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STATE OF WISCONSIN
Department of Employee Trust Funds
Robert J. Conlin 
SECRETARY


	4822 Madison Yards Way
Madison, WI 53705-9100
P. O. Box 7931
Madison, WI  53707-7931
http://etf.wi.gov




Date:		March 24, 2020

To:	All Potential Proposers to ETF RFP ETI0050

RE:	Addendum No. 2 to Request for Proposals (RFP) ETI0050 – Insurance Administration System 


Acknowledgement of receipt of this Addendum No. 2:  

Proposers must acknowledge receipt of this Addendum No. 2 by providing the required information in the box below and including this Page 1 in the Tab 1 section of their Proposal.

	
	

	Proposer’s Company Name:
	

	
	

	Authorized Person (Printed Name and Title):
	

	
	

	Authorized Person’s Signature:
	

	
	Date



Please note the following updates to RFP ETI0050:

Due to the COVID-19 pandemic, the Calendar of Events has changed.
Vendors may ask any questions, as opposed to only clarifying questions, in the second set of vendor questions due April 13, 2020. 

DELETE:  ETI0050 RFP Section 1.10 Calendar of Events
ADD: ETI0050 RFP Section 1.10 as follows:
1.10 CALENDAR OF EVENTS
[bookmark: _Hlk30674087]Listed below are the important dates by which actions related to this RFP must be completed. If the Department finds it necessary to change any of the specific dates and times in the Calendar of Events listed below, it will do so by posting an addendum to this RFP on the Department’s website. No other formal notification will be issued for changes in the estimated dates. 


Table 6. Calendar of Events*
	Date
	Event

	March 2, 2020
	Department Issues RFP 

	March 13, 2020 @ 2:00 PM central daylight time (CDT)
	First Set of Vendor Questions & Letter of Intent Due

	April 6, 2020
	Department Posts Responses to First Set of Vendor Questions

	April 13, 2020 
	Second Set of Vendor Questions 

	April 22, 2020
	Department Posts Responses to Second Set of Vendor Questions

	April 24, 2020
	Vendors submit Appendix 11 – SFTP Access Request to ETFSMBProcurement@etf.wi.gov

	May 13, 2020 @ 2:00PM CDT
	Proposal Due Date

	June-July 2020 
	Proposer Demonstrations 

	2020
	Notice of Intent to Award Contract(s) 

	2020
	Contract Negotiations

	2020
	Contract Start Date


*All dates are estimated except the due dates for: Vendor Questions & Letter of Intent, Vendor Clarifying Questions, and Proposals.

[bookmark: _GoBack]Due to the COVID-19 pandemic, Proposers are required to submit Proposals electronically only. By April 24, 2020, please submit the newly provided Appendix 11 – SFTP Access Request to the Department. We will then provide instructions for Proposal file submission to the Department’s secure file transfer protocol (SFTP) site. 

DELETE: ETI0050 RFP Sections 2.3 Submitting the Proposal and 2.4.1 Proposal Organization and Format Requirements

ADD: ETI0050 RFP Sections 2.3 and 2.4.1 as follows:
2.3 SUBMITTING THE PROPOSAL 
2.3.1 Proposal Submission to Department’s secure file transfer protocol (SFTP) site
Proposer must submit the following, including all required materials as specified herein:   
· A completed Appendix 11 - SFTP Access Request form to ETFSMBProcurement@etf.wi.gov by April 24, 2020.

Note: The Department will provide instructions for Proposal file submission after receipt of Appendix 11 – SFTP Access Request.  

· All Proposer files, submitted no later than the Proposal Due Date and Time, as defined in RFP Section 1.10 Calendar of Events, to the Department’s SFTP server. 

· Proposer’s submission shall include three (3) file folders:
· Folder 1 containing all electronic Proposal files in Microsoft Word/Microsoft Excel, and/or Adobe Acrobat 9.0 (or above) format. The Department requires that all files have optical character recognition (OCR) capability (not a scanned image). OCR is the conversion of all images typed, handwritten or printed text into machine-encoded text. The file folder must be labeled “[Proposer Name] PROPOSAL”. Do not include the Cost Proposal in this folder.
· [bookmark: OLE_LINK3]Folder 2 (only required if Proposer includes confidential or proprietary information within its Proposal) containing all electronic Proposal files in Microsoft Word/Microsoft Excel, and/or Adobe Acrobat 9.0 (or above) format EXCLUDING or REDACTING all confidential and proprietary information/documents. This folder must be labeled “[Proposer Name] REDACTED PROPOSAL.” This is the file that will be submitted to requestors for open records requests. Note that no matter what the method the Proposer uses to redact documents, the Department is not responsible for checking that the redactions match the Proposer’s Appendix 2 – Proposer Required Form, Section 4: Designation of Confidential and Proprietary Information. Proposers should be aware that the Department may need to electronically send the redacted materials to members of the public and other Proposers when responding appropriately to open records requests. The Department is not responsible for checking that redactions, when viewed on-screen via electronic file, cannot be thwarted. The Department is not responsible for responding to open records requests via printed hard copy, even if redactions are only effective on printed hard copy. The Department may post redacted Proposals on the Department’s public website in exactly the same file format the Proposer provides, and the Department is not responsible if the redacted file is copied and pasted, uploaded, emailed, or transferred via any electronic means, and somehow loses its redactions in that process. Do not include the Cost Proposal Workbook in this folder. 
· Redact only material the Proposer authored. For example, do not redact the requirement or question the Proposer is responding to, only the answer. 
· Do not redact page numbers. Page numbers should remain visible at all times, even if the whole page is being redacted. 
· Sign Appendix 2 – Proposer Required Form Section 4: Designation of Confidential and Proprietary Information only once. Add as many lines/pages as necessary. 
· [bookmark: OLE_LINK4]Folder 3 containing Appendix 8 – Cost Proposal Workbook labeled “[Proposer Name] COST PROPOSAL.” Note: costs provided in Proposer’s Cost Proposal shall NOT be redacted for confidentiality. 

IMPORTANT: 
· Do not lock or password protect any Proposal folders or files.
· Include the Proposer’s name and the RFP number in each folder name and each file name. 
· Files must be free of all malware, ransomware, viruses, spyware, worms, Trojans, or anything that is designed to perform malicious operations on a computer.
2.3.2 Proposal Due Date and Time
Proposals posted to the Department’s SFTP site after the date and time specified in Section 1.10 Calendar of Events will not be accepted and will be disqualified. All required parts of the Proposal must be submitted by the specified due date and time; if any portion of the Proposal is submitted late, the entire Proposal will be disqualified. Proposers may request, via an email to the address listed in Section 1.5, the time and date their Proposal was posted to the Department’s SFTP site.
2.4 PROPOSAL ORGANIZATION AND FORMAT
Proposers responding to this RFP must comply with the following format requirements. The Department reserves the right to exclude any Proposals from consideration that do not follow the required format as instructed below. 
2.4.1 Format Requirements
· Only provide promotional materials if they are relevant to a specific requirement of this RFP. If provided, all materials must be included with the response to the relevant requirement and clearly identified as “promotional materials.” Electronic access to such materials is preferred, which includes web links. 
	FRONT COVER
	Front Cover Requirements
Include at a minimum the following information:
Proposer's company name;
Title of the following:  Proposal Response for the Wisconsin Department of Employee Trust Funds; 
RFP ETI0050; and
Proposal submission date. 

	TABLE OF CONTENTS
	Table of Contents Requirements
Include at a minimum the following information:
· Listing of each Proposal TAB number;
· Listing of each Proposal TAB description; and
· Listing of each Proposal TAB page number.

	TAB 1
	General Information and Appendices
Provide the following information and documents in the following order:
TRANSMITTAL LETTER: A signed transmittal letter must accompany the Proposal. The transmittal letter must be written on the Proposer’s official business stationery and signed by an official that is authorized to legally bind the Proposer. Include in the letter:
I. Name and address of company;
II. Name, title and signature of Proposer’s authorized representative;
III. Name, title, telephone number, and e-mail address of representatives who may be contacted by the Department if questions arise regarding the Proposal;
IV. RFP ETI0050 IAS; and
V. Executive Summary
Appendix 1 – Proposal Checklist
Appendix 2 – Proposer Required Form 
Appendix 3 – Subcontractor Information 
Appendix 4 – Mandatory Proposer Qualifications
Current Form W-9 Request for Taxpayer Identification Number and Certification (from the Department of the Treasury, Internal Revenue Service: https://www.irs.gov/pub/irs-pdf/fw9.pdf)
NOTE: Appendix 8 - Cost Proposal Workbook must be submitted as stated in Section 2.3.1 above. Also see Section 8 below.

	TAB 2





	Response to Appendix 6 – General Questionnaire and Appendix 7 - Technical Questionnaire
Provide a point-by-point response to each and every statement in Appendix 6 – General Questionnaire. The response must follow the same numbering system, use the same headings, and address each point or sub-point listed in Appendix 6. See Section 6 below.
Provide a point-by-point response to each and every statement in Appendix 7 – Technical Questionnaire. The response must follow the same numbering system, use the same headings, and address each point or sub-point listed in Appendix 7. See Section 7 below.
[bookmark: _Hlk31186661]Include all documents requested in Appendix 6 – General Questionnaire and Appendix 7 – Technical Questionnaire immediately after the appendix requesting documentation and label the document provided with the section number it applies to. For example, provide Proposer’s organizational chart requested in Appendix 6.1.a. at the end of your responses to all questions in Appendix 6 and be sure all pages of Proposer’s organizational chart are labeled “Response to Appendix 6.1.a.”

	TAB 3           Assumptions and Exceptions
If the Proposer has no assumptions or exceptions to any RFP term, condition, or appendix, provide a statement in Tab 3 to that effect.
If the Proposer has assumptions and/or exceptions to any RFP term, condition, or appendix, follow the instructions below.



This Addendum is available on ETF’s Website at .
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