form” to the underlying primary policies; and 

e) Insureds under primary policies shall also be insureds under the Umbrella policy with no 
additional restrictions. 

5) Worker’s Compensation.  Statutory requirements for Contractor’s state of residency.  When 
Work is performed in the State of Washington, coverage as required by Chapter 51 RCW of 
the State of Washington. 

6) Cyber Liability.  Commercial Cyber Liability insurance with minimum limits of $2,000,000 
per claim or occurrence and $4,000,000 in the aggregate.  Coverage shall include loss resulting 
from data security/privacy breach, or other unauthorized access or related violations including, 
but not limited to, identity fraud and privacy law violations, denial of service attacks, 
introduction of virus and malicious code, extortion, dissemination or destruction of electronic 
data, business interruption, disclosure of non-public, personal or confidential information, loss 
of income due to system crashes, breach of contract, and acts by rogue employees.  Coverage 
shall include notification and other expenses incurred in remedying a privacy breach as well as 
costs to investigate and restore data.  Any policy inception date, continuity date or retroactive 
date must be before the effective date of the Contract. 

7) Electronic Data Liability.  For Contractor-hosted services, commercial Electronic Data 
Liability insurance with minimum limits of $4,000,000 per claim or occurrence.  Coverage 
shall be sufficiently broad to respond to the duties and obligations as is undertaken by the 
Contractor and shall include, but not be limited to, claims arising out of the loss, loss of use, 
damage to, corruption of, inability to access, or inability to manipulate data. 

B. Insurance Rating.  Insurance is to be underwritten by insurers licensed to provide insurance in the 
State of Washington with a current A.M. Best rating of not less than A:VII. 

C. Additional Insured.  Contractor’s General Liability and Automobile Liability policies shall be 
endorsed using Insurance Services Office form GC 20 10 naming STA, its officials, officers, 
directors, employees, agents and representatives as additional insureds under such policies. 

D. Deductible.  Contractor is responsible for the payment of any deductible or approved self-insured 
retention that is required by any of Contractor’s insurance.  If STA is required to contribute to the 
deductible under any of Contractor’s insurance policies, the Contractor shall reimburse STA the 
full amount of STA’s contribution to the deductible.  Contractor’s deductible for each insurance 
policy required herein shall be limited to no more than ten percent (10%) of the policy occurrence 
limit. 
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E. Self-Insured Retention.  Any self-insured retentions must be declared to and approved by STA prior 
to execution of the Contract.  STA reserves the right to require that self-insured retentions be 
lowered, eliminated or replaced by a deductible.  Self-insurance or self-insured retentions will not 
be considered to comply with these specifications unless approved in writing by STA. 

F. Primary & Noncontributory.  It is the intent of the Contract for the Contractor’s insurance to be 
considered primary and noncontributory in the event of a loss, damage or suit.  STA’s own 
comprehensive general liability policy will be considered excess coverage in respect to STA.  
Additionally, the Contractor’s commercial general liability policy must provide cross-liability 
coverage as would be achieved under a standard ISO separation of insureds clause. 

G. Waiver of Subrogation.  All insurance coverages maintained or procured pursuant to the Contract 
shall be endorsed to waive subrogation against STA, its elected and appointed officials, officers, 
directors, employees, agents, representatives and volunteers, or shall specifically allow Contractor, 
or others providing insurance evidence in compliance with these specifications, to waive their right 
of recovery prior to a loss.  Contractor hereby waives its own right of recovery against STA and 
shall require similar written express waivers and insurance clauses from each of its subconsultants. 

H. Verification of Coverage.  Within five (5) business days of execution of the Contract, or prior to 
commencement of any Work, whichever occurs earlier, the Contractor shall furnish evidence of 
insurance in the form of a Certificate of Insurance, and associated amendatory endorsements, for 
coverages required herein.  Should the Term of the Contract exceed the term of any of Contractor’s 
policies, the Contractor shall submit a Certificate of Insurance evidencing continuation of such 
policies to STA prior to said policies’ expiration.  STA reserves the right to receive a certified and 
complete copy of all of the Contractor’s insurance policies. 

I. Notice of Cancellation.  The Contractor must provide written notification to STA for any 
cancellation, suspension or material change in Contractor’s coverage at least thirty (30) days in 
advance of such cancellation, suspension or material change. 

J. Subcontractor Coverage.  The Contractor shall ensure and require its subconsultants of any tier 
have insurance coverage equal to, or greater than, the requisite coverages specified herein. 

K. Limit of Liability.  STA’s specification or approval of insurances and/or minimum amounts 
required herein shall not relieve or decrease the liability of the Contractor.  Coverages and amounts 
are the minimum to be provided and are not limitations of liability under the Contract, 
indemnification or applicable law provisions.  The Contractor may, at its sole expense, procure and 
maintain additional coverage and/or greater amounts of coverage. 

L. Damages.  If STA is damaged by the failure of the Contractor to maintain any of the above 
insurance or to so notify STA in accordance with this Section 4, the Contractor shall bear all costs 
attributable thereto.  STA may withhold payment pending receipt of all certificates of insurance.  
Failure to withhold payment shall not constitute a waiver of any requirement herein. 

M. Right of Enforcement.  In the event any policy of insurance required under the Contract does not 
comply with these specifications, or is canceled and not replaced, STA has the right, but not the 
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duty, to obtain the insurance it deems necessary.  Any premium paid by STA will be promptly 
reimbursed by Contractor, or STA shall withhold amounts sufficient to pay premium from 
Contractor payments. 

N. Submittals.  Any communication, submittal or notice required in this Section shall be submitted to 
coi@spokanetransit.com. 

5. INDEMNIFICATION 

To the maximum extent provided by law, the Contractor shall indemnify and hold STA, its officers, 
directors, employees, agents, representatives and volunteers harmless from any and all claims, 
demands, penalties, damages, losses, suits, including death, bodily injury or property damage, including 
attorneys’ fees and court costs, arising out of or resulting from the acts, errors or omissions of the 
Contractor, its officers, directors, employees, agents and representatives in its performance under the 
Contract, except for claims caused by the sole negligence of STA.  In the event that any claims, 
investigations, demands, suits, actions or lawsuits arise out of any of the aforesaid acts, errors or 
omissions, the Contractor shall assume all costs of defending such claims, suits, actions or lawsuits, 
including legal fees incurred by STA, any penalties imposed on STA or the Contractor, and all 
judgments that may be obtained against STA, or any of its officers, directors, employees, agents and 
representatives in such suits. 

To the maximum extent provided by law, STA shall defend, indemnify and hold the Contractor, its 
officers, directors, employees, agents and representatives harmless from any and all claims, demands, 
penalties, damages, losses, suits, including death, bodily injury or property damage, including 
attorneys’ fees and court costs, arising out of or resulting from the acts, errors or omissions of STA, its 
officers, directors, employees, agents and representatives in its performance under the Contract, except 
for claims caused by the sole negligence of the Contractor. 

IT IS FURTHER SPECIFICALLY AND EXPRESSLY UNDERSTOOD THAT THE 
INDEMNIFICATION PROVIDED HEREIN CONSTITUTES THE CONTRACTOR’S WAIVER OF 
IMMUNITY UNDER INDUSTRIAL INSURANCE, TITLE 51 RCW, SOLELY FOR THE 
PURPOSES OF THIS INDEMNIFICATION.  THE PARTIES FURTHER ACKNOWLEDGE THAT 
THEY HAVE MUTUALLY NEGOTIATED THIS WAIVER. 

STA’s inspection or acceptance of the Contractor’s services shall not be grounds to void any of these 
covenants of indemnification.  STA is authorized to withhold or offset any fees owing the Contractor 
as a result of this indemnification. 

6. INDEPENDENT CAPACITY 

A. The Contractor is considered an independent contractor who shall at all times perform its duties 
and responsibilities and carry out all services as an independent contractor and shall never represent 
or construe its status to be that of an agent or employee of STA, nor shall the Contractor be eligible 
for any employee benefits.  During the course of the Contract, the Contractor shall be responsible 
and exercise full control over the method, manner and means of performing the Scope of Work. 
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B. Employees.  The employees or agents of each Party to the Contract will continue to be employees 
or agents of that Party and will not be considered for any purpose to be employees or agents of any 
other Party. 

C. No Partnership and No Third-Party Beneficiaries.  It is agreed by the Parties that the Contract does 
not create a partnership or joint venture relationship between the Parties and does not benefit or 
create any rights in a third party. 

7. PRECEDENCE 

Any conflict or inconsistency in the Contract shall be resolved by giving the Contract documents 
precedence in the following order: 

A. Contract Amendments in descending order; 

B. Executed Contract, Attachments and Exhibits; 

C. Scope of Work; 

D. Specifications; 

E. Executed Contractor Proposal; 

F. RFP documents & attachments/exhibits excluding Instructions to Proposers; 

G. Instructions to Proposers. 

8. DISPUTE RESOLUTION 

Disputes arising in the performance of the Contract which are not resolved by agreement of the Parties 
shall be decided in writing by STA’s Contract Compliance Specialist II, or their designee.  This decision 
shall be final and conclusive unless within ten (10) calendar days from the date of receipt of its copy, 
the Contractor mails or otherwise furnishes a written appeal to the Chief Executive Officer of STA.  In 
connection with said appeal, the Contractor shall be afforded an opportunity to be heard and to offer 
evidence in support of its position.  Pending final decision of a dispute hereunder, the Contractor shall 
proceed diligently with the performance of its obligations under the Contract while matters in dispute 
are being resolved.  The final decision of STA’s Chief Executive Officer shall be binding upon STA’s 
Contract Compliance Specialist II, or their designee and the Contractor, and the Parties shall abide by 
the decision. 

9. TERMINATION 

B. Convenience.  STA may terminate the Contract, in whole or in part, at any time and for any reason.  
Termination shall be effected by serving a Notice of Termination (“NOT”) in accordance with 
Section 2 of the Contract, setting forth the effective date of termination.  Contractor shall be paid 
its costs, in accordance with the terms of the Contract, through the effective date of termination.  If 
Contractor has any property in its possession belonging to STA, Contractor will account for the 
same and return it to STA or dispose of it in the manner STA directs. 
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C. Default, Breach or Cause.  Any Party may terminate the Contract for default, breach or cause in the 
event a Party fails to perform a material obligation under, or fails to comply with any provision of, 
the Contract.  Termination shall be effected by serving a NOT in accordance with Section 2 of the 
Contract, setting forth the manner in which the Party is in default or breach and the effective date 
of termination.  Termination shall not take effect if the default or breach has been cured within ten 
(10) calendar days after the date of NOT.  STA reserves the right to permit Contractor to establish 
a new performance or delivery schedule and allow Contractor to continue Work, or revise such 
termination as a termination for convenience. 

D. Waiver of Default or Breach.  Waiver of any default or breach shall not be deemed to be a waiver 
of any subsequent default or breach.  Waiver shall not be construed to be a modification of the 
terms of the Contract unless stated to be such by written instrument signed by the parties hereto. 

10. FORCE MAJEURE 

In the event that any Party’s obligations under the Contract are substantially delayed, prevented or 
rendered impractical by fire, flood, riot, earthquake, civil commotion, war, strike, lockout, labor 
disturbances, exposition, sabotage, accident or other casualty, weather event, pandemic, act of God, 
any law ordinance, rule or regulation which becomes effective after the date of the Contract, measures 
of governmental authority including but not limited to any temporary law ordinance, health directive, 
rule, regulation, travel or movement restriction, or limitation on the size of gatherings implemented by 
the local health department, board, or officer in the jurisdiction where the event is to be held, the 
Washington State Department of Health, the Governor of the State of Washington, the Washington 
State Military Department, the United States Department of Health & Human Services, the United 
States Centers for Disease Control and Prevention or any other Local, State, or Federal Public Health 
Agency which adversely affects the ability of either party to perform its obligations under the Contract, 
pandemics, viral or communicable disease outbreak, quarantine, or any other cause beyond the 
reasonable control of any Party, then the Parties shall be released from performance under the Contract.  
The Parties hereby waive any claim for damages or compensation for such delay or failure to perform, 
other than obligations incurred up to the date of such force majeure. 

11. CIVIL RIGHTS 

E. Nondiscrimination.  In accordance with Title VI of the Civil Rights Act, as amended, 42 USC § 
2000d; Section 303 of the Age Discrimination Act of 1975, as amended, 42 USC § 6102; Section 
202 of the Americans with Disabilities Act of 1990, 42 USC § 12132; and Federal transit law at 49 
USC § 5332, the Contractor agrees that it will not discriminate against any employee or applicant 
for employment because of race, color, creed, national origin, sex, sexual orientation, gender 
identity, age or disability.  In addition, the Contractor agrees to comply with applicable Federal 
implementing regulations and other implementing requirements FTA may issue. 

F. Equal Employment Opportunity.  The following equal employment opportunity requirements apply 
to the Contract: 

1) Race, Color, Creed, National Origin, Sex, Sexual Orientation, Gender Identity.  In accordance 
with Title VII of the Civil Rights Act, as amended, 42 USC § 2000e, and Federal transit law at 
49 USC § 5332, the Contractor agrees to comply with all applicable equal employment 
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opportunity requirements of U.S. Dept. of Labor (U.S. DOL) regulations, Office of Federal 
Contract Compliance Programs, Equal Employment Opportunity, Department of Labor, 41 
CFR, Parts 60 et seq., (which implement Executive Order No.11246, Equal Employment 
Opportunity, as amended by Executive Order No. 13672.  Further Amendments to Executive 
Order 11478, Equal Employment Opportunity in the Federal Government, and Executive 
Order 11246, Equal Employment Opportunity 42 USC § 2000e note), and with any applicable 
Federal statutes, executive orders, regulations and Federal policies that may in the future affect 
construction activities undertaken in the course of this project.  The Contractor agrees to take 
affirmative action to ensure that applicants are employed, and that employees are treated during 
employment, without regard to their race, color, creed, national origin, sex, sexual orientation, 
gender identity or age.  Such action shall include, but not be limited to, the following:  
employment, upgrading, demotion or transfer, recruitment or recruitment advertising, layoff or 
termination, rates of pay or other forms of compensation; and selection for training, including 
apprenticeship.  In addition, the Contractor agrees to comply with applicable Federal 
implementing regulations and other implementing requirements FTA may issue. 

2) Age.  In accordance with Section 4 of the Age Discrimination in Employment Act of 1967, as 
amended, 29 USC § 623, and Federal transit law at 49 USC § 5332, the Contractor agrees to 
refrain from discrimination against present and prospective employees for reason of age.  In 
addition, the Contractor agrees to comply with applicable Federal implementing regulations 
and other implementing requirements FTA may issue. 

3) Disabilities.  In accordance with Section 102 of the Americans with Disabilities Act, as 
amended, 42 USC § 12112, the Contractor agrees that it will comply with the requirements of 
U.S. Equal Employment Opportunity Commission, Regulations to Implement the Equal 
Employment Provisions of the Americans with Disabilities Act, 29 CFR, Part 1630, pertaining 
to employment of persons with disabilities.  In addition, the Contractor agrees to comply with 
applicable Federal implementing regulations and other implementing requirements FTA may 
issue. 

4) The Contractor agrees to include these requirements in each subcontract financed in whole or 
in part with Federal assistance provided by FTA, modified only if necessary to identify the 
affected parties. 

12. QUALIFIED TO DO BUSINESS 

Contractor represents and warrants that it is in good standing and qualified to do business in the State 
of Washington, that it is registered with the Washington State Department of Revenue and the 
Washington Secretary of State, that it possesses and shall keep current all required licenses and/or 
approvals, and that it is current, in full compliance, and has paid all applicable taxes owed to the State 
of Washington. 

13. COMPLIANCE WITH LAWS 

Each Party to the Contract shall comply with all applicable federal, state and local laws and regulations. 
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14. GOVERNING LAW & VENUE 

The Contract shall be governed by and construed according to the laws of the State of Washington.  
Nothing in the Contract shall be construed as altering or diminishing the rights or responsibilities of the 
Parties as granted or imposed by state law.  Any and all disputes concerning the Contract must be 
resolved in the Superior Court of Spokane County, Washington.  The Parties agree to exclusive personal 
jurisdiction, subject matter jurisdiction and the venue of this court. 

15. INTERPRETATION 

As a further condition of the Contract, STA and the Contractor acknowledge that the Contract shall be 
deemed and construed to have been prepared mutually by each Party and it shall be expressly agreed 
that any uncertainty or ambiguity existing therein shall not be construed against any Party.  In the event 
that any Party shall take an action, whether judicial or otherwise, to enforce or interpret any of the terms 
of the Contract, the prevailing Party shall be entitled to recover from the other Party all expenses which 
it may reasonably incur in taking such action, including attorneys' fees and costs, whether incurred in 
a court of law or otherwise. 

16. ENTIRE AGREEMENT 

The Contract and its attachments constitute the entire Agreement between the Parties and supersede all 
prior negotiations, representations and agreements between the Parties relating to the subject matter 
hereof. 

17. MODIFICATION 

The Contract may be amended or modified only by written instrument signed by the Parties hereto.  

18. SEVERABILITY 

Should any provision of the Contract be deemed invalid or inconsistent with any federal, state or local 
law or regulation, the remaining provisions shall continue in full force and effect.  The Parties agree to 
immediately attempt to renegotiate such provision that is invalidated or superseded by such laws or 
regulations. 

19. SUCCESSORS & ASSIGNS 

The Contract shall be binding on the Parties hereto and their successors and assigns.  The Parties 
however agree that they will not assign or delegate the duties to be performed under the Contract 
without prior written approval from the other Party. 

20. ANTI-KICKBACK 

No officer, director, employee, agent or representative of STA, having the power or duty to perform an 
official act or action related to the Contract, shall have or acquire any interest in the Agreement, or have 
solicited, accepted or granted a present or future gift, favor, service or other thing of value from or to 
any person involved in the Contract. 
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21. CONFLICT OF INTEREST 

No officer, director, employee, agent or representative of STA shall participate in selection or in the 
award or administration of an agreement or contract if a conflict of interest, real or apparent, would be 
involved.  Such a conflict would arise under the following circumstances, or as otherwise defined by 
law: 

G. the officer, director, employee, agent or representative; 

H. any member of his/her immediate family; 

I. his or her partner; or 

J. an organization which employs, or is about to employ, any officer, director, employee, agent or 
representative of STA 

has a financial or other interest in the firm selected for award. 

22. EMPLOYEE SOLICITATION 

Contractor, without the consent of STA, shall not directly or indirectly solicit, influence, entice or hire 
or attempt to solicit, influence, entice or hire any employee of STA to: (a) cease employment with STA; 
or (b) do business related to a business connected with the Contractor’s business during the Contract 
and for a period of three (3) years from the date on which the Agreement terminates, or the work is 
accepted by STA, whichever is earlier.  STA’s employee shall be deemed to be related to or connected 
with a Contractor if such STA employee becomes (a) a partner in a general or limited partnership or 
employee of a partnership; or (b) a shareholder, officer, employee or director of a corporation, member, 
consultant or agent for the Contractor or any of Contractor’s affiliates, subsidiaries or connected 
business.  This Section shall survive the termination of the Contract.  The Contract is not restricted to 
any geographical area. 

Contractor recognizes and acknowledges that STA’s employees may receive training and other benefits 
from its contractual relationship with STA because of STA’s assignment of employees to work in 
connection with Contractor’s Agreement.  Contractor agrees the restrictions on soliciting, influencing, 
enticing or hiring STA employees are reasonable. 

23. TRADEMARKS AND LOGOS 

The Parties to the Contract are prohibited from using, and agree not to use, directly or indirectly, any 
name, trademark or logo of the other Party without first obtaining prior written consent from the other 
Party. 

24. RIGHTS IN DATA AND COPYRIGHTS/PATENTS 

A. The Contractor, without exception, shall indemnify and save harmless STA, its officers, directors, employees, 
agents and representatives from liability of any kind, including cost and expenses for or on account of any 
copyrighted, patented or unpatented invention, process or article manufactured or used in the performance of 
Work under the Contract, including its use by STA. 
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B. If the Contractor uses any design, device or materials covered by letters, patents or copyright, it is mutually 
agreed and understood without exception that Contractor compensation shall include all royalties or cost 
arising from the use of such design, device or materials in any way involved in the Work. 

C. If an infringement claim is made, Contractor will immediately and at its sole expense: (a) procure for STA 
the right to continue use and sale of the Work; or (b) replace the Work with a version of the Work that is non-
infringing.  If Contractor is unable to take either of the actions set forth in the preceding sentence, Contractor 
will promptly refund to STA or plan participants, as applicable, all compensation earned by Contractor under 
the Contract; provided payment of such refund shall not act to relieve Contractor of any other obligations 
under the Contract. 

D. Contractor warrants that: 

1) Contractor has the full and exclusive right and power to enter into and perform according to the terms of 
the Contract; 

2) Any software provided under the terms of the Contract will meet the specifications listed in the SOW and 
the RFP from which the Contract is derived, including all amendments thereto, will be complete and 
accurate, and will comply with all applicable laws and regulations; 

3) The Work provided by Contractor does not and will not infringe any copyright, patent, trade secret, 
trademark or other proprietary right held by any third party; and 

4) Contractor will not, without the express prior written permission of STA, incorporate into its Work any 
third-party product, software or other materials for which the intellectual property rights are not owned or 
licensed by Contractor. 

25. PUBLIC RECORDS ACT 

The Contractor understands and acknowledges that STA is a municipal corporation of the State of 
Washington subject to the “Public Records Act”, RCW 42.56 et seq. 

Contractor understands and agrees that the records it obtains or produces under the Contract may be 
public records under the Public Records Act, or its successor act.  The Contractor shall cooperate in a 
timely manner with STA in responding to a public records request (“PRR”) related to the Contract or 
the services provided under the Contract.  Such cooperation shall include searching all records 
regarding the Work and producing all records that are potentially responsive to a PRR to STA.  
Contractor shall mark and segregate all materials in its possession that may be protected by the Public 
Records Act to protect against inadvertent disclosure of such documents and to facilitate STA’s 
application of allowable Public Records Act exemptions.  Contractor shall not charge STA for the time 
spent gathering and producing records pursuant to a PRR. 

26. AUDIT/RECORDS 

The Contractor shall maintain for a minimum of six (6) years following expiration of the Contract or 
final payment, whichever occurs later, all records related to its performance of the Contract, unless 
otherwise required by law.  STA may audit any Contractor record related to the Contract for any reason 
and the Contractor shall provide copies of and/or access to, at reasonable times, any such record upon 
request by STA.  The Contractor shall provide access to authorized representatives of the Washington 
State Auditor’s Office at reasonable times and in a reasonable manner to inspect and copy any such 
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record.  In the event of conflict between this provision and related auditing provisions required under 
federal law applicable to the Contract, the federal law shall prevail. 

Records and other documents, in any medium, furnished by any Party to the Contract to the other Party, 
will remain the property of the furnishing Party, unless otherwise agreed.  Subject to Section 24 of the 
Contract, the receiving Party will not disclose or make available any confidential information to any 
third parties without first giving notice to the furnishing Party and giving it a reasonable opportunity to 
respond.  Each Party will utilize reasonable security procedures and protections to assure that records 
and documents provided by the other Party are not erroneously disclosed to third parties. 

27. COUNTERPARTS 

The Contract may be executed in one or more counterparts, each of which shall constitute an original 
Agreement, but all of which together shall constitute one and the same instrument. 

28. ELECTRONIC SIGNATURES 

The Parties agree a signed copy of the Contract or any other ancillary agreement transmitted by 
facsimile, email or other means of electronic transmission shall be deemed to have the same legal effect 
as delivery of any original executed copy of the Contract or such other ancillary agreement for all 
purposes. 
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Proposer Name:                        


The Proposal shall constitute an offer to STA as outlined herein and in the Price Proposal Form.  No 
Proposer may withdraw its Proposal following the Proposal Due Date, except as allowed by the RFP. 


1. EXAMINATION OF DOCUMENTS & CONDITIONS 


A. Having carefully examined all RFP Documents and local conditions affecting the Work as 
determined by the Proposer’s own examination, the undersigned proposes to perform all Work in 
accordance with the RFP Documents for compensation to be computed from prices submitted on 
the Price Proposal Form. 


B. Receipt of the following Amendment is hereby acknowledged: 


Amendment No.        Amendment Date:        


Amendment No.        Amendment Date:        


Amendment No.        Amendment Date:        


Amendment No.        Amendment Date:        


Amendment No.        Amendment Date:        


2. VALIDITY OF PROPOSAL 


The undersigned affirms its Proposal and pricing on the Price Proposal Form is valid for not less than 
ninety (90) Days from the Proposal Due Date or the Best and Final Offer Date, whichever is later. 


3. INSURANCE 


The undersigned certifies it shall meet all insurance requirements as stated in the Sample Agreement 
upon execution of a Contract. 


4. PUBLIC RECORDS ACT 


By submitting a Proposal, the undersigned acknowledges STA is subject to RCW 42.56, the “Public 
Records Act”.  The Proposer understands and agrees any record it obtains or produces under this RFP 
may be a public record under the Public Records Act, or its successor act.  The Proposer certifies it 
shall fully cooperate in a timely manner with STA in responding to a public records request related to 
its Proposal. 


All Proposals received shall be deemed public records as defined in the Public Records Act and must 
be released by STA upon receipt of a request for disclosure unless an exemption clearly applies.  Any 
information in the Proposal that the Proposer desires to claim as proprietary and exempt from disclosure 
under the provisions of state and/or federal law shall be identified on a separate page of the Proposal, 
providing an explanation of the statutory basis asserted for exempting the information from disclosure.  
Each page, image, diagram or text claimed to be exempt from disclosure must be clearly identified by 
the words “Exempt from Disclosure” printed on it.  Marking the entire submittal Confidential or 
Exempt from Disclosure will not be honored.  STA will review any marked materials for disclosure 
if a request is submitted and assumes no liability for disclosure of proprietary material submitted by 
Proposers.  Each Proposer will be responsible for protecting any disclosure of its Proposal under 
applicable law. 
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5. EQUAL EMPLOYMENT OPPORTUNITY 


With the submission of a Proposal, the undersigned certifies the Proposer complies with all federal, 
state and local Equal Employment Opportunity laws, rules and regulations. 


6. CONTINGENT FEES 


The undersigned certifies the Proposer has not paid or agreed to pay any fee or commission, or offer 
any other thing of value, contingent upon the award of this RFP, to any employee, official or current 
consultant of STA.  The undersigned certifies the financial information in its Proposal has been arrived 
at independently and without consultation, communication or agreement for the purpose of restricting 
competition as to any matter relating to such costs with any other response or Proposer. 


7. ANTI-KICKBACK 


The undersigned certifies no officer or employee of STA, having the power or duty to perform an 
official act or action related to this Proposal, has been or will be solicited or granted a present or future 
gift, favor, service or other thing of value from or to the Proposer. 


8. FEDERAL DEBARMENT 


The undersigned represents that the Proposer and all entities with any controlling interest herein are not 
currently, and have not previously been, on any debarred bidders list maintained by the United States 
Government. 


9. UBI CERTIFICATION 


The undersigned certifies that no final determination of violation of RCW 50.12.070(1)(b) or 
82.32.070(2) has been made by the Washington State Department of Employment Security, Department 
of Labor and Industries, or Department of Revenue, respectively dated within two (2) years of the 
Proposal Due Date.  The undersigned understands further that no Proposal may be submitted, 
considered or contract awarded for a public work to any person or entity that has a determination of 
violation of the above reference statutes within two (2) years from the date that a violation is finally 
determined and the Proposal Due Date. 


10. AWARD OF CONTRACT 


If written notice of acceptance of all or part of the Proposal is mailed, sent electronically or delivered 
to the Proposer within ninety (90) Days after the Proposal Due Date, or the Best and Final Offer date, 
whichever is later, the Proposer will, within five (5) Days after date of such notice, execute and deliver 
the Contract to STA as specified and furnish all requisite documentation including, but not limited to, 
Certificates of Insurance, Payment and Performance Bonds, and Subcontractor Proposer Certifications, 
as required. 
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11. PROPOSAL SUBMITTAL CHECKLIST


This checklist must be completed in its entirety, signed and included with the Proposal.  By executing
below, the Proposer attests all referenced forms are accurate, complete and fully executed.  Failure by
the Proposer to properly complete, sign and include this checklist with its Proposal shall render the
Proposal non-responsive and shall be grounds for rejection of the Proposal.


A. All RFPs


Proposal Response Form (this document) 


Price Proposal Form 


IRS Form W-9 


B. RFPs subject to Federal Assistance (complete only if the Instructions to Proposers states the RFP is subject to Federal
Assistance)


Disadvantaged Business Enterprise Participation 


Suspension & Debarment Certificate 


Federal Cargo Certification 


Buy America Certificate (required for solicitations valued at $150,000 or more) 


Lobbying Certificate (required for solicitations valued at $100,000 or more) 


C. RFPs subject to Prevailing Wages (complete only if the Instructions to Proposers states the RFP is subject to Prevailing
Wages)


Certificate of Wage Compliance 


D. RFPs subject to Public Works (complete only if the Instructions to Proposers states the RFP is subject to Public Works)


Public Works Responsibility Criteria 


Not Required


Not Required


Not Required
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12. PROPOSER ADMINISTRATIVE INFORMATION


Entity Name:
(as registered with the State of Washington)


Physical Address:   


Mailing Address:   


Website:   Phone: 


Primary Contact:   


Email:   Phone:   


Washington UBI No.: Federal Tax Id No.: 


DUNS No.:  


Complete for Public Works projects: 


Washington Contractor Registration No.:   


Washington Industrial Insurance Account No.: 


• Contact for Contract Administration:


Name: Title: 


Physical Address: 


Mailing Address:  


Email:   Phone: 


• Contact for Legal Communications:


Name:   Title: 


Mailing Address: 


Email:   Phone: 


• Individuals Authorized to Execute the Contract:


Name: Title: 


Name: Title: 


Not Required
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13. PROPOSER INSURANCE COMPANY


Agency Name:


Physical Address:


Mailing Address:


Primary Contact:


Email: Phone: 


14. PROPOSER SURETY (complete only if bond(s) are required by the RFP)


Surety Name:


Physical Address:


Mailing Address:


Primary Contact:


Email:             Phone:


I CERTIFY, to the best of my knowledge: 


• I have read and understand all RFP Documents;


• The information contained in the Proposal, Proposal Response Form, Price Proposal Form,
Proposer Certifications, and any documentation attached thereto is accurate and complete;


• I have the legal authority to submit the Proposal and commit this firm to a contractual agreement;
and


• Final funding for any good or service is based upon STA-approved budgets and the approval of the
Spokane Transit Authority’s Board of Directors.


Proposer Name: 
(as registered with the State of Washington)


Authorized Signature:   Date: 


Printed Name and Title: 


Not Required
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Solicitation Title:        Solicitation No.     
 
Proposer Name:        Date:       
 
Document Reference (check one): Page No:         


 General Requirements  Section:         


 Specifications   Section Title:         


 Contract 


 Other:              


PROPOSER’S REQUEST: 


STA RESPONSE: 


 Approved 


 Denied 


Comments: 


 


              
STA Authorized Signature     Date 


              
Name        Title 
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		Page No: 

		Document Reference check one: 

		Section: 
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		undefined_4: 
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Dear Prospective Proposer: 


If you determine not to submit a Proposal in response to this solicitation, we would very much appreciate 
you completing and returning this form for our files. 


Solicitation Title:        Solicitation No.     


Proposer Name:             


Proposer Address:             


Contact:       Title:        


Email:        Phone:        


Reason(s) for not submitting a Proposal in response to this solicitation: 


Thank you for your assistance. 


Purchasing 
Spokane Transit Authority 
1230 W. Boone Ave. 
Spokane, WA 99201 
purchasing@spokanetransit.com  
(509) 325-6000 


 



mailto:jtjards@spokanetransit.com



		Solicitation Title: 

		Solicitation No: 

		Proposer Name: 

		Proposer Address: 

		Contact: 

		Title: 

		Email: 

		Phone: 

		Reasons for not submitting a Proposal in response to this solicitation: 








 


ATTACHMENT D 


PRICE PROPOSAL FORM 


 
 


We, the undersigned, propose to provide Spokane Transit Authority with retirement plan administration 
services for the fees listed below in accordance with the Request for Proposal and Scope of Work.  
 
Aggregate administrative fees by plan – estimated based on December 31, 2022, values: 
  


    12/31/2022 Total Active Administrative 
Plan Type Employee Group Amount Invested Participants Participants Fees 


401(a) Non-Represented  $          2,921,950  143 20   
401(a) AFSCME 3939  $          1,977,248  184 27   
401(a) ATU 1598  $            708,732  39 6   
401(a) ATU 1015  $        16,350,797  898 133   
401(a) CEO          $            494,474  1 1   


457 All Employees  $        14,917,621  597 165   
 
Participant Fees: 
 


Fee Rate Fee Billing 
Frequency 


Asset-based Fee   
Fixed Fee   


 
Additional Information 
 
 
 
 
 
 
 
 
 
 
Authorized Signature and Title:           
 
Printed Name and Title:            
 
Email:              
 
Date Signed:             
 





		Administrative Fees20: 

		Administrative Fees27: 

		Administrative Fees6: 

		Administrative Fees133: 

		Administrative Fees1: 

		Administrative Fees165: 

		RateAssetbased Fee: 

		Fee Billing FrequencyAssetbased Fee: 

		RateFixed Fee: 

		Fee Billing FrequencyFixed Fee: 

		Printed Name and Title 1: 

		Printed Name and Title 2: 

		Printed Name and Title 3: 

		Text1: 
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ATTACHMENT E 


QUESTIONNAIRE 


 
Keep responses clear and concise. Questions that are marked with Yes/No only require a description if 
requested. If no description is requested, these questions will be recorded as a Yes/No response only, and 
no additional consideration will be given. 


 
SECTION A – ORGANIZATION AND FINANCIAL STRENGTH 
 
A-1. Please complete the tables below. 
 


 
Data as of 
12/31/22 


 
Total 


Participants 


Total Number 
of Plans 


 
Total Plan 


Assets 
Defined Contribution 
Plans 


   


 
Data as of 
12/31/22 


Average Plan 
Participants 


Average Plan 
Assets 


Median Plan 
Participants 


Median Plan 
Assets 


Defined Contribution 
Plans 


    


 
A-2. Please complete the following plan profile tables, which describe your current defined contribution 


plan clientele, including 401(k), 401(a), and 403(b), and 457 Plans. 
  


 
Data as of 
12/31/22 


 
Total 


Participants 


Total 
Number 
of Plans 


Total 
Plan 


Assets 


Average 
Plan 


Participants 


Average 
Plan 


Assets 


 
Median Plan 
Participants 


Median 
Plan 


Assets 


Under 100 
participants 


       


From 100 to 
500 
participants 


       


From 500 to 
1,000 
participants 


       


From 1,000 
to 5,000 
participants 


       


From 5,000 
to 10,000 
participants 


       


Over 10,000 
participants 


       


TOTAL        
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Data as of 
12/31/22 


 
Total 


Participants 
Total 


Number 
of Plans 


Total 
Plan 


Assets 
Average Plan 
Participants 


 
Average 


Plan 
Assets 


 
Median Plan 
Participants 


Median 
Plan 


Assets 


From $0 
million to $25 
million 


       


From $25 
million to $50 
million 


       


From $50 
million to $100 
million 


       


From $100 
million to $250 
million 


       


From $250 
million to $500 
million 


       


Over $500 
million 


       


TOTAL        
 
A-3. Please complete the following plan profile tables, which describe your current 457 deferred 


compensation plan clientele only.  
  


 
Data as of 
12/31/22 


 
Total 


Participants 


Total 
Number 
of Plans 


Total 
Plan 


Assets 


Average 
Plan 


Participants 


Average 
Plan 


Assets 


 
Median Plan 
Participants 


Median 
Plan 


Assets 


Under 100 
participants 


       


From 100 to 
500 
participants 


       


From 500 to 
1,000 
participants 


       


From 1,000 
to 5,000 
participants 


       


From 5,000 
to 10,000 
participants 


       







Page 3 of 16   


 
Data as of 
12/31/22 


 
Total 


Participants 


Total 
Number 
of Plans 


Total 
Plan 


Assets 


Average 
Plan 


Participants 


Average 
Plan 


Assets 


 
Median Plan 
Participants 


Median 
Plan 


Assets 


Over 10,000 
participants 


       


TOTAL        
 
 


 
Data as of 
12/31/22 


 
Total 


Participants 
Total 


Number 
of Plans 


Total 
Plan 


Assets 
Average Plan 
Participants 


 
Average 


Plan 
Assets 


 
Median Plan 
Participants 


Median 
Plan 


Assets 


From $0 
million to $25 
million 


       


From $25 
million to $50 
million 


       


From $50 
million to $100 
million 


       


From $100 
million to $250 
million 


       


From $250 
million to $500 
million 


       


Over $500 
million 


       


TOTAL        
 
A-4. How many defined contribution plans have you won in the last three years? How many existing 


defined contribution plan clients have you lost in the last three years? Please complete the following 
table. This response should not include existing clients that were successfully retained, but should 
include cases in which you elected not to rebid. 


 
 


Data as of 12/31/22 
 


Bids Won 
Existing 


Clients Lost 
From $0 million to $25 million   
From $25 million to $50 million   
From $50 million to $100 million   
From $100 million to $250 million   
From $250 million to $500 million   
Over $500 million   
TOTAL   
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A-5. How long has your organization been providing services to defined contribution plans? Please 
complete the table: 


 
 


Type of Plan 
 


Since 
401(a) plans  
403(b) plans  
401(k) plans  
457 Deferred Compensation Plan  
All defined contribution plans  


 
A-6. How many total employees does your firm have that service defined contribution plans? Please 


complete the table: 
 


 
Type of Plan 


 
Number of 
Employees 


401(a) plans  
403(b) plans  
401(k) plans  
457 Deferred Compensation Plan  
All defined contribution plans  


 
A-7. Please provide your firm’s credit ratings from Standard & Poor’s, Moody’s, and Fitch. If rated by 


another service, provide the rating and rating criteria. If not rated, demonstrate to the best of your 
ability the financial strength and stability of your organization.  Please also comment on any ratings 
changes in the past 24 months. 


 
SECTION B – PARTICIPANT SERVICES 
 
B-1: How do you propose staffing for onsite participant services? 
 
B-2: Briefly describe the credentials and related experience of participant service representative(s) who 


will be assigned. 
 
B-3: Do you currently have staff or an office located in Spokane? (Yes/No) If No, where is the closest 


office located? 
 
B-4: Where will the participant service representatives for this account be located? 
 
B-5: How many participant service representatives will be dedicated to the Plan? 
 
B-6: How many accounts will the assigned representative(s) be responsible for? 
 
B-7: What is the total number of participants each service representative will be responsible for, 


including this Plan’s participants? 
 
B-8: Will you need to hire any additional staff in order to service this account? (Yes/No) 
 
B-9: Will the assigned participant service representatives be employees of your firm? (Yes/No) 
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B-10: Will participant service representatives receive commissions, bonuses, incentives, or other 
compensation? (Yes/No) If yes, please detail the compensation structure for the representatives. Be 
sure to include an explanation of how bonuses and incentives are determined. 


 
B-11: Are participant service representatives incentivized to sell or solicit products that are not directly 


associated with the Plan? (Yes/No) 
 
B-12: Do you require any special licensing or training for local service personnel? (Yes/No) If yes, please 


describe. 
 


 Yes / No 
Series 6  
Series 7  
Series 63  
Series 65  
CFP  
Other (describe)  


 
B-13: Will you provide participants with onsite, group education, and retirement planning sessions on an 


on-going basis and at sites and times specified by the Plan Sponsor? (Yes/No) If Yes, how many 
onsite service days per year will you commit to? 


 
B-14: Are you willing to indemnify and hold Spokane Transit Authority harmless from any and all legal 


claims, and actions arising out of the education activities related to administration of the plan in 
compliance with related deferred compensation fiduciary compliance requirements under state and 
federal law? (Yes/No) If No, or if there are any limitations, please explain. 


 
B-15: Please describe how participants access the following type of information. 
 


 
Information 


Method 
(Online, Paper, App, Both) 


Plan/Participant Balances by Fund  
Contribution History  
Transaction History  
Outstanding Loan Balances  
Loan History  
Loan Modeling  
Withdrawal History  
Fund Performance Information  
Retirement Benefit Illustrations  
Financial Advice Programs  
Take Home Pay Effect Calculator  
Enrollment Transactions  
Fund to Fund Transfers  
Future Investment Election Changes  
Deferral Rate Changes  
Initiate Loans  
Initiate Term Distribution  
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B-16: Are participants able to enroll and make changes to their accounts electronically? (Yes/No)  Via 
website or an App? 


 
B-17: Do you offer video or web-based educational programs to participants and retirees? (Yes/No) If 


yes, please list the classes/courses/topics currently available. No description necessary. 
 
B-18: Do you offer general investment guidance to participants online? (Yes/No) 
 


 
Investment Guidance Info 


 
Describe 


Online advice Provider  
Used since   
Number of plans utilizing this service   
Total number of participants utilizing this service   
Average utilization rate (%)  


 
B-19: Do you offer specific investment advice (not related to managed accounts – see question B-59 for 


managed account services) to participants online? (Yes/No) If yes, complete the following table. 
  


 
Investment Advice Info 


 
Describe 


Online advice vendor  
Used since   
Number of plans utilizing this service   
Total number of participants utilizing this service   
Average utilization rate (%)  


 
B-20: Will you offer forms and communication materials that are specifically customized for this Plan? 


(Yes/No) 
 
B-21: Do participant statements aggregate all account information if a participant were to have multiple 


plans/accounts with you as part of this contract? (Yes/No)  
 
B-22: Do all statements allow for a customized message from the Plan Sponsor? (Yes/No) 
 
B-23: What type of fund performance and risk information is available on or with the quarterly 


statements? Complete the following table.  
 


Information 
Available 
(Yes/No) 


Quarterly Return  
Year-to-Date Return  
1-, 3-, 5-Year Return  
Asset Allocation  
Expense Ratios  
Commentary  
Other (specify)  


 
 
B-24: Do all statements include a personal rate of return calculation? (Yes/No) If yes, how is this return 


calculated? 
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B-25: How many days after quarter end until statements are mailed to participants? ______. 
 
B-26: Are quarterly statements for all plans available to participants online? (Yes/No) If yes, how many 


days after quarter end? _______. 
 
B-27: How long are archived participant statements available online? 
 
B-28: Is it possible for a participant to access historical data regarding their account online? (Yes/No) If 


yes, in what format is this information available to download (PDF, Excel, etc)? Please describe. 
 
B-29: Please provide a sample quarterly participant account statement. 
 
B-30: Will you provide a customized Internet site for the Plan? (Yes/No) If yes, briefly describe what 


level of customization is available. 
 
B-31: What Internet security measures do you have in place? 
 
B-32: Are Internet security measures tested or audited? (Yes/No) If yes, please briefly describe.  
 
B-33: What are the minimum requirements for participants to have the ability to access the website and 


account information? (Browser version, processor speed, memory, etc.). 
 
B-34: Are participants able to print statements of account for varying time periods (other than quarterly 


or annually), on demand, from your Internet site? (Yes/No) 
 
B-35: Does the plan sponsor have the ability to create a customized participant message for posting on 


the Internet site? (Yes/No) 
 
B-36: Have there ever been instances where the website was not functioning? (Yes/No) If yes, please 


describe frequencies and duration. 
 
B-37: Please explain how phone and Internet passwords are assigned and changed.  
 
B-38: Indicate what level of securities licensing your phone Customer Service Representatives (CSR) are 


required to carry? (Yes/No) 
  


 Yes / No 
Series 6  
Series 7  
Series 63  
Series 65  
CFP  
Other (describe)  


 


B-39: Is participant information automatically relayed to CSRs through automated call center processing? 
 
B-40: What is the annual employee turnover rate for your phone CSRs? _____%. 


B-41: Will participants have access to a Voice Response Unit (VRU) that will allow them automated 
access to their account information and ability to make account changes? 
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B-42: Will you provide customization for the VRU? (Yes/No) If yes, briefly describe the level of 


customization available on your VRU. 
 
B-43: What type of fund option performance and risk information is available through your website? 
 
B-44: Complete the following tables about your phone/internet services regarding the information and 


transaction capabilities available to participants through Customer Service Representatives (CSR) 
in home office, Voice Response Unit (VRU) and Internet. Indicate availability with yes/no. An 
affirmative response should be given only for information or transactions that can be retrieved or 
completed entirely via the represented medium. Do not answer “yes” for those information 
retrievals or transaction completions that require more than one medium for completion. 


 
Complete the following table regarding information available (Yes/No) 


Participant Inquiry CSR VRU Internet Mobile App 


Total Account Balance     


Account Balance by Fund     


Deferral Rate     


SDBA Balances by Investment     


Investment Elections     


Fund Performance     


Transaction History     


Outstanding Loan Balance     


Loan History     


Loan Modeling     


Withdrawal History     


Contribution History     


Beneficiary Designation     


Specific Investment Advice     


Managed Accounts     
 
Complete the following table regarding transaction capabilities available (Yes/No) 


Transactions CSR VRU Internet Mobile App 


Enrollment (paperless)*     


Deferral Change (paperless)*     


Fund to Fund Transfers (paperless)*     


Automatic rebalance     
Future Investment Election Change 
(paperless)* 
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Transactions CSR VRU Internet Mobile App 


SDBA Transactions     


Prospectus Request     


Loan (paperless)*     


IRA Rollover     


Term Distribution (paperless)*     
* Paperless transactions are those where the entire process can be conducted without completing or signing a paper form. 


 
B-45: Complete the following tables with information about your call center and Internet service. Times 


should be Pacific Time. 
 


 VRU Internet Site 
% of all participant transactions 
handled completely via 


  


Days available   
Hours available   


 CSR 
% of all participant transactions 
handled completely via 


 


Total CSRs  
Total CSRs dedicated exclusively to 
defined contribution plans 


 


Days available  
Hours available  
Total number of participants record 
kept on the system 


 


 
B-46: Complete the following table identifying your annual Call Center service standards and/or 


benchmarks. Also identify the actual performance in 2021 and 2022. 
 


 Standard / 
Benchmark 


 
2021 Actual 


 
2022 Actual 


Number of calls    
Response time    
Average length of calls    
% of calls requiring follow-up    
Number of dropped calls    
% of calls handled completely by 
VRU  


  


Average hold time    
 
B-47: Please provide test passwords and log in information for demonstrations of your phone and Internet 


services. Please ensure that all test accounts remain available for a minimum of 90 days.  
 
B-48: Do you offer specific investment advice to participants on an in-person basis, not through an online 


advice provider? (Yes/No)  If yes, please describe. 
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B-49: Does your firm, or a firm you are partnered with to give investment advice, assume fiduciary 
responsibility for the recommendations that are given to participants? (Yes/No) 


 
B-50: Do you provide “managed account” services that enable a participant to pay a fee for your firm or 


partner firm to provide discretionary management of investment decisions for that participant? 
(Yes/No) If yes, please explain. 


 
 


Managed Account Info 
 


Describe 
Online advice vendor  
Used since   
Number of plans utilizing this service   
Total number of participants utilizing this service   
Average utilization rate (%)  


 
B-51: Will you offer comprehensive financial planning services, through a Certified Financial Planner 


(CFP) to participants? (Yes/No) If yes, is this service provided by your firm or an affiliate and are 
participants able to meet locally with the CFP?  


 
B-52: If your firm provides financial planning services other than through a CFP, please describe this 


service. 
 
B-53: What special educational services do you offer specifically for employees nearing retirement?   
 
B-54: What special educational services do you offer for those employees who are already in retirement?  
 
B-55: How do you communicate the availability of such services to retirees? 
 
SECTION C – INVESTMENT FLEXIBILITY 
 
C-1: Would the investment options of the Plan be subject to any requirements or limitations (minimum 


number or assets in proprietary funds, certain share classes imposed, limited to certain fund 
families, etc.)? (Yes/No) If yes, describe requirements and limitations and specify whether a sole 
provider scenario is assumed. 


C-2: Are you willing to establish agreements with funds that are not currently available through your 
network of funds that would be available to use as the Plan’s investment options? (Yes/No) If yes, 
please describe any restrictions and timelines or windows. 


 
C-3: What is the maximum number of investment options that can be implemented?  
 
C-4: How long does it typically take to change an investment option? _____ weeks.  
 
C-5: Is the process to add a fund to the network subject to any particular monthly, quarterly, or annual 


schedule? (Yes/No) If yes, please explain. 
 
C-6: Do you offer an automatic allocation rebalance feature that allows participants to rebalance their 


account periodically? (Yes/No) If yes, please describe and list what frequencies can be utilized. 
 
C-7: Can you administer a series of customized, risk-based or target date fund portfolios rebalanced 


quarterly, monthly, or annually? (Yes/No) 
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C-8: What are the additional costs of having this series of customized funds (if any)? 
 
C-9: Do you offer a Self-Directed Brokerage Account (SDBA) option? (Yes/No) If Yes, how long have 


you offered a SDBA? 
 
C-10: Which brokerage firm(s) can be utilized? 
 
C-11: Who is the recordkeeper of the SDBA? Since ______ 
 
C-12: Who will be the Plan’s custodian for SDBAs?   
 
C-13: Where is the SDBA custodian located?   
 
C-14: Will the SDBA custodian also act as trustee? (Yes/No) 
 
C-15: Briefly, describe the process for conducting a transaction in a SDBA. 
 
C-16: What securities are participants capable of trading via the SDBA? 
 
C-17: Do you have the ability to restrict trading in a SDBA to certain types of securities? (Yes/No) 
 
C-18: Discuss any SDBA restrictions regarding asset transfers and trading frequencies that may be 


imposed. 
 
C-19: Please describe what information quarterly statements include regarding specific transactions 


conducted in a SDBA.  
 
C-20: Are SDBA statements generated separately? If so, how frequently are statements mailed to 


participants and how many days after period-end?  
 


SECTION D – FEES AND EXPENSES 
 
D-1: Assuming an open architecture investment format, what is the total annual revenue you would 


require expressed as a percentage of plan assets (excluding loans and self-directed accounts), a per 
participant fee, or a flat dollar fee if contracting for the following periods? This total should include 
all administrative credits or revenue sharing from your proprietary investment products as well as 
the revenue you receive from arrangements with outside fund companies.  


 
Contract Term % of Plan Assets $ per Participant Flat $ Fee 


3-Years    


5-Years    


7-Years    


10-Years    


 
D-2: If the plan were to utilize proprietary funds, what is the total annual revenue you would require 


expressed as a percentage of plan assets (excluding loans and self-directed accounts), a per 
participant fee, or a flat dollar fee if contracting for the following periods? This total should include 
all administrative credits or revenue sharing from your proprietary investment products as well as 
the revenue you receive from arrangements with outside fund companies. Please detail minimum 
proprietary fund requirements. 
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Contract Term % of Plan Assets $ per Participant Flat $ Fee 


3-Years    


5-Years    


7-Years    


10-Years    


 
D-3: Are you willing to propose a sliding scale fee structure based on plan asset levels?  If so, please 


provide a detailed fee structure. 
 
D-4: Are you willing to rebate back to the Plan any and all revenue above the amount(s) referenced in 


D-1 and D-2? (Yes/No) 
 
D-5: At what frequencies could rebates be distributed (e.g. quarterly, annually) and how will the amounts 


be calculated? 
 
D-6: As a requirement of contracting, are you willing to disclose the amount of all revenues received 


from investment funds in the Plan (including but not limited to revenue sharing, 12b-1, sub-
Transfer Agent, shareholder servicing)? (Yes/No) 


 
D-7: Provide a fee schedule for “managed account” services. 
 
D-8: Provide a fee schedule for any services related to financial planning, CFP meetings or in-person 


investment advice. 
 
D-9: Provide a fee schedule for your Internet investment advice program, if any. 
 
D-10: Are fees for the Internet investment advice program assessed for the entire participant population 


or only for those that utilize the service?  
 
D-11: Provide a fee schedule for the SDBA. Please be sure to include information about any commission 


and/or trading costs. 
 


 $ 
Initial Fee (set-up)  
Annual Account Fee  
Mutual Fund Trades  
Stock Trades  
Bond Trades   
Other (describe)  


 
D-12: Please describe any fees and expenses related to communications, customization and employee 


meetings, if any. 
 
D-13: Please provide a lineitem list of all other non-asset-based, participant-related administration 


expenses that will be imposed (loan fees, hardship withdrawals, etc.). Items such as per head 
recordkeeping fees and additional withdrawal processing expenses should be included.   
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D-14: Please provide a line-item list of all non-asset-based plan sponsor-related administrative expenses 
that will be imposed. This would include any special reporting charges, legal fees, administrative 
processing fees, communications fees, QDRO administration and Plan document preparation fees 
(including any fees to maintain, update, and/or ensure compliance of such document with the 
Internal Revenue Code.)    


 
D-15: Identify all non-asset-based participant and plan sponsor service fees not included above.   


 
D-16: Will any asset-based charges be assessed outside of the fund expense ratio? (Yes/No) If yes, please 


describe. 
 
SECTION E – PLAN SPONSOR SERVICES 
 
E-1. List the reports you provide specifically to plan sponsors. Include the frequencies. 
 


 
 


Report Name 


 
Frequencies 


(Daily, monthly, quarterly, annually, other – 
be specific) 


  
  
  


(Expand table as needed) 
 


E-2. Which of these reports are available directly through your website?  
 
E-3. Are you willing to provide at no additional cost, the following: 


a. Number of group education sessions and individual meetings that were conducted during 
the course of a year? (Yes/No)  


b. Number of participants that attend group education sessions and the educational topics that 
were presented? (Yes/No) 


c. Customized reviews and surveys, at no additional cost, to assess the success of the 
education program? (Yes/No) 


d. Reporting on a total plan level as well as a sub-account level for the 401(a) Plan, which is 
comprised of five separate 401(a) accounts?  (Yes/No) 


 
E-4. Assuming the Plan Sponsor maximizes the use of your administrative services, please indicate what 


functions the Plan Sponsor must be responsible for administering: 
 


 Plan Sponsor 
Must be 


Responsible for 
Administering 


(Yes/No) 


 
 


If No, Please Describe Your 
Abilities 


(Expand Cells as Needed) 
QDRO review   
QDRO approval   
Emergency distribution review   
Emergency distribution approval   
Term distribution processing   
Minimum required distribution processing   
Plan document review/update   
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 Plan Sponsor 
Must be 


Responsible for 
Administering 


(Yes/No) 


 
 


If No, Please Describe Your 
Abilities 


(Expand Cells as Needed) 
Enrollment in pre-retirement catch-up   
Loan processing   


 
E-5. Are you willing to provide customized educational materials at no additional cost? (Yes/No) If yes, 


briefly describe the level of customization that is available. 
 
E-6. How do you measure the success of your educational programs? 
 
E-7. Do contribution reports distinguish between new enrollees, decreases and increases? (Yes/No) 
 
E-8. Do plan reports specify the source of contributions, transfers, and withdrawals? 
 
E-9. Are there any additional costs to the plan sponsor associated with ad-hoc reporting? (Yes/No) 
  
E-10. Do you provide a phone line dedicated specifically to plan sponsors? (Yes/No) 
 
E-11. Do you have a dedicated plan sponsor Internet site? (Yes/No) 
 
E-12. What services do you provide specifically to plan sponsors over the Internet? Please complete the 


table. 
 


 
Plan Sponsor Services 


 
(Yes/No) 


Participant Account Balance Information  
Plan Account Balances by Fund  
Ad hoc Report Writing Capabilities  
Total Outstanding Loan Balances  
Payroll Deferral Posting Information  
Withdrawal Request/Status Tracking  
Indicative Data Changes  
Other (Describe)  


 
E-13. Briefly describe the type of recordkeeping system and software used by your organization.   
 
E-14. Do you plan on any upgrades to this system or software in the next 12 months? (Yes/No) If yes, 


please describe. 
 
E-15. Does your recordkeeping system have the ability to interface with an automated payroll system? 


(Yes/No) If yes, please describe. 
 
E-16. Have your systems and the procedures used in the recordkeeping business been independently 


audited (including, but not limited to recordkeeping, Call Center, trust and Internet systems and 
interfaces)? (Yes/No) If yes, please detail frequency over the last five years and name the auditing 
institutions. 


 
E-17. How many plan sponsor clients do you have on the system?   
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E-18. How many participants are on the system? What is the capacity? 
 
E-19. Are 457 Deferred Compensation Plans handled any differently from other plan types by your 


recordkeeping system? (Yes/No) If yes, please describe. 
 
E-20. What is your timeframe for posting deferrals to participant accounts? 
 
E-21. Describe your company’s backup emergency and disaster recovery system.   
 
E-22. Are back-up systems off-site? (Yes/No) 
 
E-23. Are back-up systems tested? (Yes/No) 
 
E-24. How do you control access to the recordkeeping system? What security precautions are in place? 
 
E-25. What are your daily protocols and cutoff times, in Pacific Time, for investment transfers between 


funds?   
 
E-26. Please describe your participant loan program, including processing procedures. What functions 


must the plan sponsor retain? 
 
E-27. Can you administer all loan payments utilizing an automatic clearing house (ACH)? 
 
E-28. What methods can participants use to make regular loan payments and payoffs (i.e. electronic funds 


transfer, check)?  
  
E-29. In what format may payroll contributions and information be delivered to you? 
 
E-30. What is the deadline for you to receive payroll contributions and complete the investment of those 


contributions into the appropriate fund(s) on that same day?   
 
E-31. Can participants select their own payment cycle (specific day) for a periodic payment distribution? 


(Yes/No)  
 
E-32. Are withdrawals in the form of checks for lump-sum distributions mailed immediately upon receipt 


of the request? (Yes/No) If no, please explain. 
 
E-33. Is direct deposit to a participant’s bank account available for withdrawals? (Yes/No) 
 
E-34. Are participants able to direct withdrawals in varying amounts to different accounts (e.g. checking 


account, savings account, etc.)? (Yes/No) 
 
E-35. Will the Plan Sponsor be assigned a dedicated account manager or managers? (Yes/No) 
 
E-36. For the account manager(s) assigned to the Plan, briefly describe each member’s background, role 


and where they are located.  
 
E-37. How many accounts will they service?   
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E-38. Will you provide comprehensive training for Plan Sponsor personnel and Plan trustees in regard 
to: 
 Legal and regulatory requirements? (Yes/No) 
 Fiduciary issues? (Yes/No) 


 
E-39. Will you provide legal assistance and direction to assure the Plan operates in compliance? (Yes/No) 
 
E-40. Are you willing to provide customized enrollment, change, transfer, and withdrawal forms at no 


additional cost? (Yes/No) 
 
E-41. In the event of a recordkeeping error within your control, will you be financially responsible for 


making participants and/or the Plan whole? (Yes/No) If yes, what is the maximum amount you will 
be liable for? 


 
E-42. Are there any additional recordkeeping services, which are necessary for the administration of the 


plans that you do not provide? (Yes/No) If yes, please describe. 
 


SECTION F – TRANSITION / CONVERSION 
 


F-1. Provide an outline of your transition plan for the Plan. Include a timeline that describes necessary 
actions, responsible parties, and target completion dates.   


 
F-2. Provide an outline of your plan for communicating the transition to participants. 
 
F-3. Provide samples of your standard agreement documents. 
 
F-4. Do you have a communication plan for former employees? 
 
F-5. Will you offer a dedicated transition team? (Yes/No) If yes, briefly describe the roles of the 


members of this team. 
 
F-6. What is the number of onsite service days your organization will be committed to during the first 


12 months of the contract? _____ days. 
 
F-7. How will you handle accounts that are already in distribution status making periodic distributions? 
 
F-8. How will emergency distribution requests be handled during the transition? 
 
F-9. Briefly explain the blackout period and what participants can/can’t do during this period.   
 
F-10. How long do you anticipate this blackout period lasting? _____ days 


 
F-11. Will participant assets be out of the market at anytime during the transition? (Yes/No) If yes, how 


long? ______ day(s) 
 
F-12. Are you willing to schedule the blackout period to occur over a weekend? (Yes/No) 
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