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                                       City Purchasing          General Information 206-684-0444

Current Contract Information

	ALERTS

This contract is not intended for anything that is more properly classified as Public Works.  

This contract is limited to only those items expressly provided for in this contract.

Do not use for federally funded purchases without a specific review for your grant funding requirements.

	Contract Title  
Technology Pension Administration System
	Contract # 0000003381

	Buyer
	Name: 
Jason Edens
	Phone: 
206-733-9583
	E-Mail: 
Jason.edens@seattle.gov

	Vendor (name/address)
	Vitech Systems Group, Inc.

401 Park Avenue South

New York, NY 10016

	Vendor ID#  0000447151

	Vendor Contact
	Contact:    David Goldblum         Phone:  646-344-5348    
E-Mail: dgoldbaum@vitechinc.com

	WMBE Status
	 FORMDROPDOWN 


	Description
	is awarded a contract implement a software solution that encompasses the pension administration system (PAS) and electronic content management (ECM) functionality necessary to support current and future departmental business processes, as a result of RFP# 3381 conducted by the City on 11/26/2014.

	Contract Term
	11/18/15 – 11/17/24

	Future Extension Option
	Annually as agreed upon during the contract

	Freight Terms
	N/A


	Prompt Pay Discount
	 N/A


	Delivery ARO
	 N/A


	Order Instructions
	For Use By: 

Seattle City Employees’ Retirement System


	Order Limit:  

NA

	Contracting Options
	 FORMCHECKBOX 
This is the only City contract for this product.  Unless a separate competitive process is undertaken, this contract must be used when a product is sought that matches contract offerings. Call the Buyer for advice.

 FORMCHECKBOX 
This is one of several contracts awarded for this product.  The City may select among any of the following:
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	Current Pricing

Per the contract, exhibit D
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City of Seattle



Request for Proposal

RFP No. 3381

TITLE: PENSION ADMINISTRATION SYSTEM FOR 

SEATTLE CITY EMPLOYEES’ RETIREMENT SYSTEM (SCERS)

Closing Date & Time: February 17, 2015 at 4:00 pm Pacific





TABLE 1 – SOLICITATION SCHEDULE

All times are Pacific

Estimated Dates



		Solicitation Schedule 

		Date



		RFP Issued 

		November 26, 2014



		Pre-Proposal Conference 

		December 11, 2014

10:00 am PST



		Deadline for Questions

		December 30, 2015 

4:00 pm PST



		Sealed Proposals Due to the City

		February 17, 2015

4:00 pm PST



		Notification of Finalists

		April 7, 2015 



		Oral Presentations & Software Demonstrations

		May 11 – 14, 2015



		Discovery Day

		May 18 – 21, 2015



		Best & Final Offer (Optional)

		June 1 – 4, 2015



		Announcement of Successful Proposer(s)

		June 8, 2015



		Anticipated Contract Agreement

		To Be Determined





Table 1: Solicitation Schedule



The City of Seattle reserves the right to modify this schedule at the City’s discretion. Notification of changes in the response due date would be posted on the City of Seattle’s website or as otherwise stated herein.



All times and dates are Pacific Standard or Daylight Time.



Mark the outside of the mailing package indicating RFP #3381.



By responding to this RFP, the proposer agrees that he or she has read and understands the requirements and all documents within this RFP package.
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[bookmark: _Toc278549845]Introduction

The Seattle City Employees’ Retirement System (SCERS) offers a defined benefit pension plan providing lifelong retirement income, disability protection, death benefits, and pre- and post-retirement survivor benefits to eligible employees of the City of Seattle (“the City”) and a small number of grandfathered employees presently employed by King County, Washington. The Seattle City Employees’ Retirement System serves approximately 16,500 members and manages approximately $2.5 billion in assets.

SCERS seeks to acquire and implement a software solution that encompasses the pension administration system (PAS) and electronic content management (ECM) functionality necessary to support current and future departmental business processes. The electronic content management (ECM) functionality may be delivered as part of an integrated system or a third-party solution. 

SCERS seeks a vendor(s) that provides a proven and carefully structured approach to implementation. In this context, implementation refers to all efforts required to provide a complete and functioning system, including those that prepare SCERS to use it effectively. This includes technology and implementation planning, detailed design, interfaces, software integration, testing, training, data conversion, end-user and technical documentation, project management, and post-implementation warranty support. SCERS also seeks pricing for ongoing maintenance and support.

SCERS is interested in receiving proposals for both on-premise (also known as “on-site”) and hosted solutions. Vendors can submit proposals for both delivery options. 

SCERS desires to procure the most appropriate solution within its financial means from a qualified vendor at a firm, fixed price. SCERS is seeking the acquisition and implementation of all necessary software and hardware or five years of hosting services, implementation services, and data conversion, and five years of maintenance for a cost of no greater than $10,000,000 million. 

Although SCERS is requesting proposals for complete systems, including hardware, software, and services that include any and all third-party components, the City may choose not to acquire all optional system components. The City may also exercise the option to procure third-party components directly (e.g., PCs and monitors).

Contract Award: SCERS intends to award to the highest ranked vendor that will meet the business, technical, and contractual requirements as stated in the RFP and associated documents. Proposals that include multiple vendors will clearly identify one vendor as the prime contractor and all others as subcontractors. 

[bookmark: _Toc278549846]Purpose 

The pension administration system implementation is the cornerstone of a multi-year program to modernize the business processes, applications, and data essential for SCERS to meet its business goals. The largest technology project undertaken by SCERS, it will fundamentally change how SCERS conducts business. 

A comprehensive analysis of SCERS operations performed in 2013 by Linea Solutions, a leading public pension industry consultant, concluded that the technology used by SCERS lacks basic functionality and is significantly behind the industry standard for comparable public retirement systems. SCERS recognizes the limitations and obsolescence of its current technology environment, which is comprised of a disparate set of data sources and computing systems. Many of SCERS business processes are heavily manual and rely upon information in the member’s physical file folder and spreadsheets for certain critical calculations. Data is often duplicated and cumbersome to maintain. 

The purpose of this RFP is to select and implement a commercially available pension administration solution that will transform SCERS’ business operations from its current manual environment to one where key business processes are centralized, more automated and based on integrated data. SCERS seeks a system vendor with the software and implementation services; support structure; long-term viability; and commitment to its product, industry, and client base to provide and sustain a long-term solution for SCERS. 

SCERS seeks to enter into a long-term business relationship with a PAS vendor that:

Has a history of successful implementation of comparable projects with agencies of similar size and complexity as SCERS.

Has a long-term commitment to the pension administration system business and long-term viability as a company.

Includes integrated electronic content management (ECM) functionality, either as a tightly integrated third-party application or a component of the PAS software. 

Has a robust, proven methodology and qualified staff to successfully plan, manage, and execute data conversion from multiple sources including image and index data from an interim ECM system. 

Has a product enhancement strategy for both software functionality and architecture that will keep it current with industry trends, standards, compliance, and regulations without the need for customization by SCERS. 

Can provide an efficient and proven set of implementation services to ensure SCERS leverages the capabilities of the software to implement new business processes and achieve its business goals.

If providing a hosted solution, will have the staffing and facilities to support SCERS security, performance, availability, reliability, disaster recovery, business continuity, and operational requirements for the long term.

Provides high quality, responsive software maintenance and support services for the installed system.

[bookmark: _Toc278549847]Business Case

[bookmark: _Toc278549848]Business Drivers

In November 2013, the SCERS Board of Administration approved issuing an RFP to acquire a new pension administration system. The system was justified based on the following business drivers: 

The need to reduce or eliminate the current over-reliance on paper-based processes and duplicate manual data entry since they are inefficient, inconsistent, and inherently more prone to human error. 

The need to respond to legislative changes such as potential federal changes to tax rules.

The ability to implement multiple tiers and plans in the future if needed.

The lack of critical functionality due to reliance on data from disparate sources: databases, spreadsheets, paper files, microfiche, etc.

The need to improve the responsiveness, quality, and range of services provided to SCERS members, such as timely and accurate benefit estimates and more robust retirement “what if” analysis and planning options. Current benefit estimates are manual and labor intensive, and they take six to eight weeks to deliver. 

[bookmark: _Toc278549849]Business Benefits

SCERS expects the following benefits from this project: 

Consistent application of SCERS policies, procedures, and calculations for SCERS members enforced by the PAS system.

Ensured accuracy of processing results.

Improved security, data integrity, and internal controls. 

Flexibility to support multiple tiers and plans should the plan sponsor desire this capability in the future. 

Reduced processing times and improved service levels from weeks to minutes. 

A member portal that will provide self-service offerings for members, including the ability to perform “what if” analysis on retirement options.

A robust disaster recovery solution for critical member data and functionality.



[bookmark: _Toc278549850]Objectives

In order to address these business drivers and achieve these benefits, SCERS has identified the following key objectives for this project:

[bookmark: _Toc278549851]General Objectives

Select a pension administration system with the best balance of functionality, quality, implementation services, and cost of ownership.

Select a pension administration system that will serve SCERS well for at least the next 15 years. 

Successfully implement a quality system on time, on budget, and as soon as realistically possible. SCERS expects the implementation to be completed within 36 months with a one-year warranty and stabilization period. 

Implement a solution that is intuitive to use and embraced by SCERS staff. 

[bookmark: _Toc278549852]Business and Functional Objectives

Improve the timeliness, accuracy, and efficiency of SCERS business processes through the reduction or elimination of the reliance on manual, paper-based calculations and duplicate data entry. 

Streamline and improve process workflows; centralize and integrate the current multiple, disparate data sources into the PAS, including image content.

Enable SCERS to readily respond to legislative changes, such as federal changes to tax rules.

Provide the plan sponsor with the capability to offer multiple tiers and plans in the future if needed.

Improve the responsiveness, quality, and range of services provided to SCERS members, such as timely and accurate benefit estimates and more robust retirement planning options.

Provide members with an intuitive, well-design member portal to initiate member processes, calculate benefit estimates, and update demographic data.

Greatly reduce the use of paper documents throughout the office, including by initiating a scanning and electronic workflow process for all member communications. 

Implement a system with robust internal controls and a configurable business rules engine to fully comply with all plan rules and regulations and IRS guidelines.

Provide a robust set of reporting capabilities to support management decision making and reconciliation. 

[bookmark: _Toc278549853]Technology Objectives

Implement PAS functionality and interfaces to allow SCERS to better utilize payroll source data and successfully transfer retiree payroll setup and maintenance from the City’s EV5 payroll system to the new PAS. 

Purchase a commercially available system that provides the stability, availability, and reliability necessary while conforming to SCERS hardware, software, and security needs. The proposed solution may be provided as an on-site or hosted solution. 

Provide a robust disaster recovery solution for critical member data and functionality.

Create a bi-directional interface with the City of Seattle to receive active member information and send retiree payroll information to the City’s Human Resource Information System (HRIS) for payroll processing. 

Provide functionality such as general ledger, payroll processing, and the ability to directly interface with ADP that are out-of-scope for the PAS implementation, but which position SCERS to assume these business processes in the future if necessary. 



[bookmark: _Toc278549854]Business Background

[bookmark: _Toc278549855]SCERS Retirement Plan Overview

SCERS offers a defined benefit plan that provides retirement benefits based on age at retirement, salary, and years of service. SCERS is currently a single-tier system with a single plan and plan sponsor. The plan sponsor is the City of Seattle. A key objective of the new system is to provide the City of Seattle with the ability to provide additional plan offerings in the future should it elect to do so. 

		Profile Element

		Description



		Number of tiers

		1



		Number of plans

		1



		Number of plan sponsors

		1



		Number of payroll feeds

		2: City of Seattle, and King County Metro (for grandfathered former City employees)



		Total number of active members (as of 12/31/2013)

		10,627



		Number of Retired members (as of 12/31/2013)

		5,800



		Number of King County contributing members

		60





Table 2: SCERS Profile Elements



A brief summary of the SCERS retirement plan is provided for reference in Appendix D2: Retirement Plan Summary. For more detailed information, refer to the Seattle Municipal Code and the Seattle City Employees’ Retirement System Handbook.

[bookmark: _Toc278549856]SCERS Governance and Organization

The Seattle City Employees’ Retirement System (SCERS) was established in 1929 by the City of Seattle to serve employees of the City. SCERS is codified in the City Municipal Code as Chapter 4.36. SCERS is administered by a seven-member Board of Administration (the Board) comprised of:

The Seattle City Council’s Finance & Culture Committee Chair (Board President) 

The City of Seattle Finance Director 

The City of Seattle Personnel Director 

Two active and one retired members of SCERS 

One at-large member (not an active employee or retiree) who is appointed by the other six Board members and who has no vested interest in SCERS 

SCERS has a staff of 23 full-time employees. The current organizational structure of SCERS is shown in Figure 1 below. All SCERS employees will be users of the new PAS system with the exception of the SCERS investment team. 



Figure 1: SCERS Organization Structure

[bookmark: _Toc278549857]Process Improvement Initiatives

Since the start of 2013, SCERS operations have undergone significant changes. In addition to providing significant improvements , it has provided the organization with valueable lessons in implementing new technology. Over the past two years, SCERS has undertaken the following improvement initiatives: 

A comprehensive review of current business processes and targeted business process redesign (BPR) on high-priority business functions, including the development of a robust set of requirements for the PAS.

Conversion and enhancement of the department’s current Retirement Information System (RIS) from RBASE 4.5+/DOS to Oracle 11g with an Access run time client. Enhancements include adding additional data fields to store data from member files to an electronic form in preparation for data conversion.

Implementation of the City’s customer service request (CSR) system to provide basic queue management, track service requests, and gather member contact metrics. 

Data assessment and data cleansing activities to improve the quality of SCERS’ electronic data.

Completion of a backfile conversion plan and requirements for a separate project to digitize SCERS’ member files. This project will occur in advance of or in parallel with the PAS implementation project. 

[bookmark: _Toc278549858]Relationship to the City of Seattle

Though run by an independent Board of Administration and self-funded, SCERS is a department of the City of Seattle and is tightly integrated operationally with its plan sponsor, the City of Seattle. Many SCERS key business processes are supported by other City departments and systems including:

The Department of Information Technology (DoIT) for computing infrastructure (email; SharePoint; desktop, server, and network support; IT operations).

Central Accounting and Payroll to process retiree payroll and interface with ADP.

The City’s financial system for general ledger, accounts payable, accounts receivable, and purchasing. 

Department of Finance and Administrative Services, Business Technology for SCERS Retirement Information System II (RIS II) application and database support. 

Treasury to process payments received by SCERS. 

The City’s CSR system to manage member service requests. 

City Purchasing and Contracting Services department for procurement of goods and services. 

The Office of the City Attorney for legal matters.

[bookmark: _Toc278549859]Existing Systems and Operations

For a description of the current systems environment, refer to Appendix D1: Data and Systems Environment. 

[bookmark: _Toc278549860]Minimum Qualifications 	

Using Appendix A2: Minimum Qualifications Response, vendors will provide a written response that clearly shows compliance with the following minimum qualifications. Proposals submitted without this written response will be rejected as non-responsive. The City RFP Coordinator may choose to determine minimum qualifications by reading the Minimum Qualification Response document alone, so the submission should be sufficiently detailed to clearly demonstrate minimum qualifications without reference to any other material. 

[bookmark: _Toc278549861]Minimum Qualifications

The following minimum qualifications must be met in order for proposals to be eligible for evaluation: 

The vendor must have been in the pension administration system solution delivery business for the past five years.

The vendor must have three references of completed implementations of the equivalent pension administration software solution being proposed to SCERS. “Equivalent solution” is defined as either the same version of the application or one major version earlier and for funds with a Defined Benefit (DB) plan and a total membership size of at least ten thousand members. These references must be for implementations that are no older than seven years. At least two of these references must be from United States public pension clients.

The vendor or its designated subcontractor must have two or more completed data conversion projects for defined benefit pension systems with a total membership size of at least ten thousand members.

The vendor must have experience implementing its own ECM solution or integrating with a third-party ECM solution.

[bookmark: _Toc278549862]Mandatory Requirements

The following mandatory requirements will be met for the proposal to remain eligible for consideration. In Appendix A3: Mandatory Technical Requirements response, vendors will provide a written response that clearly shows that the product or service meets these mandatory technical requirements, or the proposal will be rejected as non-responsive. The City RFP Coordinator may choose to determine mandatory technical requirements by reading this single document alone, so the submission should be sufficiently detailed to clearly demonstrate the mandatory technical requirements without reference to any other material. Those that are not clearly responsive to these mandatory technical requirements shall be rejected by the City without further consideration.

[bookmark: _Toc278549863]Mandatory Requirements

The following mandatory requirements will be met in order for proposals to be eligible for evaluation:

The solution must represent a single integrated pension administration system, with the exception of the ECM module which may be a third-party system. 

The solution must have the capability to configure multiple defined benefit plans and multiple tiers within a plan (i.e., can be configured and implemented by trained SCERS staff members). 

If proposed as an on-site solution, the system must utilize Oracle or Microsoft SQL Server. 

[bookmark: _Toc278549864]Project Scope and Requirements

[bookmark: _Toc278549865]Scope of Work

The scope of work for this RFP includes:

Procurement of a pension administration system (PAS) software package that will add critical functionality and automate current manual paper based processes (either on premise or hosted). 

Procurement of electronic content management (ECM) functionality as either a tightly integrated third-party application or a component of the PAS. 

Replacement of the queue management, reporting, and basic workflow functionality of the current customer service request (CSR) system. 

Full scope of implementation services including initiation, planning, analysis, configuration, testing, training, project management, interface development, etc.

Full scope of data conversion services including planning, analysis, cleansing, and conversion from multiple data sources (note that this can be provided by a subcontractor). 

Assist SCERS in the development of business processes that leverage the new functional capabilities of the PAS and align with industry best practices. 

Implementation of a member portal for member self-service. 

Specifications and pricing for the required hardware and software for the delivery model being bid (on premise or hosted services solution).

Software maintenance and support.

The following context diagram depicts how SCERS envisions the new PAS and ECM systems fitting into the City’s enterprise systems architecture. EV5, Summit, and STORM are all maintained by the City’s Department of Finance and Administration. 



Figure 2: New PAS / ECM in the SCERS Environment
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3. 

4. 

5. 
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[bookmark: _Toc278549866]Implementation Scope

The following implementation scope is to be taken into consideration by the vendor in their project-related responses in Appendix A6: Management Response. In addition, a detailed table containing specific implementation requirements is provided in Appendix B4: Implementations Expectations.

SCERS requires that the implementation delivers the following:

A stable, robust, and mature software solution integrated with other business systems

A clean and complete data conversion

Thoroughly trained staff

Thoroughly prepared IT support team

Quality system documentation and support materials

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

8.1. 

[bookmark: _Toc278549867]Data Conversion Scope

The PAS vendor may elect to subcontract to a third-party data conversion vendor. If a third party is subcontracted, the PAS vendor will remain the party contractually responsible to SCERS and obligated for delivery of all services described here. SCERS will maintain a single contractual relationship with the PAS vendor; therefore the PAS vendor is responsible for the management and oversight of the subcontractor. 

The data conversion is considered integral to the success of this project. SCERS is seeking a vendor that is capable of ensuring this critical subproject is seamlessly integrated with the software delivery process. The full scope of data conversion requirements is contained in Appendix B3: Data Conversion Requirements and Data Conversion Questionnaire and the successful vendor is required to meet this scope of work. At a high level, the scope includes:

Project planning and maintenance

Data profiling

Data cleansing

Data testing and conversion

Archiving



SCERS has identified the following scope as being necessary for the PAS vendor to meet in order to complete conversion and population of the highest quality data into its new PAS:

Develop and publish data conversion/conversion directives

Analyze and define data 

Conduct data cleansing analysis

Develop and publish data cleansing reports

Assist with data cleansing/corrections and test

Map data to new PAS

Extract and transform data for use in new PAS

Develop an on-going strategy for data validation/reconciliation and cleansing to validate and reconcile during data conversion project activities



The data subject areas that need to be converted are: 

Active member demographic information

Terminated member demographic information

Vested and non-vested (deferred) member demographic information

Deceased member demographic information

Retired member demographic information

Active member beneficiary information

Retired member beneficiary information

Active member salary history

Active member service credit

Active member retirement contributions

Active member accumulated contributions with interest (ACWI) information

Retired member benefit payments information

Member status information

Buy back/redeposit information

Portability information



Additional information is contained as an exhibit in Appendix D1: Data and Systems Environment including a list of database tables, paper data, microfiche, and spreadsheets that make up this set of data in the current system and are potential conversion data sets.

[bookmark: _Toc278549868]Functional and ECM Scope

The City has undertaken a substantial effort to detail and prioritize all of the functional requirements for the pension administration system and related electronic content management system. These requirements are organized by business process and include SCERS’ business rules, desired system capabilities, workflow requirements, and other business requirements. 

Since January 2013, SCERS has undergone organizational changes and has been making significant improvements to its business processes. Business process redesign activities are expected to continue up to the start of the PAS implementation project. The following key business process areas are in scope for this project:

Active and retired death processing

Buy backs and purchasing service credit

Retirement monthly and semi-monthly payroll

General ledger and bank reconciliation

Benefit estimate

Termination and withdrawal

Final calculation and new retiree

Interview

New hire and enrollment

Health insurance 

Open enrollment

Vendor payment

Portability

Rehired retiree and active member

Qualified domestic relationship order (QDRO)

Disability retirement

Member demographics

Active payroll and interest posting

Cost of living allowance (COLA)

Tax reporting (1099)

Year-end reporting (member statements, audits, comprehensive annual financial report, valuation, etc.)

Member portal for both members and employers (City of Seattle, King County)



SCERS’s desires to implement electronic content management (ECM) functionality that is fully integrated with the pension administration system to achieve the following benefits:

Access of member file data directly from the PAS will provide significant operational efficiencies.

The implementation will mitigate disaster recovery and business resumption issues.

The system will improve the security of member data by limiting access to authorized viewers.



[bookmark: _Toc77042508][bookmark: _Toc77749003]It is the intent of SCERS to create an electronic repository that will serve as the mechanism for managing, storing and archiving information that is fully integrated with the pension administration system. Member files containing historical information are currently stored in a file room on-site and an off-site storage facility. Most retirement work processes require the use of these paper files supplemented by some payroll records on microfiche. Document and records management processes are a combination of paper-based files and microfiche stored on and off-site. SCERS will select an ECM as the standard repository for member data currently residing in physical files. A separate backfile conversion initiative is underway to convert these paper and microfiche documents to electronically indexed images. The vendor can assume that backfile conversion is not in scope for this RFP. However the ability to support “day forward” processes is in scope. The vendor should assume that they will need to import images and indexes into the ECM as part of the implementation scope. 

Specific functional and ECM requirements are found in Appendix B1: Functional and ECM Requirements. 

[bookmark: _Toc278549869]Technical and Hosting Requirements

The City has undertaken a substantial effort to detail and prioritize the technical requirements for the pension administration system and related electronic content management system. The technical requirements are organized by system component (database, UI, etc.) or subject (security, performance, etc.). They represent the City’s standards for the design, implementation, operation, and maintenance of enterprise software solutions. 

Specific technical and hosting requirements are found in Appendix B2: Technical and Hosting Requirements.

[bookmark: _Toc278549870]Hosting Options

SCERS is interested in evaluating both on-site and off-site hosting options for the new PAS. vendors can propose either or both delivery models. They are described below:

Option 1: On-premise based (City’s data center)

In this option, the PAS and all of its environments would be hosted and maintained in the City’s data center. The vendor should assume that the hardware will be dedicated to the pension administration system and installed and managed by City staff. If the vendor proposes a solution based on this option, the proposal should include all of the necessary components (both software and hardware) to support the implementation and production environments. 

City staff would be the primary point of contact for hardware and network administration, operating system administration, most database operations and administration, and implementation support for PAS updates and upgrades. However, the selected software vendor would continue to provide standard maintenance and support for the application; the vendor should assume that SCERS will require additional support from the vendor on an ongoing basis. 

If the vendor proposes to host a separate off-site development or testing environment, they should supply details including any costs associated with this development environment. 

Option 2: Vendor hosted

In this option, the Software vendor or a third-party provider contracting with the software vendor would host all PAS and ECM environments at the vendor’s or third-party location. The system(s) would be accessed securely by SCERS business and technical staff. A vendor-hosted solution will address the technical and hosting requirements of this RFP. It must also include a separate disaster recovery site in the proposal. The vendor will be responsible for the performance of the solution: if there are performance issues, the vendor will be expected to analyze both SCERS’ environment and the vendor’s system to determine the source of issues. 

Vendors will include detailed information on hosting and support of the application in their response to this RFP if a vendor-hosted option is included in the proposal, include the following:

The data center where the system is located will meet SAS-70 compliance or an equivalent standard.

The vendor will describe service options such as infrastructure as a service (IaaS), platform as a service (PaaS), and software as a service (SaaS) that will be needed; additionally, managed services that include application services, system services, and database administration services will be included.

The vendor will host the ECM system and the member portal as well as the PAS.

The vendor will host the system through the implementation in addition to hosting the system in production.

The vendor will determine the bandwidth requirements for the connection.

The vendor will advise SCERS on how the connection should be secured, including the level of encryption necessary to maintain a secure system.

The vendor will propose the standard service level agreements they plan on adhering to.

[bookmark: _Toc278549871]Systems to be Replaced 

Table 3 below identifies the existing system or functionality that is in and out of scope for this project:

		In Scope: Systems To Be Modified or Replaced



		System Name

		Description



		Retirement Information System II (RIS II)

		SCERS custom Oracle application used to store and process contributions and service hours; calculate and store ACWI, store member data, member demographics, reports. 



		EV5 – Retiree Side

		SCERS uses the City of Seattle’s HR and payroll system to set up and manage retiree payroll (retiree demographics, payroll setup information). This application has been heavily customized by the City, including custom time and labor, employee self service, and retiree self service modules (.NET applications). This system will not be replaced, as it is used for other City payroll activities. Retiree set up functionality will be transferred to the new PAS system and a retiree payroll file will be sent to EV5. The City will continue to process retiree payroll. 



		Milliman Calculator

		Benefit calculator (excel spreadsheet).



		Excel Spreadsheets

		Payout calculator, pension calculator, benefit estimator, final calculation, buy back calculator, others.



		Access Databases

		A variety of access databases are used for querying information in RIS II and EV5. 



		Customer Service Request (CSR) System 

		The City’s SaaS application used by SCERS to track and manage member service requests and create work queues, basic manual workflow, and management reports. SCERS expects the PAS functionality to eliminate the need for this system. 



		Retiree Self Service (RSS)



		SCERS offers limited on-line access for its retirees through Retiree Self-Service, a custom developed .NET web app accessible from the City’s public website www.seattle.gov. The application allows retirees to change address, phone number, email address, and emergency contact; set up or change direct deposit; view, print, or save copies of pension pay statements, W-4P Withholding Certificate, and 1099-R forms. 



		Out of Scope: Systems Not to be Replaced



		System Name

		Description



		EV5 – Active Side

		Used for the City of Seattle’s Human Resource Information System (HRIS), City of Seattle active employee demographics, time and labor, payroll, employee self service, ACWI posting.



		ADP

		Retiree payroll payment vendor (external interface from EV5).



		SUMMIT

		City of Seattle financial system (PeopleSoft).



		STORM

		City of Seattle Treasurer’s system for collection and processing all payments to the City.



		PBI

		Third-party provider of a death audit or death match file.



		SCERS Website

		www.seattle.gov/retirement: Provides information, forms, benefit calculator, rules, Board information, calendar, etc.





Table 3: Systems to Be Modified or Replaced

[bookmark: _Toc278549872]System Interfaces

SCERS has identified a series of critical interface files that will be part of the PAS solution. These have been summarized in the Table 4 below. Please note that all of the files listed below are to be considered in the scope of the PAS project. 

		Interface

		Imported into PAS System? 

		Exported out of PAS System?

		New interface?

		Expected to change within scope of PAS solution?



		Active Payroll Contribution file

		Yes, EV5

		No

		No

		The PAS solution will successfully import SCERS’s interface files and allow for configurability to accommodate any future modifications to the transmittal file.



		ESS ACWI

		No

		Yes, EV5

		No

		Currently, RIS II exports ACWI information to EV5 to provide information for the employee web portal; in the future, the PAS will not need to rely on EV5 to house this data for the web portal.



		King County Payroll file (.csv)

		Yes, King County Payroll system

		

		No

		The PAS will import active payroll from the King County payroll file.



		Milliman Valuation Data File (.xls)

		No

		Yes, Milliman

		No

		The PAS will create a valuation data interface file in .xls format.



		New Active Member demographics

		Yes, EV5

		No

		No

		Will expand to include updates to all active members in the new PAS as a part of the Active Payroll process.



		Active employee pre-retiree information

		Yes, EV5 Active

		No

		No

		PAS system will import the file to populate member data.



		STORM/Electronic cash log

		Yes, STORM

		No

		Yes

		Currently not an interface.



		PBI Death Audit

		No

		Yes, PBI

		No

		The PAS system will create an interface file for PBI.



		Pension Payroll Interface

		No

		Yes

		Yes

		Monthly and semi-monthly retiree member payroll setups (including withdrawal and active member payments) for EV5 in order to process with ADP.



		Pension Payroll Reconciliation Interface

		Yes

		No

		Yes

		Data interface from either EV5 or ADP on payment records that are not generated or produced by PAS such as payment ID number (or check number), payment status, bank reconciliation information.





Table 4: System Interfaces

[bookmark: _Toc278549873]Minimum Licensing and Business Tax Requirements

This solicitation and the resulting contract may require additional licensing as listed below. The vendor will meet all licensing requirements that apply to their business immediately after contract award or the City may reject the vendor. 

Companies will license, report, and pay revenue taxes for the Washington state business license and uniform business identifier (UBI), and for the City of Seattle business license, if they are required to hold such a license by the laws of those jurisdictions. The vendor should carefully consider those costs prior to submitting their offer, as the City will not separately pay or reimburse those costs to the vendor. When allowed by City ordinance, the City will have the right to retain amounts due at the conclusion of a contract by withholding such amounts from final invoice payments. 

Appendix C1 provides the vendor with a Business License Application and Appendix C2, instructions for its completion.

If the business has a physical nexus in the city, the business will obtain a Seattle business license and pay all taxes due before the contract can be signed. 

A “physical nexus” means that the business has a physical presence in Seattle, such as: maintaining a building or facility located in Seattle, making sales trips into Seattle, driving into Seattle for product deliveries, or conducting service work in Seattle (repair, installation, service, maintenance work, on-site consulting, etc). The Vendor Questionnaire asks proposers to specify if they have physical nexus.

All costs for any licenses, permits and City of Seattle business license fees and taxes owed shall be borne by the vendor and not charged separately to the City. 

The apparent successful vendor will immediately obtain the license and ensure all City taxes are current, unless exempted by Seattle Municipal Code due to reasons such as no physical nexus. Failure to do so will result in rejection of the proposal. 

License fees and taxes can be paid on-line using a credit card at https://dea.seattle.gov/self/.

For questions and assistance, call the Revenue and Consumer Affairs (RCA) office which issues business licenses and enforces licensing requirements. The general email is rca@seattle.gov. The main phone is 206-684-8484, or call RCA staff for assistance (Anna Pedroso at 206-615-1611, Wendy Valadez at 206-684-8509, or Brenda Strickland at 206 684-8404).

The licensing website is http://www.seattle.gov/rca/taxes/taxmain.htm. 

Before the contract is signed, provide the City of Seattle with a Washington state unified business identifier (UBI) and a contractor license if required. If Washington state has exempted the business from state licensing (for example, some foreign companies are exempt and, in some cases, the state waives licensing because the company does not have a physical or economic presence in the state), then submit proof of that exemption to the City. All costs for any licenses, permits, and associated tax payments due to the state as a result of licensing shall be borne by the vendor and not charged separately to the City. Instructions and applications are at http://bls.dor.wa.gov/file.aspx. 

[bookmark: _Toc278549874]Independent Contractor and City Space Requirements

The vendor is working as an independent contractor. Although the City provides responsible contract and project management, such as managing deliverables, schedules, tasks, and contract compliance, this is distinguished from a traditional employer-employee relationship. This contract prohibits vendor workers from supervising City employees, and prohibits vendor workers from supervision by a City employee. Prohibited supervision tasks include conducting a City of Seattle employee performance evaluation, preparing or approving a City of Seattle timesheet, administering employee discipline, and similar supervisory actions.

Contract workers shall not be given City office space unless expressly provided for below, and in no case shall such space be made available for more than 36 months without specific authorization from the City Project Manager. 

The City expects that at least some portion of the project will require the vendor workers to be on-site at City offices. This benefits the City to assure access, communication, efficiency, and coordination. Any vendor worker who is on-site remains, however, a vendor worker and not a City employee. The vendor shall ensure no vendor worker is on-site at a City office for more than 36 months without specific written authorization from the City Project Manager. The vendor shall notify the City Project Manager if any worker is within 90 days of a 36 month on-site placement in a City office. 

The City will not charge rent. The vendor is not asked to itemize this cost. Instead, the vendor should absorb and incorporate the expectation of such office space within the vendor plan for the work and costs as appropriate. City workspace is exclusively for the project and not for any other vendor purpose. The City Project Manager will decide if a City computer, software, or telephone is needed, and the worker can use basic office equipment such as copy machines. If the vendor worker does not occupy City workspace as expected, this does not change the contract costs.

[bookmark: _Toc278549875]Background Checks

The City has strict policies regarding the use of background checks, criminal checks, and immigrant status for contract workers. The policies are incorporated into the contract and available for viewing on-line at http://www.seattle.gov/business/WithSeattle.htm. 

[bookmark: _Toc278549876]Obtaining High-Security RFP Specification Materials

The City may choose to provide additional RFP materials to interested proposers at various stages in the evaluation process. These materials are secured documents. Those interested in receiving these materials will provide a non-disclosure statement to the City RFP Coordinator before the secured materials will be released. Proposer and all sub-contractors shall email a signed copy of the non-disclosure agreement to the City RFP Coordinator and mail the original, signed hard copy of the non-disclosure agreement to the City RFP Coordinator. 

The non-disclosure agreement can be found in Appendix C.

[bookmark: _Toc278549877]Instructions to Proposers

[bookmark: _Toc278549878]Proposal Procedures and Process

This chapter details City procedures for directing the RFP process. The City reserves the right in its sole discretion to reject the proposal of any proposer that fails to comply with any procedure in this chapter.

[bookmark: _Toc521141112][bookmark: _Ref524406138][bookmark: _Toc524484955][bookmark: _Toc524754142][bookmark: _Toc526492387][bookmark: _Toc528557442][bookmark: _Toc529153502][bookmark: _Toc30899402][bookmark: _Toc278549879]Communications with the City

All vendor communication concerning this acquisition shall be directed to the City RFP Coordinator. The City RFP Coordinator is:

Jason Edens

206-733-9583

Jason.edens@seattle.gov



Unless authorized by the City RFP Coordinator, no other City official or City employee or consultant is empowered to speak for the City with respect to this acquisition. Any proposer seeking to obtain information, clarification, or interpretations from any other City official or City employee or consultant other than the City RFP Coordinator is advised that such material is used at the proposer’s own risk. The City will not be bound by any such information, clarification, or interpretation. 

Following the proposal submission deadline, proposers shall not contact the City RFP Coordinator or any other City employee except to respond to a request by the City RFP Coordinator.

[bookmark: _Toc521141113][bookmark: _Toc524484956][bookmark: _Toc524754143][bookmark: _Ref525440530][bookmark: _Ref525440556][bookmark: _Toc526492388][bookmark: _Toc528557443][bookmark: _Toc529153503][bookmark: _Toc30899403]Contact by a vendor regarding this acquisition with a City employee other than the City RFP Coordinator or an individual specifically approved by the RFP Coordinator in writing may be grounds for rejection of the vendor’s proposal.

[bookmark: _Toc278549880]Pre-Proposal Conference 

The City shall conduct an optional pre-proposal conference on the time and date provided in page one at the City Purchasing and Contracting Services office, 700 5th Avenue, Suite 4112, Seattle. Though the City will attempt to answer all questions raised during the pre-proposal conference, the City encourages vendors to submit questions vendors would like addressed at the pre-proposal conference to the City RFP Coordinator, preferably no later than three (3) days in advance of the pre-proposal conference. This will allow the City to research and prepare helpful answers and better enable the City to have appropriate City representatives in attendance.

Those unable to attend in person may participate via Webex. The City RFP Coordinator will set up a conference bridge for vendors interested in participating via conference call. Contact the City RFP Coordinator at least two days in advance of the conference, to request access by phone. 

Proposers are not required to attend in order to be eligible to submit a proposal. The purpose of the meeting is to answer questions potential proposers may have regarding the solicitation document and to discuss and clarify any issues. This is an opportunity for proposers to raise concerns regarding specifications, terms, conditions, and any requirements of this solicitation. Failure to raise concerns over any issues at this opportunity will be a consideration in any protest filed regarding such items that were known as of this pre-proposal conference.

[bookmark: _Toc521141117][bookmark: _Toc524484959][bookmark: _Toc524754146][bookmark: _Toc526492391][bookmark: _Toc528557446][bookmark: _Toc529153506][bookmark: _Toc30899404][bookmark: _Toc278549881]Questions

Questions are to be submitted to the City RFP Coordinator no later than the date and time on page 1, in order to allow sufficient time for the City RFP Coordinator to consider the question before the proposals are due. The City prefers such questions to be directed to the City RFP Coordinator’s email address. Failure to request clarification of any inadequacy, omission, or conflict will not relieve the vendor of any responsibilities under this solicitation or any subsequent contract. It is the responsibility of the interested vendor to assure that they received responses to questions if any are issued.

[bookmark: _Toc521141118][bookmark: _Toc524484960][bookmark: _Toc524754147][bookmark: _Toc526492392][bookmark: _Toc528557447][bookmark: _Toc529153507][bookmark: _Toc30899405][bookmark: _Toc278549882]Changes to the RFP and Addenda

A change may be made by the City if, in the sole judgment of the City, the change will not compromise the City’s objectives in this acquisition. A change to this RFP will be made by formal written addendum issued by the City’s RFP Coordinator. Addenda issued by the City shall become part of this RFP and included as part of the contract. It is the responsibility of the interested vendor to assure that they have received addenda if any are issued.

[bookmark: _Toc524484961][bookmark: _Toc524754148][bookmark: _Ref525440624][bookmark: _Ref525440637][bookmark: _Toc526492393][bookmark: _Toc528557448][bookmark: _Toc529153508][bookmark: _Toc30899406][bookmark: _Toc278549883] Bid Blog

The City Purchasing and Contracting Services website offers a place to register for a blog related to the solicitation. The blog will provide automatic announcements and updates when new materials, addenda, and information are posted. The blog can be found at: http://www.seattle.gov/purchasing/default.htm

[bookmark: _Toc278549884]Receiving Addenda and Question and Answers 

The City will make efforts to provide courtesy notices, reminders, addendums, and similar announcements directly to interested vendors. The City makes this available on the City website and offers an associated bid blog: http://www.seattle.gov/purchasing

Notwithstanding efforts by the City to provide such notice to known vendors, it remains the obligation and responsibility of the vendor to learn of any addendums, responses, or notices issued by the City. Such efforts by the City to provide notice or to make it available on the website do not relieve the vendor from the sole obligation for learning of such material. 

Note that some third-party services decide to independently post City of Seattle bids on their websites as well. The City does not, however, guarantee that such services have accurately provided bidders with all the information published by the City, particularly addendums or changes to bid date or time.

All proposals sent to the City shall be considered compliant with all addendums, with or without specific confirmation from the proposer that the addendum was received and incorporated. However, the City RFP Coordinator can reject the proposal if it does not reasonably appear to have incorporated the addendum. The City RFP Coordinator could decide that the proposer did incorporate the addendum information, or could determine that the proposer failed to incorporate the addendum changes and that the changes were material so that the City RFP Coordinator will reject the proposal, or the City RFP Coordinator may determine that the proposer failed to incorporate the addendum changes but that the changes were not material and therefore the proposal may continue to be accepted by the City RFP Coordinator.

[bookmark: _Toc278549885]Proposal Submission Instructions

Proposals must be received in hard-copy form no later than the date and time specified on the solicitation schedule or as otherwise amended. 

Fax, email, and CD copies are not an alternative to the hard copy. If a CD, fax, or email version is delivered to the City, the hard copy will be the only official version accepted by the City.

[bookmark: _Toc278549886]Proposal Delivery Instructions

The proposal may be hand-delivered or must otherwise be received by the City RFP Coordinator at the address provided below, by the submission deadline. Please note that delivery errors will result without careful attention to the proper address. 

		Physical Address (courier)

		Mailing Address (For U.S. Postal Service mail)



		City Purchasing and Contracting Services Div.

Seattle Municipal Tower

700 Fifth Ave Ste 4112

Seattle, WA 98104-5042

Attention: Jason Edens

Re: RFP# 3381: PENSION ADMINISTRATION SYSTEM FOR SEATTLE CITY EMPLOYEES’ RETIREMENT SYSTEM (SCERS)

		City Purchasing and Contracting Services Div.

Seattle Municipal Tower

P.O. Box 94687

Seattle, WA 98124-4687

Attention: Jason Edens

Re: RFP# 3381: PENSION ADMINISTRATION SYSTEM FOR SEATTLE CITY EMPLOYEES’ RETIREMENT SYSTEM (SCERS)





Table 5: Proposal Delivery Address

Hard-copy responses should be in a sealed box or envelope clearly marked and addressed with the City RFP Coordinator’s name, the RFP title, and the RFP number. Submissions and their packaging (boxes or envelopes) should be clearly marked with the name and address of the proposer.

If packages are not clearly marked, the proposer bears all risks of the package being misplaced and not properly delivered. 

The proposer has full responsibility to ensure the response arrives at City Purchasing and Contracting Services within the deadline. A submission after the time fixed for receipt will not be accepted unless the lateness is waived by the City as immaterial based upon a specific fact-based review. Responses arriving after the deadline may be returned unopened to the vendor, or the City may accept the package and make a determination as to lateness. 

[bookmark: _Toc278549887]No Reading of Prices

The City of Seattle does not conduct a bid opening for RFP responses. The City requests that companies refrain from requesting proposal information concerning other respondents until an intention to award is announced, as a measure to best protect the solicitation process, particularly in the event of a cancellation or resolicitation. With this preference stated, the City shall continue to properly fulfill all public disclosure requests for such information, as required by state law.

[bookmark: _Toc278549888]Offer and Proposal Form

Proposer shall provide the response in the format required herein and on any forms provided by the City herein. Provide unit prices if appropriate and requested by the City, and attach pages if needed. In the case of difference between the unit pricing and the extended price, the City shall use the unit pricing. The City may correct the extended price accordingly. Proposer shall quote prices with freight prepaid and allowed. Proposer shall quote prices FOB destination. All prices shall be in US dollars. 

[bookmark: _Toc278549889]Best and Final Offer (BAFO)

The City reserves the right to make an award without further discussion of the responses submitted; i.e., there may be no best and final offer procedure associated with selecting the apparent successful vendor. Therefore, the vendor’s response should be submitted on the most favorable terms that the vendor can offer.

Prior to BAFO, if applicable, the highest placed proposer’s will be offered the opportunity to attend a discovery day to gather information regarding SCERS operations and technical environment so that the vendor can refine their initial proposal for the BAFO round.

[bookmark: _Toc278549890]Contract Terms and Conditions 

A contract is being adapted for the SCERS PAS project. When the contract is finalized by the City, it will be posted and available for review and comment to all interested parties. 

Proposers are responsible to review all specifications, requirements, terms and conditions, insurance requirements, and other requirements herein. To be responsive, vendors must be prepared to enter into a contract substantially the same as the attached contract. The vendor’s failure to execute a contract substantially the same as the attached contract may result in disqualification for future solicitations for this same or similar products or services. Insurance requirement exceptions must be submitted prior to the deadline for questions.

Submittal of a proposal is agreement to this condition. Vendors are to price and submit proposals to reflect all the specifications and requirements in this RFP and terms and conditions substantially the same as those included in this RFP.

Any specific areas of dispute with the attached contract must be identified in vendor’s response and may, at the sole discretion of the City, be grounds for disqualification from further consideration in award of a contract.

Under no circumstances shall a vendor submit its own standard contract terms and conditions as a response to this solicitation. Instead, vendor must review and identify the language in the City’s attached contract that vendor finds problematic, state the issue, and propose the language or contract modifications the vendor is requesting. The vendor should keep in mind when requesting such modifications that the City is not obligated to accept the requested areas of dispute.

The City may, for informational purposes, request the vendor submit its licensing and maintenance agreement with vendor’s response. However, this should not be construed as the City’s willingness to sign a licensing or maintenance agreement supplied by the vendor. If the vendor requires the City to consider otherwise, the vendor is also to supply this as a requested exception to the contract and it will be considered in the same manner as other exceptions. 

The City may consider and may choose to accept some, none, or all contract modifications that the vendor has submitted with the vendor’s proposal. 

Nothing herein prohibits the City, at its sole option, from introducing or modifying contract terms and conditions and negotiating with the highest ranked apparent successful vendor to align the proposal to City needs, within the objectives of the RFP. The City has significant and critical time frames for this initiative; therefore, should such negotiations with the highest ranked, apparent successful vendor fail to reach agreement in a timely manner as deemed by the City, the City, at its sole discretion, retains the option to terminate negotiations and continue to the next-highest ranked proposal.

[bookmark: _Toc278549891]Prohibition on Advance Payments

No request for early payment, down payment, or partial payment will be honored except for products or services already received. Maintenance subscriptions may be paid in advance provided that should the City terminate early, the amount paid shall be reimbursed to the City on a prorated basis; all other expenses are payable net 30 days after receipt and acceptance of satisfactory compliance.

[bookmark: _Toc278549892]Partial and Multiple Awards

Unless stated to the contrary in the statement of work, the City reserves the right to name partial or multiple awards, in the best interest of the City. Proposers are to prepare proposals given the City’s right to partial or multiple awards. Further, the City may eliminate an individual line item when calculating an award, in order to best meet the needs of the City, if a particular line item is not routinely available or is a cost that exceeds the City funds. 	

[bookmark: _Toc278549893]Prime Contractor

The City intends to award to the highest ranked vendor that will assume financial and legal responsibility for the contract. Proposals that include multiple vendors must clearly identify one vendor as the prime contractor and all others as subcontractors. 

[bookmark: _Toc278549894][bookmark: _Toc524484966][bookmark: _Toc524754153][bookmark: _Toc526492398][bookmark: _Toc528557453][bookmark: _Toc529153513][bookmark: _Toc30899411]Seattle Business Tax Revenue Consideration

SMC 20.60.106 (H) authorizes that in determining the lowest and best bid, the City shall consider the tax revenues derived by the City from its business and occupation, utility, sales and use taxes from the proposed purchase. The City of Seattle’s business and occupation tax rate varies according to business classification. Typically, the rate for services such as consulting and professional services is .00415 percent and for retail or wholesale sales and associated services, the rate is .00215 percent. Only vendors that have a City of Seattle business license and have an annual gross taxable Seattle income of $100,000 or greater are required to pay business and occupation tax. The City will apply SMC 20.60.106(H) and calculate as necessary to determine the lowest bid price proposal.

[bookmark: _Toc278549895][bookmark: _GoBack]Taxes

The City is exempt from federal excise tax (Certificate of Registry #9173 0099K exempts the City). Washington state and local sales tax will be an added line item although not considered in cost evaluations.

[bookmark: _Toc278549896]Inter-local Purchasing Agreements

This is for information and consent only, and shall not be used for evaluation. The City has entered into interlocal purchasing agreements with other governmental agencies, pursuant to RCW 39.34. The seller agrees to sell additional items at the offer prices, terms, and conditions to other eligible governmental agencies that have such agreements with the City. The City of Seattle accepts no responsibility for the payment of the purchase price by other governmental agencies. Should the proposer require additional pricing for such purchases, the proposer is to name such additional pricing upon offer to the City.

[bookmark: _Toc278549897]Equal Benefits

Seattle Municipal Code Chapter 20.45 (SMC 20.45) requires consideration of whether bidders provide health and benefits that are the same or equivalent to the domestic partners of employees as to spouses of employees and to their dependents and family members. The bid package includes a Vendor Questionnaire which is the mandatory form for designating the status of such benefits. If the vendor does not comply with equal benefits and does not intend to do so, supply that information on the Vendor Questionnaire. Instructions are provided at the back of the questionnaire.

[bookmark: _Toc278549898]Affirmative Efforts for Women and Minority Subcontracting

The City intends to provide the maximum practicable opportunity for successful participation of minority- and women-owned firms, given that such businesses are underrepresented. The City requires all proposers to agree to SMC Chapter 20.42 and will require bids with meaningful subcontracting opportunities to also supply a plan for including minority- and women-owned firms. 

[bookmark: _Toc278549899]Insurance Requirements

[bookmark: _Toc524484967][bookmark: _Toc524754154][bookmark: _Toc526492399][bookmark: _Toc528557454][bookmark: _Toc529153514][bookmark: _Toc30899412]Insurance requirements presented in the contract shall prevail. If formal proof of insurance is required to be submitted to the City before execution of the contract, the City will remind the apparent successful vendor in the Intent to Award letter. The apparent successful vendor must promptly provide such proof of insurance to the City in reply to the Intent to Award letter. Contracts will not be executed until all required proof of insurance has been received and approved by the City. 

Any exceptions that proposers may have to insurance requirements must be submitted prior to the deadline for questions. Insurance requirments will not be considered for negotiations.

Vendors are encouraged to immediately contact their broker to begin preparation of the required insurance documents, in the event that the vendor is selected as a finalist. Proposers may elect to provide the requested insurance documents within their proposal.

[bookmark: _Toc278549900][bookmark: _Toc524484968][bookmark: _Toc524754155][bookmark: _Toc526492400][bookmark: _Toc528557455][bookmark: _Toc529153515][bookmark: _Toc30899413]Effective Dates of Offer

Proposer submission must remain valid until the City completes the award. Should any proposer object to this condition, the proposer must provide objection through a question or complaint to the City RFP Coordinator prior to the proposal due date.

[bookmark: _Toc521141126][bookmark: _Toc524484973][bookmark: _Toc524754160][bookmark: _Toc526492402][bookmark: _Toc528557457][bookmark: _Toc529153517][bookmark: _Toc30899415][bookmark: _Toc278549901]Proprietary Materials

[bookmark: _Toc521141127][bookmark: _Toc524484974][bookmark: _Toc524754161][bookmark: _Toc526492403][bookmark: _Toc528557458][bookmark: _Toc529153518][bookmark: _Toc30899416][bookmark: _Toc278549902]The State of Washington’s Public Records Act (Release/Disclosure of Public Records) Under Washington State Law (reference RCW Chapter 42.56, the Public Records Act) all materials received or created by the City of Seattle are considered public records.  These records include but are not limited to bid or proposal submittals, agreement documents, contract work product, or other bid material.  



The State of Washington’s Public Records Act requires that public records must be promptly disclosed by the City upon request unless that RCW or another Washington State statute specifically exempts records from disclosure.  Exemptions are narrow and explicit and are listed in Washington State Law (Reference RCW 42.56 and RCW 19.108).  

Bidders/proposers must be familiar with the Washington State Public Records Act and the limits of record disclosure exemptions.  For more information, visit the Washington State Legislature’s website at http://www1.leg.wa.gov/LawsAndAgencyRules). 

If you have any questions about disclosure of the records you submit with your bid, please contact City Purchasing at (206) 684-0444. 



Marking Your Records Exempt from Disclosure 

As mentioned above, all City of Seattle offices (“the City”) are required to promptly make public records available upon request.  However, under Washington State Law some records or portions of records are considered legally exempt from disclosure and can be withheld.  A list and description of records identified as exempt by the Public Records Act can be found in RCW 42.56 and RCW 19.108.

If you believe any of the records you are submitting to the City as part of your bid/proposal or contract work products, are exempt from disclosure you can request that they not be released before you receive notification.  To do so you must complete the City Non-Disclosure Request Form (“the Form”) provided by City Purchasing (see attached) and very clearly and specifically identify each record and the exemption(s) that may apply.  (If you are awarded a City contract, the same exemption designation will carry forward to the contract records.)

The City will not withhold materials from disclosure simply because you mark them with a document header or footer, page stamp, or a generic statement that a document is non-disclosable, exempt, confidential, proprietary, or protected.  Do not identify an entire page as exempt unless each sentence is within the exemption scope; instead, identify paragraphs or sentences that meet the specific exemption criteria you cite on the Form.  Only the specific records or portions of records properly listed on the Form will be protected and withheld for notice.  All other records will be considered fully disclosable upon request. 



If the City receives a public disclosure request for any records you have properly and specifically listed on the Form, the City will notify you in writing of the request and will postpone disclosure.  While it is not a legal obligation, the City, as a courtesy, will allow you up to ten business days to file a court injunction to prevent the City from releasing the records (reference RCW 42.56.540).  If you fail to obtain a Court order within the ten days, the City may release the documents. 

The City will not assert an exemption from disclosure on your behalf.  If you believe a record(s) is exempt from disclosure you are obligated to clearly identify it as such on the Form and submit it with your solicitation.  Should a public record request be submitted to City Purchasing for that record(s), you can then seek an injunction under RCW 42.56 to prevent release.  By submitting a bid document, the bidder acknowledges this obligation; the proposer also acknowledges that the City will have no obligation or liability to the proposer if the records are disclosed.



Requesting Disclosure of Public Records

The City asks bidders and their companies to refrain from requesting public disclosure of bids until an intention to award is announced.  This measure is intended to protect the integrity of the solicitation process particularly during the evaluation and selection process or in the event of a cancellation or re-solicitation.  With this preference stated, the City will continue to be responsive to all requests for disclosure of public records as required by State Law.  If you do wish to make a request for records, please address your request in writing to:  Zuzka Lehocka-Howell at Zuzka.Lehocka-Howell@seattle.gov. 

 Cost of Preparing Proposals

The City will not be liable for any costs incurred by the proposer in the preparation and presentation of proposals submitted in response to this RFP including, but not limited to, costs incurred in connection with the proposer’s participation in demonstrations and the pre-proposal conference.

[bookmark: _Toc521141125][bookmark: _Toc524484972][bookmark: _Toc524754159][bookmark: _Toc85261716][bookmark: _Toc278549903][bookmark: _Toc521141129][bookmark: _Toc524484976][bookmark: _Toc524754163][bookmark: _Toc526492405][bookmark: _Toc528557460][bookmark: _Toc529153520][bookmark: _Toc30899418]Readability

Proposers are advised that the City’s ability to evaluate proposals is dependent in part on the proposer’s ability and willingness to submit proposals which are well ordered, detailed, comprehensive, and readable. Clarity of language and adequate, accessible documentation is essential.

[bookmark: _Toc278549904]Proposer Responsibility

It is the proposer’s responsibility to examine all specifications and conditions thoroughly and comply fully with specifications and all attached terms and conditions. Proposers must comply with all federal, state, and City laws, ordinances, and rules, and meet any and all registration requirements where required for vendors as set forth in the Revised Code of Washington (RCW). 

[bookmark: _Toc278549905]Changes in Proposals

Prior to the proposal submission closing date and time established for this RFP, a proposer may make changes to its proposal provided the change is initialed and dated by the proposer. No change to a proposal shall be made after the proposal closing date and time. 

[bookmark: _Toc278549906]Proposer Responsibility to Provide Full Response

It is the proposer’s responsibility to provide a full and complete written response which does not require interpretation or clarification by the City RFP Coordinator. The proposer is to provide all requested materials, forms, and information. The proposer is responsible to ensure the materials submitted will properly and accurately reflects the proposer specifications and offering. During scoring and evaluation (prior to any interviews), the City will rely upon the submitted materials and shall not accept materials from the proposer after the RFP deadline; however this does not limit the right of the City to consider additional information (such as references that are not provided by the proposer but are known to the City, or past experience by the City in assessing responsibility), or to seek clarifications as needed by the City. 

[bookmark: _Toc278549907]Errors in Proposals

Proposers are responsible for errors and omissions in their proposals. No such error or omission shall diminish the proposer’s obligations to the City.

[bookmark: _Toc278549908]Withdrawal of Proposal

A submission may be withdrawn by written request of the proposer prior to the quotation closing date and time. After the closing date and time, the submission may be withdrawn only with permission of the City.

[bookmark: _Toc521141131][bookmark: _Toc524484978][bookmark: _Toc524754165][bookmark: _Toc526492407][bookmark: _Toc528557462][bookmark: _Toc529153522][bookmark: _Toc30899420][bookmark: _Toc278549909]Rejection of Proposals, Right to Cancel

The City reserves the right to reject any or all proposals at any time with no penalty. The City also has the right to waive immaterial defects and minor irregularities in any proposal.

[bookmark: _Toc521141132][bookmark: _Toc524484979][bookmark: _Toc524754166][bookmark: _Toc526492408][bookmark: _Toc528557463][bookmark: _Toc529153523][bookmark: _Toc30899421][bookmark: _Toc278549910]Incorporation of RFP and Proposal in Contract

This RFP and the proposer’s response, including all promises, warranties, commitments, and representations made in the successful proposal, shall be binding and incorporated by reference in the City’s contract with the proposer.

[bookmark: _Toc278549911]Non-Endorsement and Publicity

In selecting a vendor to supply to the City, the City is not endorsing the vendor’s products and services or suggesting that they are the best or only solution to the City’s needs. The vendor agrees to make no references to the City or the department making the purchase in any literature, promotional materials, brochures, news releases, sales presentation, or the like, regardless of method of distribution, without prior review and express written consent of the City RFP Coordinator.

The City may use vendor’s name and logo in promotion of the contract and other publicity matters relating to the contract, without royalty. Any such use of vendor’s logo shall inure to the benefit of vendor. 

[bookmark: _Toc521141134][bookmark: _Toc524484981][bookmark: _Toc524754168][bookmark: _Toc526492410][bookmark: _Toc528557465][bookmark: _Toc529153525][bookmark: _Toc30899423][bookmark: _Toc278549912]Proposal Disposition

All material submitted in response to this RFP shall become the property of the City upon delivery to the City RFP Coordinator.

[bookmark: _Toc278549913]Ethics Code

Please be familiar with the City’s new ethics code: http://www.seattle.gov/ethics/etpub/et_home.htm. A pamphlet on the ethics code for vendors, customers and clients has been provided in Appendix C. Specific question should be addressed to the staff of the Seattle Ethics and Elections Commission at 206-684-8500. 

No gifts and gratuities. Vendors shall not directly or indirectly offer anything of value (such as retainers, loans, entertainment, favors, gifts, tickets, trips, favors, bonuses, donations, special discounts, work, or meals) to any City employee, volunteer, or official, if it is intended or may appear to a reasonable person to be intended to obtain or give special consideration to the vendor. An example is giving tickets to a City employee who was on the evaluation team of a bid a proposer plans to submit. The definition of what a “benefit” would be is very broad and could include not only awarding a contract but also the administration of the contract or the evaluation of contract performance. The rule works both ways, as it also prohibits City employees from soliciting items of value from vendors. Promotional items worth less than $25 may be distributed by the vendor to City employees if the vendor uses the items as routine and standard promotions for the business.

Involvement of current and former City employees. If a vendor has any current or former City employees, officials, or volunteers working or assisting on solicitation of City business or on completion of an awarded contract, the vendor must provide written notice to City Purchasing and Contracting Services of the current or former City official, employee, or volunteer’s name. This information should be provided in the Vendor Questionnaire. If awarded the contract, the vendor must continue to update this information to City Purchasing and Contracting Services during the full course of the contract. The vendor is to be aware and familiar with the ethics code and educate vendor workers accordingly.

Contract workers with more than 1,000 hours. The ethics code has been amended to apply to vendor workers that perform more than 1,000 cumulative hours on any City contract during any twelve-month period. Any such vendor employee covered by the ethics code must abide by the City ethics code. The vendor is to be aware and familiar with the ethics code and educate vendor workers accordingly.

No conflict of interest. The vendor (including officer, director, trustee, partner, or employee) must not have a business interest or a close family or domestic relationship with any City official, officer, or employee who was, is, or will be involved in selection, negotiation, drafting, signing, administration, or evaluation of a vendor contract or performance. The City shall make sole determination as to compliance.

[bookmark: _Toc278549914]Registration into City On-line Business Directory

If the vendor has not previously completed a one-time registration into the City on-line business directory, the City requests that the vendor register at: http://www.seattle.gov/html/business/contracting.htm. The City on-line business directory is used by City staff to locate contract(s) and identify companies for bid lists on future purchases. Bids are not rejected for failure to register; however, if the vendor is awarded a contract and has not registered, the vendor will be required to register. Women- and minority-owned firms are asked to self-identify. For assistance, please call 206-684-0444. 

[bookmark: scheduleofevents][bookmark: _Toc524484969][bookmark: _Toc524754156][bookmark: _Toc526492401][bookmark: _Toc528557456][bookmark: _Toc529153516][bookmark: _Toc30899414][bookmark: _Toc278549915][bookmark: _Toc521141123][bookmark: _Toc524484970][bookmark: _Toc524754157]Proposal Format and Organization 

[bookmark: _Toc278549916]General Instructions

Number all pages sequentially. The format should closely follow the information requested in this RFP.

The City requires one (1) original and five (5) hard copies and one (1) copy on a USB device of the proposal.

All pricing is to be in US dollars.

The City may have designated page limits for certain sections of the response. Any pages that exceed the page limit will be excised from the document for purposes of evaluation.

Please print the submission double-sided.

[bookmark: _Toc278549917]Preferred Paper and Binding

The City requests a particular submission format to reduce paper, encourage our recycled product expectations, and reduce package bulk. Bulk from binders and large packages are unwanted. Vinyl plastic products are unwanted. The City also has an environmentally-preferable purchasing commitment, and seeks a package format to support the green expectations and initiatives of the City. 

City seeks and prefers submissions on 100 percent post-consumer fiber (PCF) paper, consistent with City policy and City environmental practices. Such paper is available from Keeney’s Office Supply at 425-285-0541 or Complete Office Solutions at 206-650-9195. 

Please do not use any plastic or vinyl binders or folders. The City prefers simple, stapled paper copies. If a binder or folder is essential due to the size of the submission, it is to be fully 100 percent recycled stock. Such binders are also available from Keeney’s Office Supply or Complete Office Solutions. 

[bookmark: _Toc278549918]Proposal Format

Submit the proposal and attachments in the following format:

Cover letter. Optional.

Legal Name Verification: Submit a certificate, copy of a web page, or other documentation from the Secretary of State in the state in which the business was incorporated that shows the legal name of the company. Many companies use a “doing business as” name or a brand name in their daily business. However, the City requires the legal name of the company as it is legally registered. When preparing all forms below, be sure to use the proper company legal name. The company’s legal name can be verified through the State Corporation Commission in the state in which the company was established, which is often located within the Secretary of State’s Office for each state. http://www.coordinatedlegal.com/SecretaryOfState.html

Vendor Questionnaire: This response is mandatory. The Vendor Questionnaire is provided in Appendix A1 and includes the equal benefits compliance declaration and the City non-disclosure request that will allows the vendor to identify any items that it intends to mark as confidential.

Minimum Qualifications: This response is mandatory. The Minimum Qualification Template is provided in Appendix A2. The determination that the proposal has achieved all the minimum qualifications may be made from this page alone; the City RFP Coordinator is not obligated to check references or search other materials to make this decision. 

[bookmark: _MON_1405934296][bookmark: _MON_1393667475][bookmark: _MON_1405944261][bookmark: _MON_1393650386][bookmark: _MON_1393668519][bookmark: _MON_1404106635][bookmark: _MON_1404627486][bookmark: _MON_1404628604][bookmark: _MON_1404628699][bookmark: _MON_1393156791][bookmark: _MON_1393648875][bookmark: _MON_1393648899][bookmark: _MON_1405926510][bookmark: _MON_1393650030]Mandatory Requirements: This response is mandatory. The Mandatory Requirements Form is in Appendix A3. The determination that the proposal has achieved the mandatory requirements may be made from this document alone and therefore the City RFP Coordinator is not obligated to check other materials to make this decision. 

Maintenance and Support Questionnaire: This response is mandatory. The Maintenance and Support Questionnaire is found in Appendix A4.

Pricing Response: This response is mandatory. The Pricing Response proposal is in Appendix A5.

Management Response: This response is mandatory. The Management Response Form is in Appendix A6. 

Functional and ECM Requirements and ECM Response: This response is mandatory, and the requirements and response forms are provided in Appendix B1.

Technical and Hosting Requirements and Questionnaire: This response is mandatory, and the requirements and response forms are provided in Appendix B2.

Data Conversion Requirements and Questionnaire: This response is mandatory, and the requirements and response forms are provided in Appendix B3.

Acceptance and Exceptions to City Contract: Provide a one-page statement that confirms acceptance of the City contract (including terms and conditions) and represents complete review as needed by the vendor. If the vendor has a legal office that must review contract prior to signature, the vendor must clearly confirm that such review is complete.

If a vendor desires exceptions to the City contract, attach the City contract that shows the alternative contract language (print out a version with suggested new language clearly displayed in track changes). The vendor must provide the alternative language and not simply list an exception for discussion. The vendor may attach a narrative of why each change is to the benefit of the City and any discuss any financial impact. Also attach any licensing or maintenance agreement supplements. 

The City will review the proposed language and will thereupon either accept or reject the language. The City will then issue a contract for signature reflecting City decisions. Any exceptions or licensing and maintenance agreements that are unacceptable to the City may be grounds for rejection of the proposal. 

[bookmark: _Toc278549919]Submission Checklist

Each complete proposal must contain the following:

TABLE 6 – Submission Checklist 

		Document Title

		Required?



		Cover letter

		Optional



		Legal Name

		Optional 



		Vendor Questionnaire

		Mandatory



		Minimum Qualifications 

		Mandatory



		Mandatory Requirements 

		Mandatory



		Maintenance and Support Response

		Mandatory



		Pricing Response

		Mandatory



		Management Response

		Mandatory



		Functional and ECM Requirements and ECM Response

		Mandatory



		Technical and Hosting Requirements and Questionnaire

		Mandatory



		Data Conversion Requirements and Questionnaire

		Mandatory



		Acceptance and Exceptions to City Contract

		Mandatory





[bookmark: _Toc327166111][bookmark: _Toc327171010][bookmark: _Toc327933397][bookmark: _Toc330967667][bookmark: _Toc331470955][bookmark: _Toc331486875][bookmark: _Toc331488290][bookmark: _Toc331898932][bookmark: _Toc331899111][bookmark: _Toc331900259][bookmark: _Toc331932386][bookmark: _Toc332179011][bookmark: _Toc332441008][bookmark: _Toc332677932][bookmark: _Toc332684250][bookmark: _Toc332776348][bookmark: _Toc333207794][bookmark: _Toc520001245]Table 6: Submission Checklist

[bookmark: _Toc524485070][bookmark: _Toc524754256][bookmark: _Toc526492445][bookmark: _Toc528557501][bookmark: _Toc529153561][bookmark: _Toc30899498][bookmark: _Toc278549920]Evaluation Process 

The evaluation shall be conducted in a multi-tiered approach. Proposals must pass through each step to proceed forward to the next step. Those found to be outside the competitive range in the opinion of the evaluation team will not continue forward to the next evaluation round. 

Round 1: Minimum Qualifications and Responsiveness. City Purchasing and Contracting Services shall first review submissions for initial decisions on responsiveness and responsibility. Those found responsive and responsible based on this initial review shall proceed to Round 2. The Vendor Questionnaire, equal benefits, and minimum qualifications will also be screened in this round to determine proposer responsiveness. This round is scored pass/fail.

Round 2: Mandatory Technical Requirements. The City will then review submissions for initial decisions on responsiveness to the mandatory technical requirements. Those found responsive based on this initial review shall proceed to the next round. This round is scored pass/fail.

Round 3: Competitive Screen. The City maintains the option to review all proposals that have been brought forward after the previous rounds. The evaluation team will score proposals based upon a limited set of criteria to determine which proposals are within at least a competitive range and merit proceeding forward to full scoring. Those that are not at least within a competitive range for any single element (pricing response, functional response, technical response, or management response) or that have significant gaps may be eliminated. This round is scored pass/fail.

Round 4: Management, Requirements, and Pricing Plan Scoring. The City will evaluate proposals that successfully pass through the previous rounds. The City will evaluate proposals using the criteria below. Responses will be evaluated and ranked. Those proposals that cluster within a competitive range, in the opinion of the evaluation team, shall continue. 

TABLE 7 – ROUND 4 SCORING

 

		Scoring Component

		Maximum Percentages

		RFP Response Forms



		Management Response

		40%

		· Management Response

· Data Conversion Requirements

· Data Conversion Questionnaire

· Vendor Questionnaire





		Functional Response

		35%

		· Functional & ECM Requirements 

· ECM Questionnaire





		Technical Response 

		15%

		· Technical & Hosting Requirements 

· Technical & Hosting Questionnaire

· Maintenance & Support Questionnaire





		Pricing Response

		10%

		· Pricing Response spreadsheet





		Grand Total

		100%

		





Table 7: Round 4 Scoring



Round 5: Site Visit and Reference Checks. At the City’s option, City staff may travel to the location of the highest ranked proposers for an on-site visit and to visit identified user site(s) to evaluate real-world use of one or more of the finalist vendors’ respective solution(s), performance, and customer service. The City may elect to visit all top ranked candidates for a site visit, or only those as needed to obtain additional understanding of the vendor proposal. Such site visits will be used as a reference, on a pass/fail basis. Transportation costs for City staff shall be at the City cost; the City will not reimburse the vendor for any vendor costs associated with such visits.

The City may contact users of the vendor’s product and services for references. References will be used on a pass/fail basis. A negative reference may result in rejection of the proposal as not responsive. Those vendors receiving a failed reference may be disqualified from consideration. The City may use any former client, whether or not they have been submitted by the vendor as references, and the City may choose to serve as a reference if the City has had former work or current work performed by the vendor. Although the City anticipates completing reference checks at this point in the process, the evaluation team may contact the client references of the vendors or other sources in addition to those specifically provided by the vendor at any time to assist the City in understanding the product.

Round 6: Demonstrations/Interviews. The City, at its sole option, may require that vendors who remain active and competitive provide a product demonstration and oral presentation in Seattle. Should only a single vendor remain active and eligible to provide a demonstration, the City shall retain the option to proceed with a demonstration or may waive this round. Vendors shall be provided a script and presentation outline then be scheduled for a full demonstration. Presentations may include an overview of the proposer’s project methodology, recommended project approach and plan, data conversion approach, introduction of the project team, and discussion of project risks. The City may also ask the vendor to respond to specific questions. More specific instructions will be provided when finalist proposers are announced. If the demonstrations/interviews score is not within the competitive range, the City may eliminate the vendor and discontinue scoring the vendor for purposes of award. Demonstrations and Interviews will be standalone and not an aggregate of any previous rounds.

The vendor will submit to the City a list of names and company affiliations who will be attending the discovery day and attending the demonstration. Vendors invited are to bring the assigned project manager(s) named by the vendor in the proposal and may bring other key personnel named in the proposal. The vendor shall not in any event bring an individual who does not work for the vendor or for the vendor as a subcontractor on this project without specific advance authorization by the City RFP Coordinator.

Round 7: Best and Final Offer (BAFO).The top finalist may be asked by the City to submit a best and final offer based on the information gathered during round five. The City will offer vendor finalists the opportunity to attend a discovery day to gather information regarding SCERS operations and technical environment so that the vendor can refine their initial proposal for the BAFO round.

Repeat of Evaluation Steps. If no vendor is selected at the conclusion of all the steps, the City may return to any step in the process to repeat the evaluation with those proposals that were active at that step in the process. In such event, the City shall then sequentially step through all remaining steps as if conducting a new evaluation process. The City reserves the right to terminate the process if it decides no proposals meet its needs.

Points of Clarification. Throughout the evaluation process, the City reserves the right to seek clarifications from any vendor. 

[bookmark: _Toc168210573][bookmark: _Toc168279201][bookmark: _Toc168281869][bookmark: _Toc168284425][bookmark: _Toc168365831]Award Criteria in the Event of a Tie. In the event that two or more vendors receive the same total score, the contract will be awarded to that vendor whose response indicates the ability to provide the best overall service and benefit to the City. 

[bookmark: _Toc278549921]Award and Contract Execution Instructions

The City RFP Coordinator intends to provide written notice of the intention to award in a timely manner and to all vendors responding to the RFP. Please note, however, that there are time limits on protests to bid results, and vendors have final responsibility to learn of results in sufficient time for such protests to be filed in a timely manner. 

Protests and Complaints. The City has rules to govern the rights and obligations of interested parties that desire to submit a complaint or protest to this RFP process. Please see the City website for these rules at http://www.seattle.gov/city-purchasing-and-contracting/solicitation-and-selection-protest-protocols. Interested parties have the obligation to be aware of and understand these rules, and to seek clarification as necessary from the City.

Instructions to the Apparent Successful Vendor. The apparent successful vendor will receive an Intention to Award letter from the City RFP Coordinator upon conclusion of the best and final offer round. The letter will include instructions to attend a meeting with the SCERS Board of Administration meeting on June 11, 2015 from 9 – 11 am PDT. The vendor will be expected to provide a brief presentation to the Adminstration Committee and make introductions. 

If the vendor requested exceptions to the sample contract, the City will review and select those the City is willing to accept. After the City reviews exceptions, the City may identify proposal elements that require further discussion in order to align the proposal and contract fully with City business needs before finalizing the agreement. If so, the City will initiate the discussion and the vendor is to be prepared to respond quickly in City discussions. The City may terminate negotiations, reject the proposer and may disqualify the proposer from future submissions for these same products and services, and continue to the next highest ranked proposal at the sole discretion of the City. The City will send a final agreement package to the vendor for signature.

Once the City has finalized and issued the contract for signature, the vendor must execute the contract and provide all requested documents within ten (10) business days. This includes attaining a Seattle business license, payment of associated taxes due, and providing proof of insurance. If the vendor fails to execute the contract with all documents within the ten (10) day time frame, the City may cancel the award and proceed to the next ranked vendor, or cancel or reissue this solicitation. 

Upon excecution of the contract, the vendor will have 30 days to conduct a detailed data assessment to provide the City with a final fixed price and firm schedule for the data conversion activities. During this time the vendor will have access to SCERS staff and data as needed. The vendor should estimate the price to perform this work as part of their cost proposal. The vendor will not be reimbursed for this activity unless a contract is awarded. 

Cancellation of an award for failure to execute the contract as attached may result in proposer disqualification for future solicitations for this same or similar product/service.

Checklist of Final Submissions Prior to Award. The vendor(s) should anticipate that the Intent to Award letter will require the items in the following list, at a minimum. Vendors are encouraged to prepare these documents as soon as possible to eliminate risks of late compliance.

Ensure Seattle business license is current and all taxes due have been paid.

Ensure the vendor has a current Washington state uniform business identifier (UBI).

Supply evidence of insurance to the City insurance broker if applicable.

Special licenses (if any).

Proof of certified reseller status (if applicable).

Contract bond (if applicable).

Supply a taxpayer or employer identification number (EIN) and IRS Form W-9.



Taxpayer Identification Number and IRS Form W-9. Unless the apparent successful vendor has already submitted a fully executed taxpayer or employer identification number (EIN) and IRS Form W-9 to the City, the apparent successful vendor must execute and submit this form prior to the contract execution date. An IRS Form W-9 is included Appendix C.

[bookmark: _Toc278549922]Additional Attachments

[bookmark: businesscase][bookmark: taxpayeridandw9formappendix]For convenience, the Insurance Requirements Transmittal has been provided in Appendix C. A sample contract will be added, via addenda, for proposer’s review and comment.

[bookmark: _Toc278549923]Contract and Terms and Conditions 



Contract Term: This contract shall extend until the City has completed acceptance in accordance with the mutually agreed upon statement of work. Continuous one-year extensions shall continue thereafter for licensing, maintenance, and support. Such extensions shall be automatic and shall go into effect without written confirmation unless the City provides advance notice of the intention not to renew. The vendor may also provide a notice not to extend, but must provide such notice at least 45 days prior to the otherwise automatic renewal date. 

Expansion Clause: Any resultant contract may be expanded as mutually agreed, if such expansion is approved by the City RFP Coordinator. The only person authorized to make such agreements is the City RFP Coordinator from City Purchasing and Contracting Services, City of Seattle. No other City employee is authorized to make such written notices. Expansions must be issued in writing from the City RFP Coordinator in a formal notice. The City RFP Coordinator will ensure the expansion meets the following criteria collectively: (a) it could not be separately bid, (b) the change is for a reasonable purpose, (c) the change was not reasonably known to either the City or vendors at time of bid or else was mentioned as a possibility in the bid (such as a change in environmental regulation or other law); (d) the change is not significant enough to be reasonably regarded as an independent body of work; (e) the change could not have attracted a different field of competition, and (f) the change does not vary the essential identity or main purpose of the contract. The City RFP Coordinator shall make this determination, and may make exceptions for immaterial changes, emergency, or sole source conditions, or for other situations as required in the opinion of the City RFP Coordinator. 

Note that certain changes are not considered an expansion of scope, including an increase in quantities ordered, the exercise of options and alternates in the bid, change in design and specifications that does not expand the work beyond the limits provided for above, or ordering of work originally identified within the originating solicitation. If such changes are approved, changes are conducted as a written order issued by the City RFP Coordinator in writing to the vendor.

Trial Period and Right to Award to Next Low vendor: A 180 day trial period (dating from the inception of the design phase, as defined in the project plan) shall apply to the contract awarded as a result of this solicitation. During the trial period, the vendor must perform in accordance with all terms and conditions of the contract. Failure to perform during this trial period may result in the immediate cancellation of the contract. In the event of dispute or discrepancy as to the acceptability of product or service, the City’s decision shall prevail. The City agrees to pay only for authorized orders received up to the date of termination. If the contract is terminated within the trial period, the City reserves the option to award the contract to the next low responsive vendor by mutual agreement with such vendor. Any new award will be for the remainder of the contract and will also be subject to this trial period. 

[bookmark: _MON_1464006732]






[bookmark: _Toc278549924]APPENDIX A



Vendors must complete all response forms embedded in this appendix, and include them in their response.



A1. Vendor Questionnaire



[bookmark: _MON_1475043381][bookmark: _MON_1478503923]	



A2. Minimum Qualifications
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A3. Mandatory Requirements
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A4. Maintenance and Support Questionnaire
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A5. Pricing Response



	



A6. Management Response
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[bookmark: _Toc278549925]APPENDIX B



Vendors will complete all response forms embedded in this appendix, and include them in their proposal.



B1. Functional and ECM Requirements and ECM Questionnaire
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B2. Technical and Hosting Requirements and Questionnaire





[bookmark: _MON_1478505014][bookmark: _MON_1478505124]		



B3. Data Conversion Requirements and Questionnaire





[bookmark: _MON_1478504093][bookmark: _MON_1478504114]		



B4. Implementation Expectations



[bookmark: _MON_1478507247]	






[bookmark: _Toc278549926]APPENDIX C



The following documents and forms are provided for the vendors’ information and convenience. For specific instruction on how they are to be used, please see the appropriate sections in the RFP.



C1. Application for Business License







C2. Instructions for Completion of Business License







C3. Contractor – Ethics Code







C4. W-9







C5. Insurance Requirements Transmittal (Exceptions to these requirements must be raised prior to the deadline for questions to be submitted.)



[bookmark: _MON_1478505585]	



C6. Non-disclosure Agreement



[bookmark: _MON_1478506167]	



C7. Contract

[Pending]




[bookmark: _Toc278549927]APPENDIX D



These documents are provided to the vendors as additional information intended to assist them in their development of proposals.



D1. Data and Systems Environment



[bookmark: _MON_1478504259]	



D2. Retirement Plan Summary







D3.  Glossary of Terms







SCERS Board of Administration





Chief Investment Officer





Chief Finance/Operations Officer





IT Manager





Accounting Supervisor





Retirement Specialists  Supervisor





Sr. Project Manager





Retirement Specialists (6)





 Executive Director





Deputy CIO





Executive Assistant





Investment Advisor





Policy  Strategic Advisor





Accountants (2)





Accounting Tech (1)





Admin (1)





Sr. Systems Analyst/Lead
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City of Seattle SCERS PAS RFP No. 3881 








City of Seattle Vendor Questionnaire


INSTRUCTIONS: This is a mandatory form. Submit this form with your bid or proposal. Provide information to the extent information is available. If a response is incomplete or requires further description, the City RFP Coordinator may request additional information within a specified deadline, or may determine the missing information is immaterial to award. 





			1. Vendor Information





			Vendor’s legal name 


			     





			“Doing business as” name (DBA) if applicable


			     





			Mailing address 


			     





			Contact person and title 


			     





			Contact person’s phone number


			     





			Contact person’s fax number


			     





			Contact person’s e-mail address


			     





			Dun & Bradstreet number (if available)


			     





			City and state of your company headquarters


			     














			2. Vendor Registration with City of Seattle





			Did your firm register on to the City’s on-line business directory at http://www.seattle.gov/html/business/contracting.htm? 


For assistance, call 206-684-0444.


			[bookmark: Check2]Yes |_| No|_| 








			Most companies must hold a Seattle business license (if you have a facility or office in Seattle, conduct sales visits to Seattle, deliver products in your own trucks, or perform on-site consulting, repairs, installation, etc). If you fall within that category, will you immediately seek a business license upon award? 


			Yes |_| No|_| 

















			3. Ownership





			Is your firm a subsidiary, parent, holding company, or affiliate of another firm?


			     





			What year was your firm, under the present ownership configuration, founded?


			     





			How many years has your firm been in continuous operation without interruption?


			     





			What year did your firm begin providing, on a continuous basis, the types of services or products that are required from this solicitation?


			     














			4. Financial Resources and Responsibility


			Specify yes or no. 


If yes, explain.





			Within the previous five years has your firm been the debtor of a bankruptcy?


			     





			Is your firm in the process of or in negotiations toward being sold?


			     





			Within the previous five years has your firm been debarred from contracting with any local, state, or federal governmental agency?


			     





			Within the previous five years has your firm been determined to be a non-responsible bidder or proposer for any government contract?


			     





			Within the previous five years has your firm used any subcontractor to perform work on a government contract when that subcontractor had been debarred by a governmental agency?


			     














			5. Affirmative Contracting – SMC 20.42


			Specify yes or no. 





			Within the previous five years has your firm been found to have violated any local, state, or federal anti-discrimination laws or regulations?


			      If yes, explain.





			Does your firm anticipate hiring a subcontractor or new employees to perform the work required under this contract? If yes, attach the mandatory Inclusion Plan:


			Yes No




















			6. Disputes


			Specify yes or no. 


If yes, explain.





			Within the previous five years has your firm been the defendant in court on a matter related to any of the following issues:


· Payment to subcontractors?


· Work performance on a contract?


			     





			Does your firm have outstanding judgments pending against it?


			     





			Within the previous five years, was your firm assessed liquidated damages on a contract?


			     





			Has your firm received notice of or is your firm in litigation about patent infringement for the product or service that your firm is offering to the City?


			     














			7. Compliance


			Specify yes or no. 


 If yes, explain.





			Within the previous five years, has your firm or any of its owners, partners, or officers been assessed penalties or found to have violated any laws, rules, or regulations enforced or administered by a government entity? This does not include owners of stock in your firm if your firm is a publicly traded corporation. 


			     





			If a license is required to perform the services sought by this solicitation, within the previous five years has your firm had a license suspended by a licensing agency or been found to have violated licensing laws?


			     





			If hazardous materials are an element of the contract, has the vendor had any violations of improper disposal of such materials or any violation of associated laws, rules, or regulations in the previous five years? 


			     

















			8. Involvement by Current and Former City Employees


			Specify yes or no. 








			Are any of your company officers or employees a current or former City of Seattle employee or volunteer? If yes, identify the employee name. Advise the employee of their duty to comply with the City of Seattle’s Code of Ethics, Seattle Municipal Code Chapter 4.16. 


			     








			Will any of your vendor employees work more than 1,000 hours (per rolling 12 months) within a City contract, combining the hours for work under this contract and any other? If so, specify the worker name. Advise the worker of their duty to comply with the City of Seattle’s Code of Ethics, Seattle Municipal Code Chapter 4.16


			     





			Does your firm (including officer, director, employee, trustee, or partner) have a business interest or a close family or domestic relationship with any City official, officer, or employee who was, is, or will be involved in selection, negotiation, drafting, signing, administration or evaluation of the vendor contract or performance? 


			     














			9. Emergency Contact Information


It may be valuable to have certain contract products or services available 24 hours during an emergency. If you have alternative contact information for emergency response during non-business hours, please provide it below. 





			Contact name


			     





			Emergency phone number


			     





			Back-up emergency phone number


			     





			If your company has locations outside Seattle that can be called upon in an emergency for these products or services, please list:


			     














			10. By Submitting this Form, the Vendor Hereby Certifies:





			Vendor is not debarred, suspended, proposed for debarment, or declared ineligible for award of contracts by any federal agency.





			During the most recent three years, vendor has not been convicted of or had a civil judgment rendering against the firm for: commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a federal, state, or local government, or subcontract; violation of federal or state antitrust statutes relating to the submission of offers; or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, tax evasion, or receiving stolen property, and vendor is not presently indicted for, or otherwise criminally or civilly charged by, a government entity for commission of any of these offenses.





			Vendor has not paid, nor will pay, federal appropriated funds (including profit or fee received under a covered federal transaction), to any person for influencing or attempting to influence an officer or employee of any agency, a member of Congress, an officer or employee of Congress, or an employee of a member of Congress on his or her behalf in connection with this solicitation. The vendor shall notify the City of Seattle and complete and submit, with its proposal, OMB standard form LLL, Disclosure of Lobbying Activities.





			Vendor has not had a governmental or private entity contract terminated prior to contract completion or been debarred from bidding within the last five years.





			Within the previous five years, vendor has not used any subcontractor to perform work on a government contract when that subcontractor had been debarred by a governmental agency.





			Vendor’s proposal is valid until the date the City awards a vendor contract or rejects all offers;





			Vendor has not, directly or indirectly, entered into any agreement, participated in any collusion, or otherwise taken any action in restraint of competitive pricing in the preparation and submission of its proposal.





			Vendor shall provide immediate written notice to the City of Seattle if at any time prior to contract award the vendor learns that its certification was erroneous when submitted or has become erroneous by reason of changed circumstances.





			Submission of this Vendor Questionnaire with your proposal provides authority and certification for your entire submission. 











City Non-Disclosure Request





If you believe any statements or items you submit to the City as part of this proposal are exempt from disclosure, you must identify and list them below. You must very clearly and specifically identify each statement or item and the Revised Code of Washington (RCW) exemption that applies. If awarded a City contract, the same exemption status will carry forward to the contract records. 





The City will not exempt materials from disclosure simply because you mark them with a document header or footer, page stamp, or a generic statement that a document is non-disclosable, exempt, confidential, proprietary, or protected. You may not identify the entire page, unless the entire page is within the exemption scope. Only records properly listed on this form will be protected and withheld for notice. All other records will be considered fully disclosable upon request. 





|_| I do not request any information be withheld.





|_| I request the following specific information be withheld. I understand that all other information will be considered public information. For each statement or item you intend to withhold, you must fill out every box below. You should not require an entire page withheld; only request the specific portion subject to the exemption. 





			Document Page


Specify the page number on which the material is located within your submitssion package (page number)


			Statement


Repeat the text you request to be held as confidential, or attach a redacted version. 


			RCW Exemption


Specify the RCW exemption including the subheading





			





			


			





			





			


			





			





			


			














For this request to be valid, you must specify the RCW provision or other state or federal law that designates the documents as exempt from disclosure. For example, potential RCW exemptions include the following:


1. RCW 42.56.230.3: Personal information—taxpayer 


2. RCW 42.56.230.4: Personal information—credit card numbers and related


3. RCW 42.56.240: Investigative, law enforcement, and crime victims


4. RCW 42.56.250: Employment and licensing—specify the applicable subheading


5. RCW 42.56.260: Real estate appraisals


6. RCW 42.56.270 (Items 1 through 17): Specify which subheading


7. RCW 42.56.270 (items 1 through 17): Specify applicable subheading


8. RCW 42.56.420: Security









Equal Benefits Compliance Declaration





Please declare one (1) option from the list below that describes the vendor’s intent to comply with Seattle Municipal Code Chapter 20.45 should the vendor win the contract. 


Equal benefits applies to any vendor location in the United States where substantive contract work is being performed (work directly related in a substantial way to the contract scope and deliverables). 





[bookmark: Check5]|_|	Option A: The vendor makes, or intends to make before contract execution, all benefits available on an equal basis to its employees with spouses and its employees with domestic partners, and to the spouses and the domestic partners of employees, in every location within the United States where substantial work on contract will be performed. 





[bookmark: Check6]|_|	Option B: The Contractor does not make benefits available to either the spouses or the domestic partners of its employees.





[bookmark: Check7]|_|	Option C: The Contractor has no employees.





[bookmark: Check8]|_|	Option D Collective Bargaining Delay: Benefits are available on an equal basis to non-union workers, but union workers are subject to a collective bargaining agreement that does not provide equal benefits.





[bookmark: Check9]|_|	Option E Open Enrollment Delay: The first open enrollment period for implementing equal benefits is not available until after contract execution





|_|	Option F Cash Equivalent Payment: The vendor intends to provide a cash equivalent payment to eligible employees in lieu of making benefits available.





|_|	No United States Presence: The vendor does not perform substantial work for the contract in any United States location.





|_|	Non-Compliant: The vendor does not comply and does not intend to comply, and refuses all options provided above.





Equal Benefits Instructions


Seattle Municipal Code Chapter 20.45 (SMC 20.45) requires companies executing a City contract to provide health and benefits that are the same or equivalent to domestic partners of employees as to spouses of employees, and of their dependents and family members. 


1. Carefully fill out the Equal Benefits Declaration. It is essential to your standing in the evaluation process, so it is important to understand and complete the declaration properly. 


2. The City RFP Coordinator for the solicitation can answer many questions. However, you may call the general office at 206-684-0444. Call before you submit your bid to ensure you’ve filled out the form correctly. 


3. "Domestic partner" is any person who is party to a same-sex marriage that is legally recognized in the place of jurisdiction of the marriage, or as a domestic partner with the employer or with a government registry established by state or local law. If the employer does not have a registration system and does not intend to implement one, the City of Seattle has a registration system as an option: http://www.seattle.gov/leg/clerk/dpr.htm


The City will review your responses and make a final determination. If the information you supply is conflicting or not clearly supported by the documentation that the City receives, the City may reject your entire proposal or may seek clarification to ensure the City properly classifies your compliance. 


Companies that select “non-compliant” will be rejected, unless there is no competitor that is compliant, responsive, and responsible. The City may also find a proposer non-compliant upon inspection of their program. Be prepared with documentation to support your declaration. All contracts awarded by the City may be audited for equal benefits compliance. Non-compliance may result in the rejection of a bid or proposal or termination of the contract.
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City of Seattle




Inclusion Plan








				Solicitation Number & Title:



				RFP SCERS 3381  







				Your Company Name:



				     











Bidders must complete and submit this form with their RFP response. Carefully read the attached instructions.



For questions, call Miguel Beltran, 206-684-4525 Miguel.Beltran@seattle.gov



The RFP instructions for this project identify how many points this Inclusion Plan is given during RFP evaluation.  



Aspirational WMBE Goals.



Propose WMBE utilization goals in the spaces below. These goals represent WMBE utilization the Bidder intends to achieve during contract performance.  The goals should represent a realistic and achievable commitment. WMBE Bidders  may indicate your self-performance as well as work you intend to subcontract to other WMBE firms. See page 4 for instructions. These goals do not need to match, and are not expected to match WMBE Guarantees.



				Project Goals



				







				Specify the percentage participation by woman owned firms.  



				%







				Specify the percentage participation by minority owned firms.



				%







				TOTAL



				%











Strategies.




Describe strategies you intend to use to achieve the aspirational WMBE utilization for this contract.  This may include such strategies as negotiated award to a WMBE firm in lieu of competitive subcontract bids, using WMBE as a tiebreaker per RCW 35.22.650, strategies for self-performance and subcontracting, providing mobilization payments, and offering rapid invoice payments. 



Past Performance




As evidence of your good faith intentions to achieve the WMBE aspirational goals you provide on page 1, describe your past performance on contracts with similar work.  The City may review your past performance on previous City contracts.  Your response should concentrate on achievement when your effort was voluntary (i.e. goals were not mandatory such as a federally-funded DBE requirement), or where you exceeded the regulatory minimum requirement.  



WMBE Guarantees.



This section gives the option to guarantee utilization of certain WMBE firms as evidence of good faith efforts.  If you choose to list WMBE firms, you guarantee to the City and WMBE firm they will be used.  Describe the Guarantee you are giving (a percentage of total contract value, or a scope of work guaranteed to the firm or similar). Please see instructions on page 5.



				WMBE Business Name



				Describe Guarantee







				     



				     







				     



				     







				     



				     







				     



				     







				     



				     











				     



				     







				



				     











Diverse Employment.



If you have a mission or program uniquely committed to hiring workers with employment barriers, veterans, disabled, the chronically unemployed or low income individuals, or woman and minority (if they are underutilized in your profession such as. construction trades), please describe.  The City expects a substantive and highly integrated program, instead of a standard EEO or Affirmative Action policy 



Describe how this mission or commitment would translate directly into placement of such workers to perform the scope of work for this City contract opportunity.




 Inclusion Plan Instructions



WMBE firms include any self-identified or state-certified firm that is at least 51% woman or minority owned (per SMC 20.42). The following may assist bidders:  https://wald1.seattle.gov/dea/registration/ and http://www.omwbe.wa.gov/certification/certification_directory.shtml).   A WMBE does not need to be self-identified and registered within the City’s Yellow Pages at time of bid, but must do so before contract execution. 



1. When the City places the Inclusion Plan into the solicitation requirements, the “Bidder” must complete and submit this WMBE Inclusion Plan as part of the RFP response.  If the form is not completed and submitted as part of the response, the bid will be considered non-responsive.



2. The RFP provides the evaluation scoring matrix, which includes how many points this Inclusion Plan will be given in RFP evaluation.  Notes below provide you the context of how points will be considered. The Plan will be evaluated by the City based upon the strength of the good faith efforts to utilize WMBE-owned firms



3. A Prime (i.e. the Bidder, Vendor, the company submitting the proposal) who self-identifies (or is state certified) as a WMBE firm, must complete this form. even if it intends to self-perform.  



4. If you are a WMBE Prime and chose to self-perform elements that are eligible for subcontracting (i.e. work that is discretionary, which a prime may chose to self-perform or subcontract) , you may include your self-performance as part of your aspirational goal, and may name your self-performance for such discretionary work within your Guaranteed WMBE utilization. 




5. All work identified in the Plan to be performed by a WMBE firm must be a commercially useful function for the contract scope.




6. The City may discuss the Plan with the apparent successful bidder before incorporating into the contract; the Plan may be amended by mutual consent.




7. For phased work, (for example, an IT project), provide responses as thorough as possible given the scope known.  If future phases require, the City will review the Plan for mutually-agreed upon updates.



Aspirational WMBE Goals (Page 1)




8. These goals are a serious commitment the Prime (i.e. Bidder or Proposer)  can reasonably and realistically achieve given good faith efforts.  




9. These aspirational goals, good faith efforts, progress reports, and collaboration with the City are material to the contract. 



10. The Bidder is to provide an Aspirational Goal that is achievable.  Failure to achieve the goal itself is not a material breach, but substantial variance below the Aspirational goal volunteered by the Bidder  may measure failed good faith efforts, to establish a reasonable goal and/or build an appropriate effort to achieve the aspirational goal.



11. The Aspirational Goal percentage applies to the entire contract cost.  If change to the contract requires a modification to the percentage, then the City and Prime will discuss whether a greater or lesser goal is appropriate and modify the Plan.




12. The bidder should enter a total WMBE goal on page 1 where indicated.  The City seeks a separate percentage WBE and MBE goal. If the bidder does not provide such goals separately and only gives a total, then the City may seek the two separate percentages after bid opening and rely upon the total for scoring. If the Bidder provides a WBE and MBE goal, but does not total the percentage, the City shall total those percentages to become the total. 



WMBE Guarantee (Page 2)




13. The Prime has the option to list WMBE firms with whom the Prime commits to contract. This does not need, and is not expected, to equal your aspirational goal on page 1.  You may have WMBE firms you can commit at time of bid, but may have other opportunities you are not yet prepared to guarantee. 




14. A WMBE Guarantee should be secured with the WMBE firm in advance of listing on the form.  The City does not require a signed contract in place with the WMBE.



15. Changes to named WMBE Guarantees:   




a.         A named firm includes any WMBE named in the Inclusion Plan with whom the Bidder would Contract if awarded the Contract.  




b.         Any such WMBE that the Prime wishes to substitute during the course of the project must have City Buyer consent through a change order and a demonstrated “good cause.”  “Good cause” shall include the following:




1. Failure of the WMBE to execute a written contract after a reasonable period of time.




2. Bankruptcy of the WMBE.




3. Failure of the WMBE to provide the required bond.




4. The WMBE is unable to perform the work because they are debarred, not properly licensed, or in some other way is ineligible to work.




5. Failure of the WMBE to comply with a requirement of law applicable to subcontracting.




6. The death or disability of the WMBE (if the WMBE is an individual)




7. Dissolution of the WMBE (if the WMBE is a corporation or partnership).




8. If there is a series of failures by the WMBE to perform in accordance with previous contracts.




9. Failure or refusal of the WMBE to perform the work.




c.         If the Prime is making a change to a named WMBE Subcontractor, then the Prime shall use good faith efforts to recruit another WMBE to do the Work. 




Diverse Employment (Page 3)




a. Corporate EEO policies and affirmative action policies are not indicative of a unique employment mission.




b. A response is not required, if you have no such program within your company and/or you do not have a unique mission as part of your business purpose.




				2/21/13 Purchasing



				Page 1











				2/12/13 Purchasing 



				Page 2
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City of Seattle SCERS PAS RFP No. 3881 





Minimum Qualifications Response


Please check the applicable box to signify compliance or non-compliance with each minimum qualification. If you do comply, describe exactly how you achieve each minimum qualification. The determination that you have achieved all the minimum qualifications is made from this document.


	





			Item


			Minimum Qualification


			Complies


			If you comply, describe how you meet the minimum qualification.





			1


			The vendor must have been in the pension administration system solution delivery business for the past five years.


			[bookmark: Check2]Yes |_| No|_| 





			





			2


			The vendor must have three references of completed implementations of the equivalent Pension Administration Software solution being proposed to SCERS.  “Equivalent solution” is defined as either the same version of the application or one major version earlier and for funds with a Defined Benefit (DB) plan and a total membership size of at least ten thousand members.  These references must be for implementations that are no older than seven years.  At least two of these references must be from United States public pension clients.


			Yes |_| No|_| 





			





			3


			The vendor, or its designated subcontractor, must have two or more completed data conversion projects for defined benefit pension systems with a total membership size of at least ten thousand members.


			Yes |_| No|_| 





			





			4


			The vendor must have experience implementing its own ECM solution or integrating with a third-party ECM solution.


			Yes |_| No|_| 
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City of Seattle SCERS PAS RFP No. 3881 





Mandatory Requirements Response





The following are mandatory requirements that the vendor must meet for the proposal to remain eligible for consideration. Clearly show that your product or service meets these mandatory requirements or your proposal will be rejected as non-responsive. The City requests a one- to five-page document as part of your proposal response to clearly show compliance to these mandatory requirements. The City RFP Coordinator may choose to determine mandatory requirements by reading that single document alone, so the submittal should be sufficiently detailed to clearly show how you meet the mandatory requirements without looking at any other material. Those that are not clearly responsive to these mandatory requirements will be rejected without further consideration.





			Item


			Minimum Requirement


			Complies


			If you comply, describe how you meet the minimum requirement.





			1


			The solution must represent a single integrated pension administration solution, with the exception of the ECM module, which may be a third-party system. 


			[bookmark: Check2]Yes |_| No|_| 





			





			2


			The solution must have the capability to configure multiple defined benefit plans and multiple tiers within a plan (i.e., can be configured and implemented by trained SCERS staff members).


			Yes |_| No|_| 





			





			3


			If proposed as an on-site solution, the system must utilize Oracle or Microsoft SQL Server.


			Yes |_| No|_| 
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City of Seattle SCERS PAS RFP No. 3881 


Maintenance and Support Questionnaire


General


The warranty period must begin at cut-over and will last one (1) calendar year from that date. Any defects that stop production or functions that work incorrectly or cause unnecessary workarounds discovered at any time pre-production or during the warranty period must be corrected before final system acceptance.


Any defects found after the warranty period ends will be corrected under maintenance.





			1. What is your general approach to warranty and how does your model work? (Please refer to the requirements above.) 





			Response:














			2. What is your approach to correcting the following levels of defects and what is the proposed response time based on the type of correction needed?


a) Production stopping


b) Mission critical


c) Requires workaround


d) Minor fix needed





			Response:














			3. Do you typically use a service level agreement (SLA) for warranty? If so, please describe your approach.





			Response:














Maintenance and Support


Maintenance and support refers to the vendor's support of the system, including help desk support, technical support services, troubleshooting, analysis, project management of support resources, and all other services required to ensure the system can remain operative during its life. 


If several vendors’ products are used in an integrated solution (such as a PAS, a database, and an ECM product), the vendor should describe their methods for ensuring the solution will continue to be stable given the update schedules of the various products. For example, if the product is integrated with a CRM or EDMS product, how does the vendor ensure the integration is maintained during upgrades?


When the solution is in production, SCERS expects updates and upgrades to be able to be implemented by SCERS’ staff with minimal vendor assistance (unless SCERS elects to have intensive support provided by the vendor post-implementation).





			Please discuss your general approach to maintenance and support. What model works best for your clients and why? What is your value proposition for maintenance and support? 





			Response:








			Please describe how support for your solution will be initiated and coordinated to resolution. The location of support staff (US-based or offshore) must be included in this description.





			Response:








			Please provide a discussion of the timing and frequency of maintenance updates and product upgrades for the past three to five years, along with projected updates or upgrades for the next three to four years. If several vendors’ products are used in an integrated solution (such as a PAS, a database, and a ECM product), describe your methods for ensuring the solution will continue to be stable given the update schedules of the various products.





			Response:








			In the cost proposal the vendor is asked to provide pricing for three models of support: (1) basic is defined as the minimum support the vendor offers; (2) intermediate is defined as providing typical  or average support for a client who wants some independence from the vendor but still needs guidance; and (3) intensive support is defined as the vendor's most complete support available. Please provide a description of each level of support. For each level, please include the expectation SCERS should have in terms of the internal time allocation and skills requirements needed to support the system. For example, in the basic model, how many people would SCERS need to assign to maintain the system, and what skills must they have? 





			Response:








			In the event that SCERS elects to maintain the system primarily through in-house resources, how will the vendor ensure that the support staff is ready to maintain such a complex application? What training is offered? How will the implementation be structured to ensure SCERS’ technical resources thoroughly understand the architecture of the system?





			Response:








			Please discuss your pricing methodology for maintenance and support. For example, do you charge by the hour? Does the client purchase blocks of support time? Are upgrades included? Are licensing costs separate, or are they bundled in with support? 





			Response:














			How is after-hours support provided?





			Response:








			What is the expected turnaround time for a simple bug fix that is easily identified and fixed?





			Response:








			Describe how an issue gets escalated if there is not an immediate solution.





			Response:








			How would SCERS report a new issue or problem?





			Response:








			How are existing issues tracked?





			Response:








			How often are software updates scheduled? What is your policy on accepting upgrades and support for down-level versions? Are clients expected to upgrade within a certain time period? 





			Response:








			Describe the process by which software updates are released and how SCERS would go about implementing these software updates.





			Response:








			What is the procedure for requesting a small change (estimated one to ten hours of coding time)?





			Response:








			What is the procedure for requesting a larger change (estimated ten to forty hours of coding time)?





			Response:








			What is the procedure for requesting a large change (more than forty hours) to the system?





			Response:








			What are the steps SCERS would take to get assistance in defining requirements for a change?





			Response:








			Explain the approval procedures for a newly requested change.





			Response:








			What is the expected turnaround time for small, medium, and large change requests?





			Response:








			What is the process and turnaround time for an emergency modification, made necessary by a significant and unexpected business rule change?





			Response:








			In what way is your customer support superior to other PAS solutions? What differentiates your customer support from others in your industry?





			Response:








			Can the vendor guarantee that SCERS will receive primary customer support from a staff member thoroughly trained in SCERS’s system? Will this staff member be assigned to the PAS project at least three months prior to go-live? Will the vendor guarantee that this staff member remain SCERS’s primary support for at least 18 months after go-live?





			Response:








			What is the vendor’s commitment to customer support to maximize and ensure the return on investment to clients in terms of business efficiencies, accommodations to legislative change, functional enhancements, customer support, and other gains?





			Response:








			What role do user groups play in identifying and prioritizing new features?





			Response:
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Summary Totals


			F I X E D   P R I C E  C O S T   S U M M A R Y


			Vendor Instructions:  Cost proposals must be milestone based, fixed price and include all costs for the total PAS solution as described in the RFP.  
Please indicate, as line items, how many Reports, Documents (e.g., letters), Forms (including e-forms) and Workflows included in your fixed price.
List any pricing assumptions or notes at the bottom of this spreadsheet.


			Totals by Year and Type


			Pension Administration System


						Implementation Period									Go-Live and Warranty Period			Maintenance and Support															Total


						Year 1			Year 2			Year 3			Year 4			Year 5			Year 6			Year 7			Year 8			Year 9


			Software


			Hardware


			Implementation Services1


			Annual Licensing


			Maintenance & Support2


			Hosting


			Data Conversion																														$   - 0


			Other Services


			"Other Services" refers to all pricing / costs for other services that the bidder is able to offer that is described within the RFP as desirable (e.g. Disaster Recovery, Business Continuity Services, etc.). SCERS considers these services as separate from the Pension Administration System Software implementation proposal.  Please list the type of services that are proposed.  Attach a separate price list indicating the type of services that are available  The vendor should note that the types of services must be clearly identified/described and associated cost itemized.  Cost associated for staff time must include hourly rate, staff position (titles), minimum charge, etc.


			Item description																														Total


			Totals																														$   - 0


			1Includes warranty


			2Assume Intermediate level of support (see Maintenance and Support worksheet)
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Software Breakdown


			S O F T W A R E


			Vendor Instructions: "Software" refers to any licensed or commercial software that is proposed and required to run and use the proposed solution. Customization and configuration are not included.


			Item #*			Description			Manufacturer			Version / Build			Qty			Unit Cost			Discount			Total Cost			Yr Purchased			Licensing fee Year 1			Licensing fee Year 2			Licensing fee Year 3			Licensing fee Year 4			Licensing fee Year 5


																					TOTAL			$   - 0
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Hardware Breakdown


			H A R D W A R E


			Vendor Instructions: "Hardware" refers to any PC, server, or peripheral asset that is proposed and required to run and use the proposed solution. The vendor should assume that the hardware will need to support the following environments: Development, Test, Data Conversion, Training, QA/UAT, Reporting, Demo, and Production


			Item #			Description			Manufacturer			Model			Qty			Unit Cost			Discount			Total Cost			Yr Purchased


																					TOTAL			$   - 0
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Implementation Breakdown


			I M P L E M E N T A T I O N


			Vendor Instructions: "Implementation" refers to all costs associated with the development and deployment of the system. The vendors should note that the implementation duration, start and end dates, staff numbers, rate, and costs MUST be consistent with and supported by the staffing plan, or the proposal may be rejected. Project management, reporting, and other administrative hours shall be included within the areas detailed below.  All activities should be considered a fixed price bid. Pricing must include all travel and living expenses. Vendors can add rows to as needed to align with the methodology and implementation plan proposed.


			Legend


			Duration			Measured in months; duration of the task area


			From Date			Date task area begins


			To Date			Date task area ends


			# of Staff			Number of individuals assigned to task area: each must be identified in the staffing plan


			Avg. Hourly Rate			Average bill rate for all individuals in task area, including all travel costs


			Total Hours			Total hours of service provided for task area


			Total Cost			Total cost of task area


			TOTAL  IMPLEMENTATION COST


			Task Area			Duration			From Date			To Date			# of Staff			Avg. Hourly Rate			Total Hours			Total Cost


			Requirements


			Development


			Project Management


			Testing


			Data Conversion Assessment1


			Data Conversion


			ECM Image Data Conversion


			Training


			Warranty Support


			TOTALS																		0			$   - 0


			IMPLEMENTATION COST BREAKDOWN - YEAR 1


			Task Area			Duration			From Date			To Date			# of Staff			Avg. Hourly Rate			Total Hours			Total Cost


			Requirements


			Development


			Project Management


			Testing


			Data Conversion


			Training


			Warranty Support


			TOTALS																		0			$   - 0


			IMPLEMENTATION COST BREAKDOWN - YEAR 2


			Task Area			Duration			From Date			To Date			# of Staff			Avg. Hourly Rate			Total Hours			Total Cost


			Requirements


			Development


			Project Management


			Testing


			Data Conversion


			Training


			Warranty Support


			TOTALS																		0			$   - 0


			IMPLEMENTATION COST BREAKDOWN - YEAR 3


			Task Area			Duration			From Date			To Date			# of Staff			Avg. Hourly Rate			Total Hours			Total Cost


			Requirements


			Development


			Project Management


			Testing


			Data Conversion


			Training


			Warranty Support


			TOTALS																		0			$   - 0


			IMPLEMENTATION COST BREAKDOWN - YEAR 4


			Task Area			Duration			From Date			To Date			# of Staff			Avg. Hourly Rate			Total Hours			Total Cost


			Requirements


			Development


			Project Management


			Testing


			Data Conversion


			Training


			Warranty Support


			TOTALS																		0			$   - 0


			HOURLY RATES


			Provide fixed hourly rates (including travel & living expenses) for additional services approved through the Change Order Process.  If necessary, you may add and/or change titles of positions/roles.


			Position/Role			Onsite
Hourly
Rate
(Local Staff)			Onsite
Hourly Rate (Traveling Staff)			Remote Hourly Rate


			Senior Project Manager


			Project Manager


			Project Manager Assistance


			Systems Architect


			Database Administrator


			Technical Lead


			Functional Lead


			Business Analyst


			Trainer


			1 Duration for Data Assessment can be up to 30 calendar days
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Maintenance & Support


			M A I N T E N A N C E  &  S U P P O R T


			Vendor Instructions: "Maintenance and Support" refers to all costs associated with the vendor's support of the system. It does NOT include the annual licensing fees. It does include help desk support, technical support services, troubleshooting, analysis, project management of support resources, etc. The vendor is asked to provide three models of support: BASIC is defined as the minimum support the vendor offers. INTERMEDIATE is defined as providing typical / average support for a client who wants some independence from the vendor but still needs guidance. INTENSIVE support is defined as the vendor's most complete support available. Please include a description of each item provided and add to the lists as appropriate. In the pricing summary, include the cost of the intermediate support.


			Legend


			Item						Support role


			Description						What is considered in scope for that role (i.e. telephone support to assist users with problem solving)


			Vendor Responsible?						Is the vendor responsible for performing this service?


			SCERS Responsible?						Is SCERS responsible for performing this service?


			Est. Hrs Per Month						The hours vendors believe this item will require per month.


			Pricing Model						How the vendor charges for the service; i.e., in blocks, by the hour, monthly, annual etc


			Hourly Rate						Hourly rate charged for the service


			BASIC SUPPORT


			Item			Description (what is included)			Vendor Responsible?			SCERS Responsible?			Est. Hrs Per Month			Pricing Model (hourly, monthly, annual etc)			Hourly Rate			Monthly Cost			Annual Cost


			Help Desk (8 am - 5 pm)


			Enhanced hours (6am - 8 pm)


			24/7 Help Desk


			Database Administration


			System Administration


			Other (list)


			Other (list)


			Other (list)


			TOTALS																					0			$   - 0


			INTERMEDIATE SUPPORT


			Item			Description (what is included)			Vendor Responsible?			SCERS Responsible?			Est. Hrs Per Month			Pricing Model (hourly, monthly, annual etc)			Hourly Rate			Monthly Cost			Annual Cost


			Help Desk (8 am - 5 pm)


			Enhanced hours (6am - 8 pm)


			24/7 Help Desk


			Database Administration


			System Administration


			Other (list)


			Other (list)


			Other (list)


			INTENSIVE SUPPORT


			Item			Description (what is included)			Vendor Responsible?			SCERS Responsible?			Est. Hrs Per Month			Pricing Model (hourly, monthly, annual etc)			Hourly Rate			Monthly Cost			Annual Cost


			Help Desk (8 am - 5 pm)


			Enhanced hours (6am - 8 pm)


			24/7 Help Desk


			Database Administration


			System Administration


			Other (list)


			Other (list)


			Other (list)


			TOTALS																					0			$   - 0





&CCity of Seattle SCERS PAS RFP No. 3881 
Appendix A5.Pricing Response


&CPage &P





Priority 3 Rqts


			PRIORITY 3 REQUIREMENTS


			Vendor Instructions:  For each Priority 3 requirement that is not included in the base fixed price, but for which you are providing pricing, please list the requirement number, the cost associated with the configuration or customization of that requirement, and any additional information required.


			ReqID									Cost						Additional Information
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Rate Schedule


			RATE SCHEDULE


			Vendor Instructions:  Please list the hourly charges (if any) for the following types of service (by function) post-production. Add rows as needed.


			Role									Hourly Rate - Year 1									Hourly Rate - Year 2									Hourly Rate - Year 3


			Database Tuning


			Backup/Restore/Recovery


			Diagnostics and Analysis


			Testing


			Operational Support


			Customer Representative


			Project Manager


			Programmer / Analyst


			Database Administrator


			Network Engineer


			Other
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Milestones


			MILESTONES


			Vendor Instructions:  Please list the milestones from your proposed Implementation Plan and the deliverable and payment associated with each. Please ensure that the first third of the project includes no more than 25% of the implementation fees and the second third no more than 30% of the fees. Add rows as needed.


			Project Phase									Milestone									Associated Deliverable									Associated Payment Amount									Estimated Delivery Date


			Total Amount of all Payments
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Hosting


			HOSTING


			Vendor Instructions: Please list all costs associated with the hosting solution proposed. Add rows as needed.


			One-Time SW/HW Purchases (if any)


			Item			Description			Qty			Total


			Totals									$   - 0


			Monthly Hosting Fees									$


			Please include any other recurring charges below, if any.


			Item			Description			Qty			Total


			Total Other Recurring Fees									$
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Management Response





Company Information


Company Experience 


How many years has the pension administration system implementation vendor been engaged in implementing pension administration packaged software systems similar to the City of Seattle’s needs in public or private environments? (Private environments must be defined benefit plans of similar complexity and preferably Taft-Hartley.) Please describe implementation projects most comparable to the solution being proposed to the City below.	


Company Organization


Please provide answers to the company organization questions for each major vendor proposed (PAS, ECM, and data conversion).





			Please attach an organization chart.


			Attached |_|





			How many employees does the company have associated with pension administration systems?


			United States: 		      # employees





Pacific Northwest


(WA, OR, ID, AK):	      # employees





Outside the US:		      # employees








			How many employees associated with these types of products or systems does the company have in each of the following categories?





			Customer support:	       # employees





Installation and training:	       # employees





Product development:	       # employees





Sales, marketing:	       # employees





			Average annual staff turnover rate for employees in key staff positions.


			     	





			Location of office that will serve as the primary contact during implementation.


			     





			Does the company have any user group support organizations?


			Yes |_| No|_| 





Title of organization:





			Identify the closest meeting location that the company has for the Seattle area.


			     	














Financial Information





			What was the Company’s annual gross revenue during the last three fiscal years?


			FY 2012:	      





FY 2013:	      





FY 2014: 	      





			What was the percentage of gross revenues invested in research and development?


			      





			What was the average annual company sales volume for pension administration software for the previous three (3) fiscal years?


			      





			What percentage of gross revenues does the sales volume for pension administration software represent?


			      





			Attach a copy of the company’s audited financial statements for the last two years. If the financial statements are not provided, the company must at least provide a letter signed by an independent third-party CPA that provides a synopsis of assets, liabilities, and equities. 


			Attached |_| 





			As an attachment, attach a description of the company’s ability to finance additional costs that would be incurred by the company in the event your firm is awarded a vendor contract resulting from this RFP. State the amount the company would need to borrow, and provide documentation from the company’s lender stating its willingness to lend such amount to the company.


			Attached |_| 





			Provide a Dun & Bradstreet Business Information Report in lieu of financial statements.


			Attached |_| 











Current Commitments


As an attachment, list at least five of the highest dollar contracts currently held by the company. If the company has held less than five contracts, list all that have been held. For each contract, state the client’s name, a brief description of the items provided by the company, the dollar value of the contract, the approximate share of current income derived from the contract, and the expected contract termination date. 


Attach a discussion that addresses how these or other current commitments affect the ability to support the City’s scope of work. Explain any staffing and schedule overlaps, and how the vendor proposes to ensure that such commitments or potential overlaps will not affect the City of Seattle schedule and project delivery.


Previous Experience 


As an attachment, list all contracts with similar scope and magnitude held within the previous five years. If you are a national company, you may list all contracts held by the office that will serve the City of Seattle. Provide the client’s name, project name, contact person’s name, title, telephone number, email address, the dollar value of the contract, the contact start and completion dates, and a brief description of the items provided by the company. Indicate whether the contract was similar in size, scope, or complexity as required by the City in this RFP. 


The clients listed by the vendor may be contacted and used as references, along with other sources that may be provided to the City in your response or that are otherwise known to the City. Although the City anticipates completing reference checks during the final round of the process, the City and/or the evaluation team may contact the Vendor’s clients or other sources in addition to those specifically provided by the vendor, at any time to assist the City in understanding the product/services.


Terminations 


List any contracts that have been terminated before the project completion in last five years with the company. (If the company is national, list those terminations for the office that will serve the City of Seattle). Indicate whether contract was terminated for default (defined as a notice to vendor to stop performance due to vendor’s non-performance or poor performance) and whether the issue was (a) not litigated or (b) litigated and such litigation determined the vendor to be in default. Attach a description of the deficiencies in performance and describe whether and how the deficiencies were remedied. The City will evaluate the information and may also at its sole discretion reject the vendor’s response if the information indicates that completion of a contract resulting from this RFP may be jeopardized by the responsibility history of this vendor. These clients may be contacted as a resource to the City for assessing references and responsibility.


Have you had any early contract terminations? 		Yes |_| No|_| 


If yes, are termination descriptions attached? 		Yes |_| No|_| 





Prime Contractor 


If the proposal includes hardware, software, and services from a third party, the company must act as prime contractor for procurement of all proposed products and services. Prime contractor shall be the sole point of contact for contractual issues including payment of any and all charges resulting from the purchase of the proposed hardware, software, and services. Prime contractor must take responsibility for demonstration, delivery, installation, and acceptance testing of all items proposed. Prime contractor must also provide maintenance, warranty, and ensure third-party warranties are extended to City.


Will the vendor utilize subcontractors?: 	Yes |_| No|_| 


If yes, attach a clear description of how the company as prime contractor will direct the work of all subcontractors to ensure the quality and timeliness of work performed by the company and all subcontractors. 				Attached? Yes |_| No|_| 


If you responded yes and are utilizing subcontractors or third-party vendors, then also complete the following chart.


			Third-party vendor name


			Number of previous partnerships with this vendor


			Location of previous partnerships with this vendor


			Description of installed and configured service





			Project management services


			     


			     


			     





			Application software programs


			     


			     


			     





			Other software


			     


			     


			     





			Training


			     


			     


			     





			Client devices and hardware


			     


			     


			     





			Database administration


			     


			     


			     





			Networking infrastructure


			     


			     


			     





			Security


			     


			     


			     





			Data conversion development


			     


			     


			     





			External system interfaces development


			     


			     


			     





			Functional and business analysis


			     


			     


			     





			Testing


			     


			     


			     





			Deployment


			     


			     


			     





			Electronic content management


			     


			     


			     











Prime – No Subcontracting


For vendors offering a solution provided as a prime vendor with no subcontractors, describe below whether any component within the product offering has been previously owned by another company. For example, if your company purchased an image scanning system from another company and then integrated it with your software application, you must divulge the image scanning software’s ownership history. 





Project Approach and Schedule


Given the need to modernize its systems, SCERS seeks the most time efficient method of implementing a quality system into SCERS’ environment while meeting SCERS’ implementation standards. For context purposes, SCERS desires a timeline no greater than 36 months from project initiation (kick-off) to production cutover (system go-live). SCERS encourages vendors to propose an implementation plan that responsibly delivers a production system in the shortest time period, and outlines the SCERS resources and other assumptions required to achieve this schedule.    


The plan should include all phases and tasks for all applications from project inception through the warranty period.  The goal is to convey the vendor’s approach and enable SCERS to understand and confirm the scope of the vendor’s responsibilities versus what SCERS needs to do and to show the major tasks and deliverables that are included within the scope of the vendor’s responsibilities.


For example, requirements analysis is an iterative and time-intensive process that requires substantial involvement by SCERS staff. Explain in detail the process to be used for gathering and analyzing requirements, plus documenting and validating the requirements, while allowing SCERS staff to conduct their normal business. User testing and data conversion carry a similar level of involvement for SCERS staff. It is important to SCERS that their expected level of involvement for these tasks is explained at this early stage of the project.


The vendor should identify common risks to the implementation and discuss risk mitigation strategies for each one, as well as a description of what SCERS needs to do to help mitigate the risk. SCERS will review the implementation plans for specificity, quality, and perceived risk/efficiency balance. 


Given the constraints and guidelines listed in the RFP and in the table below, the vendor should attach a discussion of your proposed project approach for the PAS and ECM solutions, including an integrated detailed project schedule in Microsoft Project (native format and PDF) including all subcontractor and client tasks. Please refer to the RFP Body, Section 7 of this document, Project Scope and Requirements and Appendix B4, Implementation Expectations. Please limit your discussion to forty pages, not including the project schedule. Please follow the order of the table below. Please include each question and your response.


			Item


			Questions to Answer





			Scope


			Based on the requirements of the RFP:


1. What is the scope of the implementation?


2. What is considered out of scope for the vendor but still necessary for the project?


3. What are the project assumptions?





			Approach and methodology


			4. Describe the project approach and implementation methodology (i.e. Agile, hybrid, waterfall) and why you believe this is the best approach for SCERS. 


5. Describe the proposed implementation plan for the PAS and ECM. 


6. What are your thoughts on implementing the ECM component into production before the PAS? How soon could SCERS reasonably expect to go live with ECM?


7. What formal methods and disciplines will be employed to effect high-quality releases of functionality?


8. Describe the vendor’s experience integrating the proposed ECM solution with the proposed Pension Administration System.


9. Please list all projects where the vendor has implemented the proposed ECM solution with the proposed PAS solution Include client name, contact name, email, phone, project dates and a brief description of the scope of work. Note: if these references are the same as the PAS references, indicate as such.





			Project duration, effort, and phasing


			10. What are the main project phases?


11. What is the overall project duration, and how long will each phase take?


12. What are the major activities and tasks by phase?


13. What are the hour estimates for each phase?


14. What are the start and finish dates for each phase of the project?


15. What assumptions does the vendor need to make to deliver in 36 months or less?


16. Will there be software releases during the implementation and will we be required to include the releases? Provide a description of how these are planned for and included.





			Deliverables and Milestones


			17. What are the milestones in the project?


18. What are the project deliverables listed by milestone? Please include a detailed enough description to give SCERS a good expectation of content and include completion criteria.





			Testing


			19. Describe the vendor’s practice related to providing proof of readiness for testing.


20. What certification does the vendor provide for each release? 


21. How are the test results documented and delivered to SCERS?


22. Based on the requirements of the RFP what formal methods and disciplines will be employed for testing each build (unit, regression, system, QA, performance, stress, etc.)?


23. How are converted data tested? When does this occur?


24. SCERS mandates that the vendor test utilizing a representative data set, not a selective set of ‘clean’ data. How will the vendor comply with this requirement?


25. When will the vendor test on the full data set for processes such as payroll, COLA, interest, annual statements, etc. (i.e., full population batch processes)? 


26. What does the vendor consider to be a reasonable defect rate for the delivered builds?


27. How does the vendor manage version control and build releases?  How are these documented?





			Staffing


			28. What is the proposed vendor staffing?


29. Which activities from the vendor require on-site resources?


30. Will there be subcontractors utilized, and if so, what will be their role?


31. Provide a table that indicates role, hours per week, etc.


32. Describe the process for replacing assigned vendor staff, e.g., if a customer asks for a replacement, the assigned staff changes jobs, etc.








			Requests to add functionality, modifications, or enhancements


			33. What is the process for SCERS to request increased functionality? How are future enhancements and modifications handled? 


34. What is the estimated additional effort, duration, and project impact if SCERS wanted to add a second tier prior to going into production? 





			Training


			35. Attach a proposal for training to the City of Seattle on all applications. Identify any associated costs. Assume that end user training will be on-site.


36. What types of training are offered?


37. How is training coordinated with incremental deliveries?


38. What user documentation will be provided?


39. To what extent is the training and user manual customized to the solution provided to SCERS?


40. Has the vendor utilized online training instead of paper-based? Please explain how this was accomplished.


41. How will technical staff be trained?





			Documentation


			42. What type of documentation will be provided during the course of the project?


43. How will the vendor ensure that SCERS’ requirements are properly documented?


44. How will the vendor ensure that training and user documentation is continually updated as the product evolves in the future?





			Transition to client support


			45. What is the division of support responsibilities between the vendor and SCERS in the production environment? Vendors proposing both on-site and hosted options should be clear on how this differs with each proposal.


46. How will the vendor ensure that SCERS’ IT resources understand how to maintain the system in production?


47. How has the vendor managed this transition successfully in the past?


48. How can SCERS contribute to the vendor so that this transition will be successful?





			Risk and issue management


			49. What risks to you see to the PAS implementation being proposed to SCERS? How has the vendor mitigated them in the past?


50. Please give one example of a successful implementation: what made the project work well?


51. Please give an example of an implementation that did not go as planned. What happened? What were the lessons learned?











Training Proposal 


Attach a proposal for training for all applications. Identify any associated costs. Assume that end user training will be on-site. Please answer the training questions in the table in section 2, Project Approach and Schedule.


Proposed Staff for Vendor and the City


Recommended Staffing for the City of Seattle


Based on past experience with projects of this size and scope, please describe the level of staffing support required of the City during the project phases outlined in your project methodology, including but not limited to the following project phases:


· Project planning and initiation


· Development of the detailed design document


· Project implementation


· Warranty


· Post-warranty


Please be specific in describing the number of positions required, roles, responsibilities, and prerequisite skills of all City staff members by project phase. 


Vendor Proposed Staff 


Project Organization


Provide a diagram that illustrates the vendor’s project organization. Include the roles and names of key project staff and any subcontractors. Identify all internal and external communication paths, including within the vendor’s project staff and between the vendor and City project staff.


Key Staff 


Describe below the project roles and responsibilities for each key staff member and subcontractor identified in the project organization diagram.


Project Team Matrix


Complete the matrix with the number of years of experience for each proposed team member and key staff expected to play leadership roles on the project. The key staff members could include the following:


· PAS project manager


· Data conversion project manager


· ECM project manager or lead


· Lead data conversion technical resource (architect or analyst)


· Lead business analyst


· ECM technical resource 


· Lead PAS technical resource (architect or analyst) 





			Name


			Company


			Project role


			Years of experience in assigned role:


			Years of experience in other relevant roles (role and years)


			Years of experience in pension administration industry


			Number of pension administration system related implementations





			


			


			


			     


			     


			     


			     





			


			


			


			     


			     


			     


			     





			


			


			


			     


			     


			     


			     





			


			


			


			     


			     


			     


			     





			


			


			


			     


			     


			     


			     





			


			


			


			     


			     


			     


			     











Project Management


Designate the project manager who will have overall, daily responsibility for the project. This person will be responsible for the vendor’s project management and coordination with the City. 


Provide an organizational chart that shows the project manager’s reporting relationships within the vendor’s organization. The vendor should also describe the type and level of authority vested in the project manager in regards to coordinating the vendor resources in support of the project.


The vendor must provide detailed information regarding the designated project manager’s experience managing projects of similar size and complexity. List and describe all projects of similar work performed by the project manager below.


Key Staff Experience and References


Vendor shall attach resumes and three (3) references from previous clients for all key staff members. Resumes for each person shall include the following information:


· Current position with the vendor


· Years with the company


· Project position to be staffed


· Education and training


· Work experience, including past positions with the vendor’s company


· Technical skills and qualifications relevant to the project


· Specific description of experience in working with the proposed software, including experience in system design, installation, support, training, or management


The references may be contacted along with other sources that may be provided to the City in the proposal or that are otherwise known to the City. Although the City anticipates completing reference checks during the final round of the process, the City or the evaluation team may contact the vendor’s clients or other sources in addition to those specifically provided by the vendor at any time to assist the City in understanding the vendor’s products and services


Location of Key Staff or Project Team


The City prefers to work with a vendor that has key staff or project teams located near the City of Seattle. Provide a list that describes the geographic distribution of key staff members and how often they will be working on site versus off site by phase. Please include your contingency plan should a key staff member need to be replaced. Please note the following is considered the minimum on-site presence for the project:


· PAS/ECM project manager: 50 percent on site


· Lead business analyst: on-site for all requirements meetings and build validation; 50 percent otherwise


· Lead data conversion analyst: on-site for all data mapping work sessions; 25 percent otherwise


If SCERS determines that the vendor’s performance is being negatively impacted by a lack of on-site presence of project personnel, the vendor must increase their staff’s on-site availability at no additional cost. 


Key Staff Assignment Priority


In responding to this RFP, vendor warrants that any key staff members identified by the vendor and accepted by the City shall be dedicated to the City’s project as that person’s primary assignment for the duration of such person’s employment by the vendor and that any change in assigned key staff is subject to prior City approval in writing. 
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User Experience


As part of the vendor’s response, SCERS would like to view a short video capture session (in any standard readable format such as Flash, WebEx, etc.) that provides an overview of the proposed system. The objective of this video capture session is to experience the general “look and feel” of the system, get a sense of the basic navigation and see how a few of the screens operate from the user’s point of view. The video capture session should be from five to ten minutes in length with a narrative that can be either oral or written. The purpose of the narration is to help make clear what is being shown in the video capture. SCERS does not expect or require that this video capture be configured in any way to SCERS’ requirements, and understands that functionality demonstrated may not exactly reflect the solution being proposed to SCERS. 





Modules to be demonstrated:


· Search for a member by name, assuming the spelling is not exactly known


· View the initial screen that appears for the member


· Open a view of the member’s employment history


· Open a view of the member’s service history or service summary


· Open a view to see if the member has any open service purchase contracts


· Open a view of the member’s last contribution in the system


· Open a benefit estimate wizard or screen


· Open a help screen explaining the benefit estimate functionality


· Attempt to enter a retirement date before the first eligible date to retire


· Enter the member’s first eligible date to retire


· Change the salary to project a 10 percent salary increase from today


· Change the service to reflect a purchase of service of five years


· Produce an estimate for multiple retirement options


· Save the estimate to the system


· Print the estimate for the member


· Change the date of retirement to two years later


· Produce, save, and print a second estimate using the new retirement date


· Access the online user guide or help while in the application


· Open a view of payroll history for a retiree


· Enter a new tax withholding for a retiree


· Update a deduction change for a retiree


· Process a termination refund for an active member


· Web member portal navigation through basic screens (i.e., service history, demographic, beneficiary)


Pension Administration System and ECM Functional Requirements


This section contains SCERS’ functional requirements for the pension administration and ECM systems. The requirements are prioritized as follows:





			Priority 


			Definition 


			Comments 





			Priority 1 


			Required as Stated


			SCERS must have this requirement; therefore, SCERS is not asking for detailed pricing that may be attributed to the item, but is requesting the vendor’s all-inclusive pricing to include compliance with the requirement. The solution must meet the requirement and SCERS’ business processes in the manner detailed in the requirement. SCERS will not consider workarounds for priority 1 requirements. 





			Priority 2 


			Required 


			SCERS must have this requirement; therefore, SCERS is not asking for detailed pricing that may be attributed to the item, but is requesting the vendor’s all-inclusive pricing to include compliance with the requirement. If necessary, SCERS will adjust its business process to meet the solution. SCERS is not dictating how the vendor must meet this requirement. 





			Priority 3 


			Important 


			SCERS would like this requirement fulfilled for the fixed price but recognizes that it may or may not be fulfilled without some additional work from the software vendor. Therefore, SCERS would like further information regarding any additional costs from the software vendor prior to committing to it.





			Priority 4


			Nice to Have


			These items are desired features, if available without customization.














Vendor’s Requested Response





The vendor must submit a Microsoft Word response that affirms that the system meets all priority 1 and 2 requirements. All exceptions must be listed in the table below (copy and paste in the vendor response):





			Req. #


			SCERS’ Description


			Reason System Doesn’t Meet Requirement


			Potential Workaround SCERS Should Consider





			


			


			


			





			


			


			


			











SCERS has included a number of future system functionality items that are not required for go-live of the PAS. They are marked as “optional” in the sub-process column, and are included here to help the vendor demonstrate the flexibility of the system solution being proposed, and to communicate the possible future direction of SCERS’ operations. SCERS will not select a vendor based on these items, and the vendor should not include the cost of these functions in the cost proposal submitted to SCERS. If the vendor has a solution to meet these potential future functions, then a brief document describing the solution, whether it is included in the base product offering, and the estimated cost to configure and implement within the next five years may be attached.





The vendor must submit a Microsoft Word response that affirms that the system meets all priority 3 requirements at no additional cost, with the exceptions of the requirements listed table below (copy and paste in the vendor response):





			Req. #


			SCERS’ Description


			Reason System Doesn’t Meet Requirement


			Potential Workaround SCERS Should Consider





			


			


			


			





			


			


			


			














For each of the priority 3 specifications that the system does not meet for the submitted fixed price bid, all proposers must indicate the degree to which their solution:





1 - Meets requirement with configuration or customization (level A, B, C or D). The level of effort needed for configuration must be indicated with one for the following letters: 


1. Minor, up to 10 hours


1. Moderate, between 11 and 30 hours


1. Significant, 31 – 100 hours


1. Major, over 100 hours


2 - Does not meet requirement.


Vendors must also include the cost of meeting the requirement. 


Vendors should cut and paste the table below into their response:





			Req. #


			SCERS’ Description


			Code (1A-D, 2)


			Cost, in dollars 





			


			


			


			





			


			


			


			











The vendor must submit a Microsoft Word response that lists all of the priority 4 requirements (by number and description) that are met at no additional cost. SCERS will assume any omitted priority 4 requirements are excluded from the proposed solution. 





The vendor must submit a maximum three-page functional overview of their system.





The vendor must submit a maximum three-page discussion of the product’s relative strengths.





The vendor must submit a maximum 20-page detailed discussion of how their solution meets SCERS’ business process needs. The vendor should give three specific examples of how the solution improved a business process for a public retirement system, citing the legacy processes and the new processes implemented with the solution.












			Req. No.


			Process


			Sub-process


			Requirement


			Priority





			1.01


			Active & Retired Death


			Calculation


			The system will calculate and pay a lump sum refund to beneficiary or beneficiaries of any accumulated employee contributions with interest (ACWI) remaining when a member has died while receiving a retirement benefit under Option A. 


			1





			1.02


			Active & Retired Death


			Calculation


			The system will calculate and pay to beneficiary or beneficiaries the refund of any accumulated employee contributions with interest (ACWI) remaining when a member has died while receiving a retirement benefit under Option B. This refund will be paid in the form of monthly payments of the annuity portion, made until the total payments made to the member during the member’s lifetime and to the beneficiary equal the total of all accumulated employee contributions and interest at the time of retirement.


			1





			1.03


			Active & Retired Death


			Calculation


			The system will provide the ability to select a term-certain benefit under Option C of 5, 10, 15, or 20 years. If the member lives beyond the term-certain option selected, then no beneficiary continuance will be paid. If the member dies within the time-certain period, the beneficiary will receive a continuance of the same amount paid to the member for the remainder of the term.


			1





			1.04


			Active & Retired Death


			Calculation


			The system will calculate a continuance benefit to a spouse or domestic partner under Option D of one half (1/2) of the retirement benefit paid to the member for the lifetime of the beneficiary. This benefit is payable for the lifetime of the spouse or domestic partner, but provides no further benefit upon his or her death.


			1





			1.05


			Active & Retired Death


			Calculation


			The system will recalculate a member’s retirement benefit from Option D to Unmodified (“pop up”) when the spouse or domestic partner predeceases the member. The pop up recalculation will only be applied to members retired under Option D on or after March 24, 1997.


			1





			1.06


			Active & Retired Death


			Calculation


			The system will apply verification rules to ensure that only the spouse or domestic partner recorded at the time of retirement will be eligible to receive benefits under Option D.


			1





			1.07


			Active & Retired Death


			Calculation


			The system will calculate a continuance benefit to a spouse or domestic partner under Option E equal to the retirement benefit paid to the member for the lifetime of the beneficiary. This benefit is payable for the lifetime of the spouse or domestic partner, but provides no further benefit upon his or her death.


			1





			1.08


			Active & Retired Death


			Calculation


			The system will recalculate a member’s retirement benefit from Option E to Unmodified (“pop up”) when the spouse or domestic partner predeceases the member. The pop up recalculation will only be applied to members retired under Option E on or after March 24, 1997.


			1





			1.09


			Active & Retired Death


			Calculation


			The system will apply verification rules to ensure that only the spouse or domestic partner recorded at the time of retirement will be eligible to receive benefits under Option E.


			1





			1.10


			Active & Retired Death


			Calculation


			The system will make an assessment of the death benefit options that the beneficiary or associated payee qualifies for based on requirements for each of the options.


			1





			1.11


			Active & Retired Death


			Calculation


			The system will calculate and refund all remaining accumulated employee contributions and interest to the surviving spouse or domestic partner of a member receiving a disability benefit at the time of death.


			1





			1.12


			Active & Retired Death


			Calculation


			The system will calculate and refund the remaining accumulated employee contributions and interest to an alternate payee only if the flag has been set to indicate that the spouse or domestic partner had a signed waiver in place with SCERS prior to the member’s death.


			1





			1.13


			Active & Retired Death


			Calculation


			The system will process the refund of contributions and interest to the surviving spouse or domestic partner as either a single lump sum payment or in installment payments for a period not to exceed five years.


			1





			1.14


			Active & Retired Death


			Calculation


			The system will reduce the amount paid to a beneficiary or a surviving spouse by payments made to an alternate payee under a court or department order.


			1





			1.15


			Active & Retired Death


			Calculation


			The system will provide an option for the calculation and payment of a lump sum refund of all employee contributions and interest on deposit with SCERS at the time of the member’s death, payable to the beneficiary or estate.


			1





			1.16


			Active & Retired Death


			Calculation


			The system will provide additional active member death payment options to the spouse or domestic partner if the member had ten or more years of service at the time of death:


1. Pay out a benefit equal to what the member would have received under the provisions of Retirement Option E on the day of death, or


2. A cash payment, not to exceed 50 percent of total employee contributions and interest, and a monthly retirement benefit that is proportionately reduced by the amount of the cash withdrawal.


			1





			1.17


			Active & Retired Death


			Calculation


			The system will provide the user with ability to make active member death payment to an heir who would inherit if the estate were probated, such as a surviving spouse named under a community property agreement or in the member's will.


			1





			1.18


			Active & Retired Death


			Calculation


			The system will allow for the death benefit to be allocated to multiple beneficiaries according to percentages established in the beneficiary table.


			1





			1.19


			Active & Retired Death


			Calculation


			The system will allow for the death benefit to be reduced to compensate for a benefit overpayment made to the same beneficiary


			1





			1.20


			Active & Retired Death


			Calculation


			The system will prohibit the setup of any benefit other than a refund of the member’s contributions and interest if an active member dies and does not leave an eligible surviving spouse/domestic partner or minor child.


			1





			1.21


			Active & Retired Death


			Calculation


			The system will apply taxability rules to any distribution of funds to a beneficiary or associated payee.


			1





			1.22


			Active & Retired Death


			Calculation


			The system will allow for deductions for any overpayment from amounts to be paid to a spouse, domestic partner, beneficiary, or associated payee.


			1





			1.23


			Active & Retired Death


			Calculation


			The system will calculate and issue a payment of the prorated final retirement payment and any continuance payment based on the date of death. The system will also appropriately move the remaining annuity reserves, if applicable, to the newly created continuance account.


For example, if the retiree dies on December 10, the final retirement payment will be calculated for the 10 days that the retiree was alive during the month of December. If there is a benefit continuance for a spouse, former spouse or other beneficiary, the December amount for that payment will be calculated for the remaining 21 days of December. 


			1





			1.24


			Active & Retired Death


			Benefit Payment


			The system will provide a user with the appropriate security level, with the ability to pay out a death benefit after the application of death benefit deductions in arrears.


			2





			1.25


			Active & Retired Death


			Benefit Payment


			The system will provide the user with ability to make the death benefit payment to an heir who would inherit if the estate were probated, such as a surviving spouse named under a community property agreement or in the member's will.


			2





			1.26


			Active & Retired Death


			Benefit Payment


			The system will provide users with the ability to view all potential benefit options available to a payee based upon eligibility.


			2





			1.27


			Active & Retired Death


			Benefit Payment


			The system will allow the user to set up multiple lump sum payments, not to exceed the total amount available per benefit.


			2





			1.28


			Active & Retired Death


			Benefit Payment


			The system will determine that a refund of contributions is always an option, regardless of the member’s total City service or service credit.


			2





			1.29


			Active & Retired Death


			Benefit Payment


			The system will determine when an overpayment of retirement or disability benefits exists.


			2





			1.30


			Active & Retired Death


			Benefit Payment


			The system will generate an invoice if the amount of overpayment exceeds any amount to be paid out to a spouse, domestic partner, beneficiary, or associated payee.


			2





			1.31


			Active & Retired Death


			Benefit Payment


			The system will allow the user to do a direct deposit reversal. This may apply to situations in which the spouse did not have access to the last benefit check or when there is an overpayment.


			2





			1.32


			Active & Retired Death


			Benefit Payment


			The system will allow the user to put a stop on the last payment.


			2





			1.33


			Active & Retired Death


			Benefit Payment


			The system will provide functionality to post the return of benefit overpayments to the member’s account if the return of the funds is by check rather than reduction of benefits paid out.


			2





			1.34


			Active & Retired Death


			Benefit Payment


			The system will produce lump sum payment files for the City’s financial administration and general ledger system.


			2





			1.35


			Active & Retired Death


			Configurability


			The system will provide the user with the ability to set the total death benefit amount to be paid out to all beneficiaries of participants in the program (currently $2,000). The payment amount will be effective dated, and all historical payment amounts maintained.


			2





			1.36


			Active & Retired Death


			Contribution & Interest


			The system will continue to accrue interest on any accumulated employee contributions and interest that has not been refunded to the surviving spouse or domestic partner during an installment refund period.


			1





			1.37


			Active & Retired Death


			Correspondence


			The system will generate correspondence offering continued participation in the death program to all members receiving disability retirement benefits at a user defined point prior to the member reaching age 60. If the member opts in, the user will set the appropriate system flag and annual deductions will begin as a prorated amount deducted from the benefit check payable immediately after the member’s 60th birthday.


			2





			1.38


			Active & Retired Death


			Correspondence


			The system will allow the user to generate letters, forms, and reports, including but not limited to: 


· Cover letter


· Informational form with all payment amounts and options


· Election forms


· Tax forms


			2





			1.39


			Active & Retired Death


			Member Data


			The system will allow members to designate a beneficiary to receive the refund of member contributions if they die before retiring. 


			2





			1.40


			Active & Retired Death


			Member Data


			The system will link any benefits paid as a result of the death of an active or retired member back to the original member’s record.


			2





			1.41


			Active & Retired Death


			Member Data


			The system will record the following information for the death of an active member: 


· Date of death


· Date of notification


· Identifying party name


· Identifying party contact number


· Contact information for the person who is coordinating the affairs of the member’s estate


The following are some key data elements required for the death of a retired member:


· Member/payee name


· Member /payee SSN or ID number


· Type of death benefit


· Benefit effective date


· Marriage certificate


· Date of death


· Date of notification


· Identifying party name


· Identifying party contact number


· Beneficiary name


· Beneficiary SSN


· Beneficiary relationship


· Beneficiary date of birth


· Beneficiary address


· Beneficiary age 


· Payment method


· Amount (continuance percent)


			2





			1.42


			Active & Retired Death


			Member Data


			The system will allow the member to designate any legal entity with a registered TIN, EID, or SSN as a beneficiary, except in cases where this is not allowed (Option D or E). If a beneficiary other than the spouse is identified, the system will require that a waiver has been signed and recorded.


			2





			1.43


			Active & Retired Death


			Member Data


			The system will allow the user to enter multiple beneficiaries and designate them each a level of succession.


			2





			1.44


			Active & Retired Death


			Member Data


			The system will allow the user to maintain a list of member deaths, to be used as part of the death audit reporting.


			2





			1.45


			Active & Retired Death


			Member Data


			The system will track the history of beneficiary information changes, including effective date start and effective date end, and beneficiary demographic information.


			2





			1.46


			Active & Retired Death


			Member Data


			The system will allow the user to establish multiple beneficiaries for limited pensions.


			2





			1.47


			Active & Retired Death


			Member Data


			The system will allow the user to establish an account under the name of the beneficiary for a lump sum payment.


			2





			1.48


			Active & Retired Death


			Member Data


			The system will allow the user to enter information for a spouse, domestic partner, or other beneficiary and establish a benefit account for the spouse, domestic partner or other beneficiary.


			2





			1.49


			Active & Retired Death


			Member Data


			The system will post annual death benefit deductions contained in the active payroll integration file to the member record.


			2





			1.50


			Active & Retired Death


			Reporting


			The system will provide a reconciliation report for each annual death benefit deduction.


			2





			1.51


			Active & Retired Death


			Reporting


			The system will report on active members who have been on leave at the time the yearly assessment is made or who for other reasons missed the payment and have returned to work later in the year, for the purpose of deducting the yearly assessment when they return.


			2





			1.52


			Active & Retired Death


			Reporting


			The system will produce a detailed member death report for distribution to the Association of Retired Seattle City Employees (ARSCE), giving the user the option to select date of death ranges.


			2





			1.53


			Active & Retired Death


			Tax Reporting


			The system will generate a 1099-R record for each distribution paid to the recipient of a SCERS benefit as a result of the death of a retired member.


			1





			1.54


			Active & Retired Death


			Tax Reporting


			The system will update the year-to-date totals for 1099-R purposes for payments that were processed after the death of the retired member.


			1





			1.55


			Active & Retired Death


			Workflow & Case Management


			The system will provide the user with the ability to set a flag to indicate that a benefits waiver, signed by the member’s spouse or domestic partner, is on file.


			2





			1.56


			Active & Retired Death


			Workflow & Case Management


			The system will ask for verification that the deceased member’s spouse at the time of death is the beneficiary unless the spouse has consented to an alternate beneficiary.


			2





			1.57


			Active & Retired Death


			Workflow & Case Management


			The system will provide functionality to track retired members’ election to participate in the death benefit program, including recording whether a waiver to opt out is on file.


			2





			1.58


			Active & Retired Death


			Workflow & Case Management


			The system will apply an annual retirement payroll deduction to all members who have elected to participate in the death benefit program. The system will provide the user with the ability to easily revise the deduction amount without programming changes.


			2





			1.59


			Active & Retired Death


			Workflow & Case Management


			The system will apply the annual death benefit deduction as a batch function to be executed by a system user.


			2





			1.60


			Active & Retired Death


			Workflow & Case Management


			The system will maintain a checklist of death documentation due from the beneficiary or estate before allowing the payout of the death benefit. 


			2





			1.61


			Active & Retired Death


			Workflow & Case Management


			The system will pay out the death benefit in the amount currently defined as active in the system, to the surviving spouse or domestic partner only if the following conditions have been met:


1. The member has opted into the death benefit program


2. The member has paid the annual death benefit deduction.





			2





			1.62


			Active & Retired Death


			Workflow & Case Management


			The system will pay out the death benefit to an alternate payee only if the flag has been set to indicate that the spouse or domestic partner had a signed waiver in place with SCERS prior to the member’s death.


			2





			1.63


			Active & Retired Death


			Workflow & Case Management


			The system will not apply death benefit annual deductions to members receiving disability retirement benefits prior to reaching the age of 60.


			2





			1.64


			Active & Retired Death


			Workflow & Case Management


			The system will maintain and post active member payroll deductions, taken annually in payment for participation the death benefit program. Participation is mandatory, so a deduction must be posted for all active members. An employee becoming a member of the system during the year shall pay the death benefit assessment fixed for that year if such membership is effective prior to October 1, which assessment shall be collectible by payroll deduction when the first normal contribution is made. Employees becoming members in October, November, and December shall pay only one-half (1/2) of that annual assessment.


			2





			1.65


			Active & Retired Death


			Workflow & Case Management


			The system will have the ability to bypass the member’s designation of succession to his/her benefits if the designated beneficiary waives their right to the benefit. The system must be able to identify any beneficiary who has chosen to waive their right to the benefit. 


			2





			1.66


			Active & Retired Death


			Workflow & Case Management


			The system will provide the ability to open a death tracking case when a date of death has been entered for a member, spouse, or domestic partner. The system will track the case through the stages of processing. The following is a list for illustration, and is not final:


· Date death notification received


· Date death packet mailed


· Date second death packet mailed


· Date beneficiary search established


· Date death benefit paid


· Date lump sum refund paid


· Date limited payroll set up


· Date recurring payroll set up


			2





			1.67


			Active & Retired Death


			Workflow & Case Management


			The system will allow the user to enter tracking information regarding date of mailings and the date documents are received.


			2





			1.69


			Active & Retired Death


			Workflow & Case Management


			The system will track overpayments by identifying payments processed after the death of a retired member as ineligible payments and prorating the amount of the overpayment to include the month in which the member died.


			2





			1.70


			Active & Retired Death


			Workflow & Case Management


			The system will provide the suspense functionality for notification to users when requests for documents go unanswered.


			2





			2.01


			Buy backs


			Accounting


			The system will store an accounts receivable record for the department from whom employer buy back contributions are due.


			2





			2.02


			Buy backs


			Accounting


			The system will generate an invoice for the employer share of the entire buy back amount at the commencement of the buy back agreement. The system will calculate a refund amount in the event that the member does not complete the agreement.


			2





			2.03


			Buy backs


			Calculation


			The system will provide the ability to calculate service, contributions, and interest attributed to the service period being purchased. The contributions to be paid shall be in an amount equal to all of the contributions that would have been made and on account had the member been contributing during the period. Additionally, the member must make payment equal to the interest that would have been credited to the back contributions.


			1





			2.04


			Buy backs


			Calculation


			The system will provide the capability to calculate contributions based on the member’s contribution rate and base salary in effect during the period being purchased.


			1





			2.05


			Buy backs


			Calculation


			The system will apply the appropriate rules governing actuarial buy backs when a user selects one of the following buy back types:


· Buy back of exempt time


· Buy back first six months (up to 1,044 hours for employees hired from 1988 through 1998)


· Purchase up to five years of military service that was prior to City employment 


· Purchase temp time at actuarial cost if the original election window was missed


			1





			2.06


			Buy backs


			Calculation


			The system will calculate the member’s future retirement benefit with and without the time purchased, together with the difference between the two benefit amounts. The result will be displayed on screen and on a service purchase worksheet.


			1





			2.07


			Buy backs


			Calculation


			The system will use the following standard formula to determine the contributions and hours to be posted purchased under the departure buy back rules:


[hourly rate] X [contribution rate] X [hours purchased] 


Hourly rate and contribution rate are those in effect at the present time.


The remaining cost is attributed to actuarial present value and must be viewable as such in the member record.


			1





			2.08


			Buy backs


			Calculation


			The system will calculate contributions subject to departure buy back rules at an amount equal to the present value of the liability incurred by SCERS in crediting the service based upon actuarial assumptions in effect at the time the buy back contract is entered into or amended and the future separation (retirement or termination) date contained in the buy back agreement. 


			1





			2.09


			Buy backs


			Calculation


			The system will provide the capability for a member to make payment for buy back purchase by selecting one of the following options:


· Lump sum payment: this payment option is accepted using post-tax dollars but can also be accepted using pre-tax dollars via direct rollover. Payments are usually submitted by check. 


· Direct rollover: this payment option only accepts pre-tax dollars from tax-qualified plans 


· Installment plan via payroll deductions: this payment option must be set up through the member’s payroll record in EV5. Payments for this option are accepted using post-tax contributions


· Combination: member may use any of the options above.


			1





			2.10


			Buy backs


			Calculation


			The system will provide the ability to recalculate and provide the following options for a member upon termination of employment.


Options provided for buy back contracts that have not been completed when the member terminates:


· Receives pro-rated service


· Refund and cancellation of contract


· Option to pay off remaining balance as a lump sum upon retirement or separation. 


If there is no response, then the agreement will terminate.


			1





			2.11


			Buy backs


			Calculation


			The system will calculate the employer contribution portion for each applicable buy back type, and generate an invoice to the member’s current department. Interest on the employer payment is calculated in the same way as the interest on the member payment. The types of buy backs for which employer contributions are invoiced are:


· Family or medical leave


· Industrial injury


· Military service during City employment (paid within ninety days of return from military leave)


· Missed time and contributions


If the department designation is not populated for the time period being purchased, the system will prompt the user to enter the department name manually.


			1





			2.12


			Buy backs


			Calculation


			The system will be able to perform what-if scenarios for different lump-sum payments or different payroll deduction amounts at any time. 


			1





			2.13


			Buy backs


			Calculation


			The system will give the user the option of terminating a buy back agreement, recalculating the agreement due to additional interest accumulated (and potentially different terms if the new agreement is made after an eligibility window has closed), or allow for a new agreement to be set up for the remaining balance.


			1





			2.14


			Buy backs


			Calculation


			The system will recalculate a buy back based on the new balance due after a down-payment is posted, generating a new agreement and allowing the user to enter new payment parameters while applying the constraint of no more payroll deductions than what remains of the original 260 limit.


			1





			2.15


			Buy backs


			Calculation


			The system will calculate a loan interest financing fee, currently based on the assumed rate of investment return of 7.75 percent, for the life of the buy back agreement. This applies to all buy backs purchased through payroll deductions.


			1





			2.16


			Buy backs


			Calculation


			The system will credit re-deposits of withdrawn contributions and portability re-deposits to member’s account with that portion of the payment equal to the amount previously withdrawn, plus interest at the actuarial assumed rate of investment return, which is currently 7.75 percent. 


			1





			2.17


			Buy backs


			Calculation


			The system will define a buy back type for the purchase of service before membership, limited to six months of service time and available to a limited population of members who meet all three of the following criteria:


· Employees hired between January 1, 1988 and December 31, 1998, 


· Did not contribute to SCERS during their first six (6) months of employment, and 


· Did not receive credit toward retirement for that time.


			1





			2.18


			Buy backs


			Calculation


			The system will apply the following formula to the calculation of the purchase of the first six months of employment before membership:


[benefit calculated with purchased hours]-[benefit calculated without purchased hours]=benefit difference


Then, the lump sum value of the benefit difference is calculated using the current actuarial assumptions for investment return and life expectancy.


			1





			2.19


			Buy backs


			Calculation


			The system will include the premium pay increments of 5 percent upward given to temporary employees as pensionable compensation, and as such it will be included in the calculation of total contributions amount due.


			1





			2.20


			Buy backs


			Calculation


			The system will apply the following formula to calculate buy back of temporary service for those members who opt to become a member within six months of the six-month or five-year eligibility window:


(contributions for temporary hours to be purchased back + contributions for temporary hours to be purchased back on the premium pay (PP) where applicable) + interest (currently 7.75 percent per year applied to all contributions) = final buy back amount


			1





			2.21


			Buy backs


			Calculation


			The system will apply the following calculation rules to the purchase of exempt time:


Determine retirement benefit assuming the time was bought back (using FAS, service + the number of hours for the prior exempt time purchase (less 1,044 initial temp hours) and age) at time of retirement or termination MINUS retirement benefit at time of retirement or termination (using FAS, service without the additional hours for the exempt time purchase and age). Determine the actuarial lump sum value of the difference.


			1





			2.22


			Buy backs


			Calculation


			The system will calculate the cost of family or medical leave based on the base pay rate and contribution rate at the time of leave, amount of earnable hours missed while on leave, and interest applied at the assumed rate of investment return (currently 7.75 percent). Because of interest, the cost increases the longer purchasing time is delayed.


			1





			2.23


			Buy backs


			Calculation


			The system will define a buy back type for medical leave of absence. The cost is calculated based on pay rate at the time of leave and interest is applied at the assumed rate of investment return (currently 7.75 percent).


			1





			2.24


			Buy backs


			Calculation


			The system will apply accrued interest, currently at 7.75 percent, from the leave period through the completion of the buy back agreement.


			1





			2.25


			Buy backs


			Calculation


			The system will recognize industrial time-loss as eligible service time for buy back. Within a specific pay period, the service time earned plus the time bought back cannot exceed eighty hours. There is no cap on the total time that can be bought back, and it may be bought at any time during a member’s employment. The City will continue to pay a portion of the employees’ compensation, and contributions will be made to SCERS on this portion. 


			1





			2.26


			Buy backs


			Calculation


			The system will use the member’s base rate to calculate the number of service hours purchased with the City’s contribution. However, the portion paid by the state will be designated as industrial time-loss and is eligible for purchase. The cost is calculated based on pay rate at the time of leave and interest is applied at the assumed rate of investment return (currently 7.75 percent).


			1





			2.27


			Buy backs


			Calculation


			The system will define as eligible for buy back, up to five years of creditable service upon their retirement or resignation. This buy back is calculated at the actuarial cost and payable in one lump sum when they retire or resign. The calculation is the same as for the initial six-month period buy back.


			1





			2.28


			Buy backs


			Calculation


			The system will provide the capability to refund partial payments of a redeposit.


			1





			2.29


			Buy backs


			Calculation


			The system will apply the following formula for the calculation of re-deposit buy backs made during the two year window:


Amount withdrawn, date withdrawn, date of purchase/redeposit => original withdrawal amount with interest for the amount withdrawn for the time period of date of purchase minus date of withdrawal = redeposit amount.


			1





			2.30


			Buy backs


			Calculation


			The system will allow for the redeposit of a set amount of hours or contributions plus interest.


			1





			2.31


			Buy backs


			Calculation


			The system will calculate fixed amount or fixed service time purchased by applying the following formulas:


Fixed amount:


1. First calculate total re-deposit amount for the total time as amount withdrawn, date withdrawn, date of purchase/redeposit => amount withdrawn with interest for the amount withdrawn for the time period of date of purchase minus date of withdrawal = redeposit amount.


2. (fixed amount)/(total redeposit amount from step 1)*total service credit=service credit to be purchased


Fixed service time:


1.	First calculate total re-deposit amount for the total time as described above


2. 	(fixed service time)/(total service time available for purchase)*total redeposit amount from step 1=total cost of fixed service credit to be purchased


			1





			2.32


			Buy backs


			Calculation


			The system will provide the capability to generate reimbursement of overpayment on a buy back agreement, or in the event of cancellation of a service purchase contract and amount of service purchased if applicable.


			1





			2.33


			Buy backs


			Calculation


			The system will provide the capability to credit service amounts incrementally throughout the terms of the contract, without rounding issues resulting in fractional differences as payment is made.


			1





			2.34


			Buy backs


			Calculation


			The system will apply the rules associated with the purchase of qualified military leave time if the member returns to City service within ninety days of the termination of military leave. The cost is calculated based on the member’s pay rate at the time of leave and interest is applied at the assumed rate of investment return (currently 7.75 percent per year).


			1





			2.35


			Buy backs


			Configurability


			The system will provide the capability to define the calculation rules for all aspects of buy backs.


			2





			2.36


			Buy backs


			Configurability


			The system will provide the capability to maintain eligibility parameters and business rules for calculating each type of buy back without the need for programming changes.


			2





			2.37


			Buy backs


			Configurability


			The system will have a contribution rate table containing member contribution rates that are applicable. These rate tables will maintain all historical rates, defined by ‘date from’ and ‘date to’ parameters.


			2





			2.38


			Buy backs


			Configurability


			The system will provide the capability to define validation rules for purchase of service credit.


			2





			2.39


			Buy backs


			Correspondence


			The system will provide the capability to generate and edit a denial letter if the member is not eligible to make the requested purchase of service.


			2





			2.40


			Buy backs


			Correspondence


			The system will generate a payment completion / incomplete / in error letter when:


· A final payment has been made to a buy back agreement based on payroll deductions;


· A lump sum payment amount has been entered that varies from the agreement total amount.


The user will have the ability to select condition-specific language to populate the letter and in the case of a lump sum variance, will be given the option of producing the letter and the ability to override pre-populated dollar amounts.


			2





			2.41


			Buy backs


			Data


			The system will store both historical and current employer contribution rates.


			2





			2.42


			Buy backs


			Data


			The system will recognize the following employee designations / service types as belonging to temporary employees, and therefore subject the temporary service buy back rules: 


· TES: temporary employment service (should not be longer than one year), eligible for membership and buy back once requirements are met


· Term limited: limited term employees are typically employed up to three years, and are used a lot for project managers and IT project focused projects. These employees receive benefits therefore the premium pay does not apply to these. Eligible for membership and buy back once requirements are met


· Intermittent employees


· Work studies: not eligible / not pensionable


· Interns: not eligible / not pensionable


			2





			2.43


			Buy backs


			Data


			The system will provide the user with the ability to restore the membership date/entry date to the original membership date once the redeposit was completed.


			2





			2.44


			Buy backs


			Data


			The system will provide the capability to record and maintain a table of retrospective and prospective interest factors to be used in the calculation of service purchase costs.


			2





			2.45


			Buy backs


			Data


			The system will provide the capability to record and maintain records of service purchase agreements in the member record, including, but not limited to the following examples:


· Agreement number


· Service purchase type


· Tier / plan for service purchase


· Staff id of the person who processed the respective service purchase


· Service period being purchased (at the level of hours for individual pay periods)


· Effective date of agreement


· Status [active, paid, cancelled, pending]


· Status date


· Payment option (lump sum/installments/pretax/post tax)


· Total city service/service credit purchased


· Total service purchased to date


· Total contributions due


· Total interest due


· Total loan interest due


· Total actuarial present value due


· Total purchase cost 


· Contributions to date


· Total interest due by contribution type


· Total purchase cost


· Total pre-tax payments received


· Total post-tax payments received 


· Remaining balance due


· Balance due effective date


· Payment history 


· Payment schedule with amortized interest and principal to be applied each pay period


			2





			2.46


			Buy backs


			Data


			The system will provide the capability to track and link payments and service with a particular buy back agreement.


			2





			2.47


			Buy backs


			Eligibility


			The system will provide the ability to determine a member’s eligibility to purchase service time by testing the member’s record against the eligibility parameters for the type of service purchase selected.


			1





			2.48


			Buy backs


			Eligibility


			The system will provide the capability to generate an error message to users if a member is not be eligible to purchase service credit. With the appropriate level of security, this error may be overridden.


			1





			2.49


			Buy backs


			Eligibility


			The system will open a six-month eligibility window for the purchase of temporary service for six months after the accumulation of 1,044 hours of continuous compensated straight-time service (i.e., the equivalent of six months of service). For temporary employees, continuous straight-time service is defined as any service accrued without any break in service that is greater than twelve months.


			1





			2.50


			Buy backs


			Eligibility


			The system will open a six-month eligibility window for the purchase of temporary service for six months after the accumulation of 10,440 hours of continuous compensated straight-time service (i.e., the equivalent of five years of service). 


			1





			2.51


			Buy backs


			Eligibility


			The system will consider a member eligible to purchase temporary service if the member is appointed to a permanent full-time or part-time position after completing 1,044 hours of temporary service, but before 10,440 hours of temporary service, without a break in service. The member must make this purchase within six months of joining the retirement system.


An employee who becomes a member of the retirement system prior to completing 1,044 hours (six months) of compensated straight-time service is not eligible to buy back that portion of service time prior to membership.


			1





			2.52


			Buy backs


			Eligibility


			They system will apply actuarial buy back rules to those members who do not opt to become members within the temporary service buy back windows, as long as there has been no break in service. The service credit the employee may purchase does not include the first 1,044 hours of service. The system will apply the following formula to these buy backs:


Determine retirement benefit assuming the time was bought back (using FAS, service + the number of hours for the temp time purchase (less 1,044 initial temp hours) and age) at time of retirement or termination MINUS retirement benefit at time of retirement or termination (using FAS, service without the additional hours for that purchase and age). Take the difference and determine the actuarial lump sum of the value.


			1





			2.53


			Buy backs


			Eligibility


			The system will store the designation of exempt service time, eligible for purchase prior to an exempt employee opting to join SCERS.


			1





			2.54


			Buy backs


			Eligibility


			The system will recognize exempt service time as eligible for purchase, and will apply the actuarial buy back rules to these purchases.


			1





			2.55


			Buy backs


			Eligibility


			The system will accurately determine time that can be bought back based on the different leave codes and to identify to which pay periods this time applies. Currently the active payroll feed does not gather all of this information so the system vendor must work with SCERS to determine which information can be gathered from the EV5 system for the transmittal file and provide for manual workarounds or overrides or other integration solutions in case the transmittal file cannot include that information due to cost or system constraints. 


The new system must also generate appropriate warnings if the employee status changes so that SCERS staff can validate if the appropriate leave status was chosen and approved.


			1





			2.56


			Buy backs


			Eligibility


			The system will recognize family medical leave time as eligible for purchase at any time during a member’s employment.


			1





			2.67


			Buy backs


			Eligibility


			The system will recognize military service during membership as eligible for buy back purchase if the member returned to City service within 90 days of termination of their military leave.


			1





			2.58


			Buy backs


			Eligibility


			The system will provide the capability to track contribution withdrawals and to use withdrawal information in the calculation of re-deposits.


			1





			2.59


			Buy backs


			Eligibility


			The system will allow as eligible re-deposits made after the two year window, but must redeposit the whole or portion of the amount withdrawn plus yearly interest using either the actual investment return or the assumed rate of investment return, whichever was higher during the which the interest is being calculated. For members initiating re-deposits more than two years after their rehire date, the difference between the payment made and the payment that would have been made had the assumed investment return been used as the interest rate does not accrue to the member’s account.


			1





			2.60


			Buy backs


			Eligibility


			The system will provide the capability to record the verification of a member’s employment and record a member’s service at eligible portability agencies.


			1





			2.61


			Buy backs


			Eligibility


			The system will define as eligible service for purchase, the re-deposit of withdrawn contributions by those members who do so within two years of employment of by a portable (reciprocal) agency.


			1





			2.62


			Buy backs


			Eligibility


			The system will define as eligible service for purchase, the re-deposit of withdrawn contributions by those members who do so after two years of employment by a portable (reciprocal) agency, but will apply a potentially higher rate of interest. Specifically, during each calendar year of the interest period the system will charge the assumed rate of investment return or the actual rate of return, whichever is higher.


			1





			2.63


			Buy backs


			Eligibility


			The system will provide the capability to maintain and credit multiple service purchase contracts concurrently.


			1





			2.64


			Buy backs


			Member Data


			The system will store a future separation date field. Contents of this field will be only be used to verify eligibility to purchase those buy backs designated as subject to actuarial buy back rules, and for the calculation of benefit estimates.


			2





			2.65


			Buy backs


			Member Data


			The system will provide the capability to record and maintain financial institution data if the member selects rollover or transfer as the payment option.


			2





			2.66


			Buy backs


			Member Data


			The system will provide the capability to record and maintain history of payment plan details and interest rate. 


			2





			2.67


			Buy backs


			Member Data


			The system will provide the capability to record the payment option selected by the member.


			2





			2.68


			Buy backs


			Member Data


			The system will provide the capability to post service purchase payments that are transmitted with payroll contributions by the plan sponsors for the applicable payroll period.


			2





			2.69


			Buy backs


			Member Data


			The system will display in the member record the number of payroll deductions taken, and the number remaining on a buy back agreement.


			2





			2.70


			Buy backs


			Member Data


			The system will allow the posting of a down-payment lump sum amount at any point during the life of a buy back purchase. 


			2





			2.71


			Buy backs


			Member Data


			The system will provide the capability for the member to keep the service hours that have been purchased and posted if the member retires or terminates prior to completing the purchase of service credit through a buy back, and pay off the rest of the contract in a lump sum payment.


			2





			2.72


			Buy backs


			Member Data


			The system will provide the capability to credit all service purchase payments to the member, including service time, contributions, interest and loan interest, if the member retires or terminates prior to completing the buy back agreement. If a redeposit is made after the two-year window, a portion of the interest is not credited to the member account.


			2





			2.73


			Buy backs


			Member Data


			The system will provide the capability to maintain member’s original entry date regardless of the purchase of prior service. 


			2





			2.74


			Buy backs


			Member Data


			The system will provide an authorized user with the proper security the capability to override or add previous membership information such as service credit or membership dates.


			2





			2.75


			Buy backs


			Member Data


			The system will maintain a history of all buy back occurrences in a members’ record. This history must contain all related data elements associated with the buy back agreement.


			2





			2.76


			Buy backs


			Member Data


			The system will provide the ability to enter in an adjusted membership entry date in the event that the member’s entry date is different from their original entry date.


			2





			2.77


			Buy backs


			Member Data


			The system will provide the capability to track buy back agreement payments, regardless of type or purchase option.


			2





			2.78


			Buy backs


			Member Data


			The system will store buy back worksheets in the member record. If a buy back agreement is confirmed for a worksheet, that worksheet is updated with the unique agreement number.


			2





			2.79


			Buy backs


			Member Data


			The system will be able to post incremental service purchase payments and associated service time for all service purchase types.


			2





			2.80


			Buy backs


			Member Data


			The system will provide the ability to manually post service purchase contract payments without associated service. This function will be limited according to user security designation.


			2





			2.81


			Buy backs


			Member Data


			The system will provide the ability to post service purchase payments that are transmitted with payroll contributions from the EV5 payroll system for the applicable payroll period. 


			2





			2.82


			Buy backs


			Member Data


			The system will provide the capability to suspend service purchase payments.


If a member takes an approved leave without pay, purchase of service payments (pre-tax or post-tax) will be placed on hold automatically until the member returns to work and is once again on payroll. 


			2





			2.83


			Buy backs


			Member Data


			The system will provide the ability to adjust an existing service contract in the event that the original set-up terms were entered incorrectly.


			2





			2.84


			Buy backs


			Member Data


			The system will provide the capability to manually post service time to member records with proper authorization and auditing.


			2





			2.85


			Buy backs


			Member Data


			The system will provide the capability to identify service in the member record that is attributed to a service purchase.


			2





			2.86


			Buy backs


			Member Data


			The system will provide the capability to validate that the new buy back agreement number is not identical to one that is already in the system when modifying a contract. All buy back agreement numbers must be unique.


			2





			2.87


			Buy backs


			Member Data


			The system will allow the user to manually enter a buy back for a member.


			2





			2.88


			Buy backs


			Member Data


			The system will import and store all designated payroll data for all active members through the active payroll import process. All parameters necessary to produce a buy back calculation are to be imported, stored and auditable in the system.


			2





			2.89


			Buy backs


			Reporting & Forms


			The system will generate buy back worksheets for actuarial buy backs using the actuarial assumptions in place at the time that the worksheet is generated. The actual amount used in an associated buy back agreement will be the assumptions in place at the time of retirement, if different.


			2





			2.90


			Buy backs


			Reporting & Forms


			The system will provide the capability to generate and edit all worksheets, agreements, forms, and correspondence associated with buy backs prior to printing and mailing.


			2





			2.91


			Buy backs


			Reporting & Forms


			The system will provide the ability to view and print service purchase reports, including:


· Transmittal exceptions report


· Zeroing out contracts report


· Detailed report for an individual member


· Detailed report of all active (outstanding) service purchase agreements


· Detailed report of all delinquent service purchase payments


· Detailed report of members with a remaining balance due after the allowable number of payments has been posted


The system will provide the capability to generate a report to ensure that service purchase amounts can be double-checked and recalculated if necessary.


			2





			2.92


			Buy backs


			Reporting & Forms


			The system will provide the capability to generate a warning and a report if member returns from a leave, to let staff know that there are outstanding payroll deductions that may qualify for purchase.


			2





			2.93


			Buy backs


			Reporting & Forms


			The system will provide the capability for the buy back calculator to issue a service purchase worksheet. The worksheet will display all critical calculations and payment plan amounts.


			2





			2.94


			Buy backs


			Reporting & Forms


			The system will generate service purchase worksheets with “what if” scenarios, based variations in payment option, amount of time being purchased, and duration of pay-off period.


			2





			2.95


			Buy backs


			Reporting & Forms


			The system will provide the capability to generate a cost worksheet, payment election form, buy back agreement, and cover letter to the member detailing options for purchase of service, including but not limited to:


· Length of service purchased


· Dates of service purchased


· Options to pay


· Total cost for each option


· Buy back rules according to type of service purchase


			2





			2.96


			Buy backs


			Reporting & Forms


			The system will provide the capability to issue a buy back agreement, specific to individual and type of purchase, based on the results generated in a service purchase worksheet.


			2





			2.97


			Buy backs


			Tax Reporting


			The system will provide the ability to issue a 1099-R in the event that the member receives a refund of buy back purchase contributions.


			2





			2.98


			Buy backs


			Usability


			The system will provide the ability to access the service purchase calculator from within the member record.


			1





			2.99


			Buy backs


			Validation


			The system will provide an error message and prevent further processing if the separation date precedes the buy back agreement date.


			2





			2.100


			Buy backs


			Validation


			The system will verify that a member’s employment status is active when the user selects one of the buy back types subject to actuarial buy back rules. If the member employment status is not active, a warning message should be given.


			2





			2.101


			Buy backs


			Validation


			The system will prevent the user from selecting payroll deduction as a payment option for a buy back subject to actuarial buy back rules. Only lump sum or rollover will be allowed as a payment type.


			2





			2.102


			Buy backs


			Validation


			The system will validate incoming payroll deductions and generate appropriate warning and errors if the amounts do not match the current records (expected deduction amount) in the system.


			2





			2.103


			Buy backs


			Validation


			The system will enforce the following rules for payroll deductions:


· The minimum payroll deduction amount is $25 per pay period.


· The maximum number of pay periods that a buy back agreement may extend is 260 (ten years).


			2





			2.104


			Buy backs


			Validation


			The system will identify missing payroll deductions as a part of the active payroll posting process, and mark them as exceptions on a payroll exceptions report. The exception type must be clearly identified as missing buy back deduction.


			2





			2.105


			Buy backs


			Validation


			The system will recognize the City payroll leave of absence code to correctly validate the total number of family or medical leave hours in a given calendar year that will be eligible for purchase. 


			2





			2.106


			Buy backs


			Validation


			The system will generate a warning to the user when an active payroll has been posted with a change in employee status from military leave of absence back to active employee.


			2





			2.107


			Buy backs


			Validation


			The system will provide a flag to indicate that an honorable discharge status has been confirmed. The buy back agreement cannot be executed unless that flag has been marked.


			2





			2.108


			Buy backs


			Validation


			The system will provide the capability to restrict redeposit amounts to service previously withdrawn.


			2





			2.109


			Buy backs


			Validation


			The system will validate that to qualify for the calculation formula described in requirement 9.70, the redeposit buy back agreement must be executed within two years of the member’s rehire date.


			2





			2.110


			Buy backs


			Validation


			The system will provide the capability to apply rules for purchase of back contributions (also known as missed contributions) due to a payroll error. 


			2





			2.111


			Buy backs


			Validation


			The system will provide reports to reconcile and verify buy back payments and identify missed payments.


			2





			2.112


			Buy backs


			Validation


			The system will provide a validation check when the user is entering buy back parameters into the system based on criteria for the input fields.


			2





			2.113


			Buy backs


			Workflow & Case Management


			The system will provide workflow and case management functionality such that the steps necessary to complete a buy back worksheet, contract and associated correspondence will be defined and tracked from generation through to signature and implementation.


			2





			3a.01


			Monthly Payroll


			Benefit Payment


			The system will have robust and industry-standard monthly retiree payroll functionality to complete monthly retiree, associated payee, and lump sum payroll processing at SCERS. 


			2





			3a.02


			Monthly Payroll


			Benefit Payment


			The system will assign monthly payroll pay dates (check and ACH dates) according to the following rules:


· Benefits made by direct deposit and paper checks are payable on the last day of the month. 


· If the last day falls on a Saturday, the payment date is the last business day of the month. If it falls on a Sunday, the payment date is the first business day of the next month.


· If it falls on a holiday, the pay date is the previous business day.


			2





			3a.04


			Monthly Payroll


			Benefit Payment


			The system will mark checks as “stale dated” after thirty days if they have not been cashed.


			2





			3a.05


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to use date driven adjustments, deductions and credits in order to automatically start and automatically terminate date-driven pay items.


			2





			3a.06


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to designate the priority of payment deductions as they appear on the checks or direct deposit statements.


			2





			3a.07


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to establish deductions (adjustments) to the gross pay. The deductions should be set up as pay lines separate from the gross pay line amount.


			2





			3a.08


			Monthly Payroll


			Benefit Payment


			The system will calculate and enforce Option F, the temporary annuity associated with social security. The system will produce warning reports and also have the ability to automatically reduce the benefits for applicable members.


			2





			3a.09


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to specify the adjustment dollar amount, if one has not already been defined for that specific adjustment.


			2





			3a.10


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to specify the effective date from and as needed, the termination date for any specific adjustment assigned to a member.


			2





			3a.11


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to process benefit repayments in case a payment needs to be returned to SCERS, including automatically producing the required G/L transactions with the associated repayment.


			2





			3a.12


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to enter lump-sum payments or payroll deduction for overpayments to members. The system should recognize if the adjustment is a single one time only adjustment or recurring, and provide warnings accordingly. The new PAS should have the ability to allow for retroactive adjustments for overpayments and underpayments, and in case of a payroll deduction must allow for properly accounting for tax liabilities / 1099-R earnings as well. When retroactive adjustments cross tax years, they must identify income already taxed in a previous year (these adjustments may require issuance of a revised 1099-R). These adjustments need to be properly apportioned to the correct general ledger accounts.


			2





			3a.13


			Monthly Payroll


			Benefit Payment


			The system will be able to store and apply up to fifteen (15) payment types. Payment types include, but are not limited to the following examples:


· Gross


· City portion (pension)


· Contribution portion (annuity)


· COLA


· Temporary annuity


· Ad hoc


· Lump sum


			2





			3a.14


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to generate adjustments globally, applying them to members’ records when certain global transactions are executed. 


			2





			3a.15


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to globally terminate a specific adjustment for all members who currently have that adjustment, by end dating it at the administration level. The system should automatically change the adjustment status from active to terminated, and cease the application of the adjustment to all payrolls subsequent to the termination date.


			2





			3a.16


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to record and store all lump sum, manual and monthly payroll batch transaction and payment details.


			2





			3a.17


			Monthly Payroll


			Benefit Payment


			The system will provide the ability for checks or EFT advices to use foreign addresses.


			2





			3a.18


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to redirect a check or payment to an additional payee name. (e.g., in the case a payment must be renamed to an estate or to a guardian on behalf of a dependent.) 


This functionality is limited to authorized end users only (controlled by the system administrator and via system security settings).


			2





			3a.19


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to use date parameters to specify the effective and termination dates of deduction types at both a global and individual level. This means that death benefit plans could be assigned to individuals in advance of their being effective for a future date.


			2





			3a.20


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to issue payroll to a member for more than one plan, tier, or category.


			2





			3a.21


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to produce separate ACH and check files after payroll is posted.


			2





			3a.22


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to allow end users to produce payment transmittal files (for direct deposit) or actual checks. 


			2





			3a.23


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to sort output of checks and EFT advices in a configurable order.


			2





			3a.24


			Monthly Payroll


			Benefit Payment


			The system will provide the ability for checks or EFT advices to be flagged and for those payments to be printed separately, even if they were posted at the same time as everything else in a monthly payroll.


			2





			3a.25


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to insert global messages on check stubs. 


			2





			3a.26


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to produce check and direct deposit advices that have the information provided currently, at a minimum.


			2





			3a.27


			Monthly Payroll


			Optional


			The system will provide the ability for direct deposit accounts to first produce a pre-note record and a separate check if the member's account setup does not occur prior to the creation of a separate pre-note file. Upon creation of the separate check, the member's record then switches to direct deposit record for subsequent payrolls.


			4





			3a.28


			Monthly Payroll


			Optional


			The system will provide the ability to generate a pre-note file as output that can be imported by other banking systems to pre-authorize direct deposits.


			4





			3a.29


			Monthly Payroll


			Optional


			The system will provide the capability to import a bank’s payroll output file into the PAS. 


			4





			3a.30


			Monthly Payroll


			Optional


			The system will provide the capability to provide payment information to an outsourced payroll processor.


			4





			3a.31


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to run a lump sum payroll trial where a group or individual receiving a non-recurring benefit is selected. Ability to have up to twenty types of non-recurring payments indicated.


Non-recurring payments include, but are not limited to:


· Termination withdrawals


· Miscellaneous refunds


· Contribution refunds if no beneficiaries are entitled to benefit


· Lump sum refund due to member death


· Retroactive benefit


			2





			3a.32


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to produce manual payments that tie back to member's account information, payroll history, YTD, and LTD totals.


			2





			3a.33


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to run a manual payroll where one or more new payees are selected. Once the first checks have been issued, these retirees must be included as part of the normal monthly payroll run. 


			2





			3a.34


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to reissue payments with modified non-financial parameters of original payment, such as:


· Payee name and address


· Payment check date


· Payment financial institution (for both rollovers or for ACH records)


			2





			3a.35


			Monthly Payroll


			Benefit Payment


			The system will provide the ability and option to the end user of paying out retroactive portions upon resumption of suspended benefit payments.


			2





			3a.36


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to cancel and reissue payments at the individual payee level. Reissued payments should tie back to original canceled payments inclusive of all adjustments and withholdings in order to maintain constructive receipt for YTD purposes. This function must be available to users throughout the year and without restriction of calendar year changes through the period for which the payments are being reissued.


			2





			3a.37


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to reverse payroll transactions upon the cancellation or repayment of a previously issued benefit payroll check. Note that the reversal must also flow through to the general ledger.


Payroll reversals will include the following payroll types:


· Monthly


· Lump sum


· Manual


· Vendor


			2





			3a.38


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to re-run a payroll trial, replacing previous trials and including all transactions in queue. Payroll trials shall include the following payroll types:


· Monthly


· Lump sum


· Manual


· Vendor


			2





			3a.39


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to identify payroll status (e.g., trial, final/posted) for each type of payroll run.


			2





			3a.40


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to run independent payroll runs for the (recurring) monthly payroll and lump-sum (non-recurring) payroll. These processes must be self-contained; however, the overall activities affecting vendor payroll must be incorporated into the vendor payroll activity as applicable/appropriate.


			2





			3a.41


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to prorate partial month benefit deductions or adjustments.


			2





			3a.42


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to automatically compute retroactive benefits and add to the monthly benefit, if the benefit is set up in arrears.


			2





			3a.43


			Monthly Payroll


			Benefit Payment


			The system will provide the ability for the user to have control over the payment date that is printed on payments. 


			2





			3a.44


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to store unique direct deposit trace numbers, not just unique at the payroll batch level.


			2





			3a.45


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to suspend payments for a payee. When a suspended payment is resumed, the system will automatically pay out in the next monthly payroll process all additional retroactive amounts and provide corresponding reporting to notify users of such payments. The system will allow for the retroactive amounts to be paid as one lump amount or as recreated individual benefit payments as applicable.


			2





			3a.46


			Monthly Payroll


			Benefit Payment


			The system will provide the ability of system to handle net payments of $0 so long as gross distribution of payment is greater than $0. While $0 net payments should not produce an actual payment, a payment record should be generated in the member's account and this transaction should be reported.


			2





			3a.47


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to insert individual member-level messages on a check stub or direct deposit statement.


			2





			3a.48


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to process multiple payments per member in the case member receives multiple benefits. One example would be where a member has a retirement benefit and also a continuance from a deceased spouse.


			2





			3a.49


			Monthly Payroll


			Benefit Payment


			The system will provide the ability to run multiple payroll trials for lump sum, manual and monthly payroll. The prior trial payroll run must be overwritten, updated, or purged from the system when a new trial payroll is run.


			2





			3a.50


			Monthly Payroll


			Benefit Payment


			The system will push or make available direct deposit advices or payment details to the member web portal, so that payees can view their statements online.


			2





			3a.51


			Monthly Payroll


			Benefit Payment


			The system will have no ‘lock out’ periods associated with payroll, during which users cannot input payroll-related data into the PAS.


			2





			3a.52


			Monthly Payroll


			Benefit Payment


			The system will provide functionality to automatically suspend payments for beneficiaries or spouses who meet certain criteria (such as aging out, or depletion of ACWI). 


			2





			3a.53


			Monthly Payroll


			Compliance


			The system will provide functionality that is compliant with IRC 401(a) 9 Required Minimum Distributions. It will ensure that users are alerted to all members, active and inactive, who are approaching age 70 ½ but for whom required minimum distribution of benefits have not commenced.


			1





			3a.54


			Monthly Payroll


			Compliance


			The system will have alerts to ensure staff members are aware when active members may be approaching 70 ½ years of age.


			1





			3a.55


			Monthly Payroll


			Compliance


			The system will apply minimum distribution rules to alert users to member’s surviving spouse and beneficiary distribution requirements as follows:


If the member dies before benefit distribution begins, the member’s retirement benefits must begin to be distributed no later than as follows:


· If the member’s surviving spouse is the member’s sole designated beneficiary, then distributions to the surviving spouse will begin by December 31 of the calendar year immediately following the calendar year in which the member died, or by December 31 of the calendar year in which the member would have attained age 70 ½.


· If the surviving spouse is not the member’s sole designated beneficiary, then distributions to the designated beneficiary will begin on December 31 of calendar year immediately following the calendar year in which the member died.


· If there is no designated beneficiary as of September 30 of the year following the year of the member’s death, the member’s entire interest will be distributed by December 31 of the calendar year containing the fifth anniversary of the member’s death.


			1





			3a.56


			Monthly Payroll


			Compliance


			The system will provide the ability to flag individual payees that have 415(b) limited benefits, and to store individual limits in member's accounts. 


The system will provide the ability to track YTD 415(b)-applicable benefit payout amounts against this limit. 


			1





			3a.57


			Monthly Payroll


			Compliance


			The system will provide the ability to track cumulative YTD totals for 415(b) limit purposes.


			1





			3a.58


			Monthly Payroll


			Compliance


			The system will provide the ability to create and flag adjustments as applicable for 415(b) limits or not. This flagging should be available to authorized users only, controlled by a system administrator and via system security settings.


			1





			3a.59


			Monthly Payroll


			Configurability


			The system will provide the ability to program all tax options into the system. Tax tables must be user-configurable. 


			2





			3a.60


			Monthly Payroll


			Configurability


			The system will provide an authorized user with a means to update vendor rate tables, while maintaining complete history.


			2





			3a.61


			Monthly Payroll


			Configurability


			The system will store vendor rate tables, including effective date and termination date. Rate tables will define multiple plans and multiple rate structures per plan. 


			2





			3a.62


			Monthly Payroll


			Configurability


			The system will provide the ability to create a vendor record and associated deduction codes. The user must be able to designate the deduction type (after tax, before tax) and to designate whether the deduction is based on a set deduction amount, individual or table driven.


			2





			3a.63


			Monthly Payroll


			Configurability


			The system will allow future-dated adjustments. 


			2





			3a.64


			Monthly Payroll


			Correspondence


			The system will provide the ability to produce a letter to a potential retiree with information on individual safe harbor amounts. 


			2





			3a.65


			Monthly Payroll


			Member Data


			The system will provide the ability to display all adjustments applied to a member’s payroll on the check stub and statement.


			2





			3a.66


			Monthly Payroll


			Member Data


			The system will provide the ability to store and view all adjustments applied to an individual member’s record, including the history of adjustments that have been terminated.


			2





			3a.67


			Monthly Payroll


			Member Data


			The system will provide the ability to maintain payment history for the entire lifetime of member's effective benefit.


			2





			3a.68


			Monthly Payroll


			Member Data


			The system will store payment history and will provide the ability for a user to view detail information payment by payment. 


			2





			3a.69


			Monthly Payroll


			Member Data


			The system will provide the ability to store multiple benefits historically with payment stream for each tracked separately.


			2





			3a.70


			Monthly Payroll


			Member Data


			The system will provide the ability to view the calculated recurring benefit amounts on screen. In essence, the end user should be able to see the details of an entire regular, full-month payment based on current settings and be able to view what the check detail looks like.


			2





			3a.71


			Monthly Payroll


			Member Data


			The system will provide the ability to record and display the following information for each adjustment in the member record:


· Status (active, terminated)


· User ID


· Status date


· Amount


			2





			3a.72


			Monthly Payroll


			Member Data


			The system will provide the ability to assign multiple addresses to a member account and to allow the end user to assign different address types to such things as: 


· Check/EFT statement address


· Home Address


· Correspondence address


The system will have the ability to default to one address type. The address field should have lines for multiple recipient names (i.e., C/O [name])


			2





			3a.73


			Monthly Payroll


			Member Data


			The system will provide the ability to produce separate financial institution name and address for mailing to financial institution for rollovers (in addition to member mailing address).


			2





			3a.74


			Monthly Payroll


			Member Data


			The system will provide the ability to view the member’s current contribution balance by contribution type (i.e., pre- and post-tax contribution) as defined by SCERS. In cases of retiree accounts, the PAS will display the starting and declining contribution balances.


			2





			3a.75


			Monthly Payroll


			Member Data


			The system will provide the ability to store recalculated benefits historically with effective and termination dates archived in order to trace payment history to specific calculations.


			2





			3a.76


			Monthly Payroll


			Reporting & Forms


			The system will provide the ability to report on adjustments applied in a given pay period, with the user able to select one, multiple, or all adjustments for reporting.


			2





			3a.77


			Monthly Payroll


			Reporting & Forms


			The system will provide a simple summary of payments for each payroll encompassing the item counts for direct deposits and checks issued for each individual payroll batch.


			2





			3a.78


			Monthly Payroll


			Reporting & Forms


			The system will provide the ability to produce ACH transaction detail, summary, exception, and failure reports. 


			2





			3a.79


			Monthly Payroll


			Reporting & Forms


			The system will provide the ability to produce check issuance detail, summary, and exception reports by member and bank.


			2





			3a.80


			Monthly Payroll


			Reporting & Forms


			The system will provide the ability to produce payroll totals detail, summary, and exception reports by payroll type.


			2





			3a.81


			Monthly Payroll


			Reporting & Forms


			The system will provide the ability to produce vendor payroll total detail, summary, and exception reports by vendor, vendor invoice, agency, and bank.


			2





			3a.82


			Monthly Payroll


			Reporting & Forms


			The system will provide the ability to run all payroll reports on trial payroll batches for the following payroll types:


· Monthly


· Lump sum


· Manual


· Vendor


			2





			3a.83


			Monthly Payroll


			Reporting & Forms


			The system will provide a payroll change report. This will include changes, additions or deletions to the member retiree payroll, a report (or form) should be published that allows a retirement specialist to review and approve. The report will contain sections for new retirees, new beneficiaries, deceased retirees, and changes to current benefits. The system will automatically include members and beneficiaries in the report on the basis of their benefit setup or termination.


			2





			3a.84


			Monthly Payroll


			Reporting & Forms


			The system will provide the ability to issue summary and detailed versions of key reconciliation reports, including, but not limited to the following examples:


· Vendor transactions by vendor and batch


· Payroll deductions by pay period


			2





			3a.85


			Monthly Payroll


			Tax Reporting


			The system will provide the ability to use payment history data to generate 1099-Rs.


			1





			3a.86


			Monthly Payroll


			Tax Reporting


			The system will provide the ability to determine if voids and re-issues are taxable events and need to be reported (e.g., if a stale-dated check from last year gets voided this year, the check should not be taxed again and should not show up on the 1099-R).


			1





			3a.87


			Monthly Payroll


			Tax Reporting


			The system will provide the capability to compute proper tax withholding based on W4P and federal tax tables.


			1





			3a.88


			Monthly Payroll


			Tax Reporting


			The system will provide the capability to compute proper tax withholding based on Washington state tax tables.


			1





			3a.89


			Monthly Payroll


			Tax Reporting


			The system will provide the ability to hold tax table information by year and for the tax table to be date-driven so that tax tables can be input into system in advance.


			1





			3a.90


			Monthly Payroll


			Tax Reporting


			The system will provide the ability to use Washington state withholding election options to set up payee state tax withholding. 


			1





			3a.91


			Monthly Payroll


			Tax Reporting


			The system will provide the ability to use IRS W-4P withholding election options to set up payee federal tax withholding. 


			1





			3a.92


			Monthly Payroll


			Tax Reporting


			The system will provide the ability to submit tax withholdings electronically and in the required format to Washington tax agency and to the IRS.


			1





			3a.93


			Monthly Payroll


			Tax Reporting


			The system will provide the ability to identify the taxability of adjustments. The PAS should automatically apply the adjustment amount to the proper pre- and post-tax portions, based on the information provided. The system will be able to calculate and properly apportion adjustments to the member’s account according to taxable benefit components and types.


			1





			3a.94


			Monthly Payroll


			Tax Reporting


			The system will provide capability to calculate tax exclusions.


			1





			3a.95


			Monthly Payroll


			Tax Reporting


			The system will provide the ability to calculate the post-tax contribution monthly safe harbor account limits based on a member's and co-annuitant’s (if applicable) ages at retirement.


			1





			3a.96


			Monthly Payroll


			Tax Reporting


			The system will provide the ability to automatically limit safe harbor-related non-taxable portions of a benefit for post-tax contribution balances. 


			1





			3a.97


			Monthly Payroll


			Usability


			The system will provide the ability for the system to notify end users of the status of payroll, based on a linear set of status codes. The notification will occur via user message alerts to any group of end users that can be selected by the end user sending the notification. "Linear" in this sense indicates a simple progression of statuses that occur one after the other.


			2





			3a.98


			Monthly Payroll


			Usability


			The system will provide the ability to send alerts to a set of end users whenever a payee address or financial institution for direct deposit is added or modified.


			2





			3a.99


			Monthly Payroll


			Usability


			The system will provide the ability to select from a list of pre-defined adjustments and apply it from the member record, as long as the adjustment is active and has not been terminated by the termination date.


			2





			3a.100


			Monthly Payroll


			Usability


			The system will provide the ability to send alerts to a set of end users whenever a payee does not match the name on the member's account.


			2





			3a.101


			Monthly Payroll


			Usability


			The system will alert the user that the requisite payroll processes have been completed, so the vendor payroll process can be initiated.


			2





			3a.102


			Monthly Payroll


			Validation


			The system will provide audit controls and will provide adequate review, reconciliation, and quality assurance checks to ensure the payroll data is correct.


			1





			3a.103


			Monthly Payroll


			Validation


			The system will be able to automatically identify which return-to-work temp employee is approaching the 1040 hours threshold, and will generate a task/warning for these members to be reviewed by staff, and then benefits modified either manually or via a system automated task. Additionally the new system will be able to reset the member to retired and re-instate the full benefit at the beginning of each calendar year. Associated reports should be generated to allow staff to review any changes made to status and benefits.


			2





			3a.104


			Monthly Payroll


			Validation


			The system will automatically identify retirees that have returned to work as regular (not designated as temporary) employees and generate a task/warning for these members to be reviewed by staff and then benefits modified either manually or via a system automated task.


			2





			3a.105


			Monthly Payroll


			Validation


			The system will provide the ability to test all other batch processes that affect payroll. This means that the system will be able to produce a trial with expected balances. Batch processes other than payroll include such things as COLA granting. Activity and exception reports must be produced.


			2





			3a.106


			Monthly Payroll


			Vendor Payroll


			The system will provide the ability to link any deduction, credit, or adjustment code to a vendor. This ability should both be configurable at a global adjustment code level, and be modifiable at the individual adjustment level.


			2





			3a.107


			Monthly Payroll


			Vendor Payroll


			The system will provide the ability to automatically compile deductions, credits, and adjustment codes into an automated, separate payroll for alternative payees or vendors. 


			2





			3a.108


			Monthly Payroll


			Vendor Payroll


			The system will provide the ability to reconcile a vendor recapitulation report to vendor payroll for the same period, referencing vendor eligibility changes for reconciling items, and producing an exceptions report. 


			2





			3a.109


			Monthly Payroll


			Vendor Payroll


			The system will provide the ability to select one or multiple vendors to process in a single batch, resulting in individual vendor payments according to transactions in queue.


			2





			3a.110


			Monthly Payroll


			Vendor Payroll


			The system will provide the ability to record and store all vendor payroll batch transaction and payment details.


			2





			3a.111


			Monthly Payroll


			Vendor Payroll


			The system will provide the ability to sweep all vendor transactions with a status of pending, in queue for a selected vendor into a vendor payroll trial batch. 


			2





			3a.112


			Monthly Payroll


			Vendor Payroll


			The system will provide the ability to close a vendor to new membership enrollment as of a specific date, while maintaining current membership.


			2





			3a.113


			Monthly Payroll


			Vendor Payroll


			The system will provide the ability to define vendors by recording and storing the following data elements:


· Vendor name


· Vendor address


· Vendor contact name


· Vendor contact telephone


· Vendor contact e-mail address


· Vendor financial institution information (for payment remittance)


· Vendor payment type (i.e., EFT, check, etc.)


			2





			3a.114


			Monthly Payroll


			Vendor Payroll


			The system will provide the ability to view on a vendor payment history screen the vendor payment checks that have been issued. The vendor payment history screen must be by vendor and have at a minimum the following information:


· Vendor name


· Check number


· Check issue date


· Check status


· Check amount


			2





			3a.115


			Monthly Payroll


			Vendor Payroll


			The system will allow an end user to select the vendors that will be used for a vendor payroll.


			2





			3a.116


			Monthly Payroll


			Vendor Payroll


			The system will provide the ability to track the last time a vendor was paid, the payment amount, and the associated invoice(s).


			2





			3a.117


			Monthly Payroll


			Vendor Payroll


			The system will provide the ability for a data extract to be configured and generated from the system that contains all necessary retiree information (and dependent coverage data, if applicable) that can be sent to vendors.


			2





			3a.118


			Monthly Payroll


			Workflow & Case Management


			The system will provide the ability to require approval from a specified user if a benefit or vendor payment exceeds a pre-set dollar limit, with the limit and user being configurable by SCERS. 


For example, the system could be configured for $1 million as the baseline for when management approval is needed. For a $900,000 check, approval is not needed, but for a $1.1 million check, approval is needed. 


			2





			3b.01


			Semi-monthly Payroll


			Benefit Payment


			The system will define payroll transaction types designated as semi-monthly payroll items to include but not be limited to the following:


· Ad-hoc


· Lump sum withdrawal


· Refund of ACWI


· Reissue


			2





			3b.02


			Semi-monthly Payroll


			Benefit Payment


			The system will queue up all semi-monthly payroll transactions and process them in a payroll batch.


			2





			3b.03


			Semi-monthly Payroll


			Calculation


			The system will be configured to enforce the benefit calculation rules applicable to benefits payment in terms of service, benefit option, and marital status. 


			1





			3b.04


			Semi-monthly Payroll


			Calculation


			The system will be configured to enforce the benefit calculation rules in terms of storing a health condition of terminally ill. 


			1





			3b.05


			Semi-monthly Payroll


			Calculation


			The system will process a lump sum withdrawal of either 50 percent or 100 percent on accumulated employee contributions plus interest, when Option G is selected. 


			1





			3b.06


			Semi-monthly Payroll


			Calculation


			The system will apply withholding taxes to funds distributed under Option G that are not rolled over into another qualified plan, according the applicable laws and options.


			1





			3b.07


			Semi-monthly Payroll


			Calculation


			The system will produce a 1099-R with the correct distribution code and tax information for all distributions made under Option G.


			1





			3b.08


			Semi-monthly Payroll


			Calculation


			The system will apply an actuarial formula to reduce the annuity portion paid out in a member’s benefits, based on the selection of G50 (withdrawal of 50 percent of contributions and interest) or G100 (withdrawal of 100 percent of contributions and interest).


			1





			3b.09


			Semi-monthly Payroll


			Calculation


			The system will only allow the selection of Option G50 if it is in combination with a straight (unmodified) option or Option A, B, C, D, or E.


			1





			3b.10


			Semi-monthly Payroll


			Calculation


			The system will allow the selection of Option G100 if it is in combination with a straight (unmodified) option or Option C, D, or E.


			1





			3b.11


			Semi-monthly Payroll


			Calculation


			The system will adjust the member’s benefit first for Option G and then for Option A through E if applicable.


			1





			3b.12


			Semi-monthly Payroll


			Calculation


			The system will reject Option A or B election in conjunction with Option G50 if the benefit does not meet a defined threshold. The threshold will be stored, changeable, and history maintained with effective dating.


			4





			3b.13


			Semi-monthly Payroll


			Calculation


			The system will have the ability to split lump sum distribution amounts into multiple payments.


			1





			4.01


			GL & Reconciliation


			Accounting


			The system will post all benefits payroll transactions that occur in the system at the detail level as general ledger transactions. This includes, but may not be limited to:


· Posting of monthly payroll and all of the various financial accounts that the payments affect


· Posting of all retirement payments that are off-cycle


· Voids, or voids and reissues of payments


· Overpayments of benefits returned to SCERS


· Payment of death benefits


			2





			4.02


			GL & Reconciliation


			Reporting & Forms


			The system will be configured to produce batch transaction reports for use in generating journal vouchers and reconciling transactions.


			2





			4.03


			GL & Reconciliation


			Accounting


			The system will track all payroll adjustments in the form of cancelled, voided, and reissued checks, which must be carried through to the general ledger through transaction reports and payroll reconciliation reports.


			2





			4.04


			GL & Reconciliation


			Reporting & Forms


			The system will produce reconciliation reports necessary to balance all benefits payments made, including monthly, semi-monthly, and ad-hoc.


			2





			4.05


			GL & Reconciliation


			Reporting & Forms


			The system will produce reconciliation reports necessary to balance all death benefits payments made.


			2





			4.06


			GL & Reconciliation


			Accounting


			The system will system will maintain record of accounts receivable (monies due SCERS) at the member level in the member record.


			2





			4.07


			GL & Reconciliation


			Accounting


			The system will record cash receipts at the member level, posting them against the receivable amounts due.


			2





			4.08


			GL & Reconciliation


			Accounting


			The system will maintain accounts receivable amounts at the member level. Examples of these transactions include:


· Overpayments


· Buy backs (purchases of service)


· Healthcare premiums that exceed benefits paid


			2





			4.09


			GL & Reconciliation


			Accounting


			The system will log and maintain data for cash receipts in the member record, including but not limited to the following:


· Payment receipt date


· Check date


· Amount


· Payer


			2





			4.10


			GL & Reconciliation


			Accounting


			The system will connect all cash receipts to a receivable item stored at the member level.


			2





			4.11


			GL & Reconciliation


			Reporting & Forms


			The system will provide reconciliation reports each month, detailing all receivables and receipts posted to receivables. These reports will include summary reports, detailed reports, and accounts receivable aging reports. The receipts report must be reconcilable against cash deposit records from the STORM tracker system.


			2





			4.12


			GL & Reconciliation


			Accounting


			The system will queue all cash receipts for payment of healthcare premiums that exceed benefits paid, and process these receipts in a vendor payroll to the vendor defined by the benefit payroll deduction to which the payable is associated.


			2





			4.13


			GL & Reconciliation


			Reporting & Forms


			The system will provide detailed reconciliation reports specific to cash received for payment of healthcare premiums that exceed benefits paid. 


			2





			4.14


			GL & Reconciliation


			Integration


			The system will import an integration file from the STORM system, containing all cash payments received and posted. 


			3





			4.15


			GL & Reconciliation


			Accounting


			The system will post payment information contained in the integration file from STORM system to the member record, adjusting the total accounts receivable amount to reflect the payment.


			2





			4.16


			GL & Reconciliation


			Accounting


			The system will queue all cash receipts for payment of healthcare premiums paid directly to SCERS, and process these receipts in a vendor payroll to the vendor defined by the benefit payroll deduction to which the payable is associated.


			2





			4.17


			GL & Reconciliation


			Reporting & Forms


			The system will provide detailed reconciliation reports specific to cash received for payment of healthcare premiums that exceed benefits paid. 


			2





			4.18


			GL & Reconciliation


			Reporting & Forms


			The system will generate a monthly invoice to the members who have a direct-pay healthcare premium active in their member record. 


			2





			4.19


			GL & Reconciliation


			Accounting


			The system will post an accounts receivable record to the member record for each monthly invoice generated.


			2





			4.20


			GL & Reconciliation


			Accounting


			The system will maintain a summary accounts receivable and accounts payable record associated with active employee payroll contributions imported into the system from EV5. The system will produce reconciliation reports to balance cash receipts from plan sponsors against accounts receivable amounts associated with bi-weekly payroll retirement deductions.


			2





			4.21


			GL & Reconciliation


			Accounting


			The system will calculate employer contribution amounts due, based on the employee contributions received from EV5. An accounts receivable record will be generated for this amount, and reconciliation reports produced accordingly.


			2





			4.22


			GL & Reconciliation


			Reporting & Forms


			The system will produce a contributions variance report, comparing expected contributions amounts in a given active employee payroll batch versus contributions reported in that batch. The formula for calculating the expected contributions for each member is as follows:


(EV5 calculated retirement eligible earnings)*(employee contribution rate for the pay period)*(1.135, if the employee has received earnings with an earn code of “PP” during the pay period)


			2





			4.23


			GL & Reconciliation


			Member Data


			The system will provide functionality for the user to define accounts payable and accounts receivable records at the member level to balance the active employee payroll contributions payroll. 


			2





			4.24


			GL & Reconciliation


			Accounting


			The system will automatically associate individual member payroll adjustments to accounts receivable records in the member record.


			2





			4.25


			GL & Reconciliation


			Accounting


			The system will automatically associate semi-monthly or ad-hoc payments made at the member record level to accounts payable records in the member record.


			2





			4.26


			GL & Reconciliation


			Calculation


			The system will use the following formula to compute the employer contribution amount associated with an active employee contribution, either as part of a bi-weekly payroll batch or as an individual member record manual posting:


(EV5 calculated retirement eligible earnings)*(employer contribution rate for the pay period)*(1.135, if the employee has received earnings with an earn code of “PP” during the pay period)


			2





			4.27


			GL & Reconciliation


			Reporting & Forms


			The system will provide the capability to create a general ledger transaction report, organized according to SCERS’s chart of accounts.


			2





			4.28


			GL & Reconciliation


			Accounting


			The system will provide the ability to add, update, and de-activate account numbers based upon changes that may occur in SCERS’s chart of accounts.


			2





			4.29


			GL & Reconciliation


			Reporting & Forms


			The system will provide ability to summarize the transaction report in at any summary level selected, but in particular, on the basis of account number, date, member, transaction type, or any combination thereof. 


			2





			4.30


			GL & Reconciliation


			Accounting


			The system will create individual, detailed transactions that represent the smallest level of granularity corresponding to a financial transaction. These will be referred here as GL transactions. These GL transactions will be accumulated at some aggregated level determined by the type of financial transaction and the posting date, and the accumulated GL transaction records will form the basis of a GL transaction report used to manually create JV entries.


			2





			4.31


			GL & Reconciliation


			Configurability


			The system will provide the capability to define more payroll deduction types as needed to include in the interface file to SUMMIT. Deductions will be associated with different vendors, and each vendor may have a unique GL account code. Therefore, the GL transaction reporting must provide visibility into different deduction vendors, including health vendors.


			2





			4.32


			GL & Reconciliation


			Accounting


			The system will provide the ability to import a bank reconciliation file that will update the status of the check payments. No general ledger transaction will be generated.


			3





			4.33


			GL & Reconciliation


			Reporting & Forms


			The system will provide the capability to create a report showing stale-dated or outstanding checks that were not cashed. The user must be able to specify the number of days outstanding with a default date of thirty days from the date of the check. 


There are cases in which members either did not get the check or misplaced it. PAS will receive check clearing information in an interface from the disbursement bank.


			2





			4.34


			GL & Reconciliation


			Accounting


			The system will ensure that error correction that has an accounting impact will create a reversal transaction and a correcting transaction that will then be included as part of any financial report.


			2





			4o.01


			Future GL


			Optional


			The system will provide the capability to create a general ledger extract file to send to SUMMIT general ledger system.


			4





			4o.02


			Future GL


			Optional


			The system will provide the capability to create a general ledger extract file, organized according to SCERS’s chart of accounts.


			4





			4o.03


			Future GL


			Optional


			The system will provide the capability to create a general ledger extract file of member and vendor transaction data occurring in the PAS.


			4





			4o.04


			Future GL


			Optional


			The system will post to a data interface (referred to as a GL interface) all activities transacted in the PAS that have any financial impact to the fund. 


			4





			4o.05


			Future GL


			Optional


			The system will have the capability of automatically producing interface files that represent those financial data, and to be able to generate reports that exactly mirror the interface output.


			4





			4o.06


			Future GL


			Optional


			The system will provide ability to summarize the detail in the extract file at any summary level it chooses, but in particular, on the basis of account number, date, member, transaction type, or any combination thereof. The transaction report should also reflect the same level of detail chosen for the extract file.


			4





			4o.07


			Future GL


			Optional


			The system will provide the capability to create journal entries for retired and terminated members to post in SUMMIT. Examples of the journal entries to be included:


· Payroll expenses


· Lump sum payments


· Death benefit payments


			4





			4o.08


			Future GL


			Optional


			The system will create individual, detailed transactions that represent the smallest level of granularity corresponding to a financial transaction. These will be referred here as GL transactions. These GL transactions will be accumulated at some aggregated level determined by the type of financial transaction and the posting date, and the accumulated GL transaction records will form the basis of a GL extract file.


			4





			4o.09


			Future GL


			Optional


			The system will have a field value that allows each GL transaction type to be identified back to the original transaction. This will allow end users to easily recognize if records are included or missing from the daily interface. Although these values will exist for each GL transaction, they may or may not be utilized for each GL extract file. 


The specific identifier will be determined at a later time, but some possible examples include:


· For payroll transactions, a payroll batch identifier may be included in the GL transaction;


· For active employee payroll contributions, a contributions batch identifier may be included in the GL transaction.


			4





			4o.10


			Future GL


			Optional


			The system will provide the capability to define more payroll deduction types as needed to include in the interface file to SUMMIT. Deductions will be associated with different vendors, and each vendor may have a unique GL account code. Therefore, the GL extract must provide visibility into different deduction vendors, including health vendors.


			4





			4o.11


			Future GL


			Integration


			The system will treat all payments disbursed as being paid, so the GL extract will provide all of the individual transactions that post against SCERS’s cash account. Both ACH and check payments are treated as being paid. A bank reconciliation file will be imported to update the status of check payments from “outstanding” to “cleared” but these will not generate new GL transactions because SCERS already considers them as paid. Checks that become stale-dated are already considered paid, and therefore will not generate new GL transactions. When these stale-dated items are voided and reissued, the PAS will generate individual GL transactions that represent this activity. Additionally, stale-dated items that are only voided will generate individual GL transactions that represent this activity.


			4





			4o.12


			Future GL


			Optional


			The system will provide the capability to specify a level of detail (i.e., summarized, detailed, etc.) to be included in the interface file to SUMMIT.


			4





			4o.13


			Future GL


			Optional


			The system will provide the capability to enter a transaction date range when creating the interface file to SUMMIT. 


			4





			4o.14


			Future GL


			Optional


			The system will flag those items that have previously been posted to a GL interface extract file as having been previously posted with some date stamp, time stamp, and other unique identifier (e.g., batch identification number), and the logic in the system must prevent those items that have previously been posted from posting again to another extract file.


			4





			4o.15


			Future GL


			Optional


			SCERS will look to the software vendor to recommend approaches to the specific type of interface that will be used. Ideally, there will be a direct interface from the PAS to SUMMIT. However, for this to be acceptable, the system’s interface must be able to load data into SUMMIT without posting it to the general ledger automatically. The records must be placed into a staging area for validation. 


			4





			4o.16


			Future GL


			Optional


			The system will perform validation on a batch basis, and therefore, each transaction must be able to be traced back to the batch from which it derived and both the effective and posting period to which it belonged.


			4





			4o.17


			Future GL


			Optional


			The interface between the PAS and SUMMIT need not be performed in real time; however, the PAS must collect all daily transactions at the end of the day and be ready for review at the beginning of each subsequent business day.


			4





			4o.18


			Future GL


			Optional


			The system will provide the capability to add more accounts and subaccounts as needed to be included in the interface with SUMMIT. 


			4





			4o.19


			Future GL


			Optional


			In the case of new deductions, each will typically be associated with different vendors, and each vendor must have a unique GL subaccount code. Therefore, the GL extract must provide visibility into different deduction vendors, including health vendors.


			4





			4o.20


			Future GL


			Optional


			The system will ensure that error correction that has an accounting impact will create a reversal transaction and a correcting transaction that will then be included as part of the GL interface. 


			4





			4o.21


			Future GL


			Optional


			The system will function such that transactions with a monetary impact to the member (and therefore to the reserves), whether generated by automated processes or by manual entry, will be exportable to ADP or EV5, must be summarized with like transactions, and must be exportable to SUMMIT.


			4





			5.01


			Benefit Calc & Estimates


			Calculation


			The system will determine age at retirement by subtracting the member’s retirement date from the member’s birth date and rounding down to the nearest one year.


			1





			5.02


			Benefit Calc & Estimates


			Calculation


			The system will calculate age at retirement for members retiring under option F by rounding up to the nearest full month.


			1





			5.03


			Benefit Calc & Estimates


			Calculation


			The system will apply the following minimum service criteria for eligibility to retire:


· 5 to 9 years of service and member is age 62 or older


· 10 to 19 years of service and member is age 57 or older


· 20 to 29 years of service and member is age 52 or older


· 30 years of service, any age


			1





			5.04


			Benefit Calc & Estimates


			Calculation


			The system will include only creditable service with SCERS plan sponsors as well as portability service or credited prior public service when determining minimum service for eligibility to retire.


			1





			5.05


			Benefit Calc & Estimates


			Calculation


			The system will use the date entered by the user as the retirement date for the purpose of benefit estimates. If a user has entered an invalid date, on which the member will not be eligible to retire, the system will return an error message.


			1





			5.06


			Benefit Calc & Estimates


			Calculation


			The system will use the member’s current salary as the FAS value in estimates produced for retirement dates more than two years in the future.


			1





			5.07


			Benefit Calc & Estimates


			Calculation


			The system will credit the member with any partial hours worked in the final pay period.


			1





			5.08


			Benefit Calc & Estimates


			Calculation


			The system will determine the correct formula to use to derive total member service credit by assessing the service hours posted in the member record. 


If all pay periods have eighty service hours or more posted, then the following formula is applied:


Total service credit = (last day of service) – (first day of service)


If any pay period has less than eighty service hours posted, then the following formula is applied:


Total service credit = (total service hours) / 2,088





			1





			5.09


			Benefit Calc & Estimates


			Calculation


			The system will provide buy back information as part of the retirement estimate. The estimate worksheet will provide benefit estimates with and without the purchase of eligible service time.


			1





			5.10


			Benefit Calc & Estimates


			Calculation


			The system will calculate member service to the fourth numeral after the decimal for use in benefit calculations.


			1





			5.11


			Benefit Calc & Estimates


			Calculation


			The system will truncate service credit to the nearest whole digit when displaying service credit on the benefit estimate worksheet for distribution to members.


			1





			5.12


			Benefit Calc & Estimates


			Calculation


			The system will calculate the final average salary (FAS) by selecting the highest average compensation over fifty-two consecutive bi-weekly pay periods prior to termination of active employment with the City, and applying the following formula:


2,088*(highest retirement eligible compensation over 52 consecutive pay periods) / (service hours earned over the highest 52 consecutive pay periods)





			1





			5.13


			Benefit Calc & Estimates


			Calculation


			The system will accumulate pensionable salary over the 52 pay period FAS measuring period, and divide the total by 12 to derive the monthly FAS:


([total eligible earnings over 52 consecutive pay periods]/[total service hours earned during the same 52 pay periods])*2,088/12





			1





			5.14


			Benefit Calc & Estimates


			Calculation


			The system will prorate any partial pay periods included in the FAS measuring period.


			1





			5.15


			Benefit Calc & Estimates


			Calculation


			The system will identify the highest FAS measuring period one pay period at a time, moving back incrementally from the member’s final pay period. 


			1





			5.16


			Benefit Calc & Estimates


			Calculation


			The system will impose a cap of 60 percent of FAS on the following benefit option calculations:


· Regular benefit formula


· Options A through G





			1





			5.17


			Benefit Calc & Estimates


			Calculation


			The system will derive the straight (unmodified) benefit by applying both the regular benefit formula and contributions formula and selecting the formula yielding the higher result.


Regular benefit formula:


A=Age at last birthday*


B=Eligibility service*


C=Creditable service


D=Unmodified service retirement factor


E=Final average salary





(D X C) X E


where D X C is no more than .60





*used to determine retirement factor, based on retirement date





Accumulated Contributions Formula:


A=Age at last birthday*


B=ACWI at retirement date


C=Annuity purchase rate factor


[(B X C) / 1,000] X 2





*used to determine retirement factor, based on retirement date





The higher amount will be used as the straight (unmodified) benefit and as a basis for all other options. This is the maximum monthly retirement benefit for the member’s life.


			1





			5.18


			Benefit Calc & Estimates


			Calculation


			The system will derive Option A benefits by applying the following formula:


A=Unmodified benefit


B=Age at last birthday


C=ACWI at retirement


D=Reduction factor for Option A


E=Number of months of guaranteed death payment


F=Number of months of reduced payments made to member prior to death





A - [(C X D) / 1,000] = monthly Option A benefit





			1





			5.19


			Benefit Calc & Estimates


			Calculation


			The system will derive Option A continuance benefits by applying the following formula:


A=ACWI at retirement


B=Number of months of guaranteed death payment


C=Number of months of reduced payments made to member prior to death





A - [(A / B) X C] = lump sum payment to beneficiary





			1





			5.20


			Benefit Calc & Estimates


			Calculation


			The system will derive Option B benefits by applying the following formula:


A=Unmodified benefit


B=Age at last birthday


C=ACWI


D=Reduction factor for Option B


E=Number of months of guaranteed death payment


F=Number of months of reduced payments made to member prior to death





A - [(C X D) / 1,000] = monthly Option B benefit





			1





			5.21


			Benefit Calc & Estimates


			Calculation


			The system will derive Option B continuance benefits by applying the following formula:


A=Unmodified benefit


B=Age at last birthday


C=ACWI


D=ACWI


E=Number of months of guaranteed death payment


F=Number of months of reduced payments made to member prior to death





A / B = Continuance benefit based on monthly annuity


B – C = Number of continuance benefit payments to be made to the beneficiary





			1





			5.22


			Benefit Calc & Estimates


			Calculation


			The system will not pay out a continuance benefit if the money in the ACWI has been exhausted at the time of member death if the member retired under either Option A or Option B.


			1





			5.23


			Benefit Calc & Estimates


			Calculation


			The system will derive Option C benefits by applying the following formula:


Option C benefit formula:


A=Unmodified benefit


B=Age at last birthday on the date that benefit payments commence*


C=Term certain election (5, 10, 15, 20 years)*


D=Option C factor


 


A X D = Monthly Retirement Benefit





*Used to determine Option C Factor





			1





			5.24


			Benefit Calc & Estimates


			Calculation


			The system will pay out Option C continuance benefits by continuing to pay the retirement benefit amount received by the member to the beneficiary or beneficiaries for the remainder of the term certain. Available terms are:


· 5 Years (60 months)


· 10 Years (120 months)


· 15 Years (180 months)


· 20 Years (240 months)


The number of payments to be made to the beneficiary will be determined by applying the following formula:


C = Number of months of term certain payment


D = Number of months of retirement payments made to member prior to death


C – D = Number of continuance benefit payments to be made to the beneficiary





			1





			5.25


			Benefit Calc & Estimates


			Calculation


			The system will not pay out continuance benefits in the full number of term certain payments selected in Option C at retirement have been made to the member prior to death.


			1





			5.26


			Benefit Calc & Estimates


			Calculation


			The system will derive Option D benefits by applying the following formula:


A = Unmodified Benefit


B = Calendar age difference between member and beneficiary* 


C = Option D Reduction Factor


 


A X C = Retirement benefit paid for member’s lifetime





* Used to determine reduction factor





			1





			5.27


			Benefit Calc & Estimates


			Calculation


			The system will calculate calendar age difference between member and beneficiary by subtracting the calendar year of the spouse or partner’s birth from the calendar year of the member’s birth.


			1





			5.28


			Benefit Calc & Estimates


			Calculation


			The system will pay continuation benefits for Option D by calculating 50 percent of the member’s retirement benefit. Monthly payments will continue for the life of the beneficiary.


			1





			5.29


			Benefit Calc & Estimates


			Calculation


			The system will derive Option E benefits by applying the following formula:


A=Unmodified Benefit


B=Calendar age difference between beneficiary and member*


C=Option E Reduction Factor





A X C = Retirement benefit paid for member’s lifetime





*Used to determine the Option E Reduction Factor





			1





			5.30


			Benefit Calc & Estimates


			Calculation


			The system will pay 100 percent of the member’s Option E retirement benefit as a continuation benefit to the member’s beneficiary. Monthly payments will continue for the life of the beneficiary.


			1





			5.31


			Benefit Calc & Estimates


			Calculation


			The system will revert the member’s benefit to an unreduced straight (unmodified) benefit if the member’s beneficiary pre-deceases the member. This rule applies to both Options D and E. This rule only applies to members with a retirement date on or after March 24, 1997. 


			1





			5.32


			Benefit Calc & Estimates


			Calculation


			The system will provide social security income leveling functionality, applying the following formula when Option F is elected in conjunction with the straight (unmodified) benefit:


A=Exact age at retirement


B=Social security retirement age


C=Social security benefit estimate*


D=Option F factor


E=Retirement option monthly benefit at the time of retirement


F=Retirement option monthly benefit at the time of reduction, including COLAs





* Supplied by member or defaulted to social security table





E + (C X D) = pre-social security retirement age (SSRA) monthly benefit


[F + (C X D)] – C = post-SSRA monthly benefit





If post-SSRA benefit is less than $0, use alternate formula:


E / (1.000 – D) = pre-SSRA monthly benefit


$0.00 = post-SSRA monthly benefit





			1





			5.33


			Benefit Calc & Estimates


			Calculation


			The system will pay out the pre-SSRA reduced monthly benefit until the month that the member reaches Social Security retirement age. Upon reaching Social Security retirement age, the system will automatically recalculate the member’s benefit and will pay out the post-SSRA monthly benefit amount.


			1





			5.34


			Benefit Calc & Estimates


			Calculation


			The system will calculate the member’s retirement age under Option F by rounding up to the previous full month.


			1





			5.35


			Benefit Calc & Estimates


			Calculation


			The system will apply Option F calculation to the unmodified benefit before the application of Options C, D, or E calculations.


			1





			5.36


			Benefit Calc & Estimates


			Calculation


			The system will apply option F in conjunction with Option D when the member dies prior to attaining SSRA, by recalculating the beneficiary’s payment to 50 percent of what the member was receiving up until the point at which the member would have attained SSRA. At that point, the system will recalculate the benefit amount to be 50 percent of what the member would have received at SSRA.


			1





			5.37


			Benefit Calc & Estimates


			Calculation


			The system will apply the Option A or Option B reduction amount to both the pre-SSRA and post-SSRA benefit amount if the member has elected one of these options. If the post-SSRA benefit is zero or less than the reduction amount, Options A and B are not available in conjunction with Option F.


			1





			5.38


			Benefit Calc & Estimates


			Calculation


			The system will not allow the election of Option F in conjunction with Options A or B if the continuance benefit based on monthly annuity is less than the post-SSRA benefit.


			1





			5.39


			Benefit Calc & Estimates


			Calculation


			The system will apply Option F in conjunction with Option C by first calculating the adjusted monthly benefit under Option F, and then applying that factor to both the pre- and post-SSRA benefits.


			1





			5.40


			Benefit Calc & Estimates


			Calculation


			The system will reduce the continuance benefit paid under all options in conjunction with Option F on the date the deceased member would have attained Social Security retirement age.


			1





			5.41


			Benefit Calc & Estimates


			Calculation


			The system will calculate Option G 50 percent benefit by applying the following formula:


A=Age at last birthday on retirement date*


B=ACWI


C=Option G reduction factor


 


(B X C) / 2,000 = Option G 50% reduction of straight benefit





* Used to determine Option G reduction factor


			1





			5.42


			Benefit Calc & Estimates


			Calculation


			The system will reduce the member’s ACWI balance by 50 percent when Option G 50 percent benefit formula is applied.


			1





			5.43


			Benefit Calc & Estimates


			Calculation


			The system will calculate Option G 100 percent benefit by applying the following formula:


A=Age at last birthday on retirement date*


B=ACWI


C=Option G reduction factor





(B X C) / 1,000 = Option G 100 percent monthly benefit (unmodified / straight benefit)





* Used to determine Option G reduction factor


			1





			5.44


			Benefit Calc & Estimates


			Calculation


			The system will reduce the member’s ACWI balance to $0 when Option G 100 percent benefit formula is applied.


			1





			5.45


			Benefit Calc & Estimates


			Calculation


			The system will not allow Option G 100 percent in conjunction with Option A or Option B, as both require an ACWI balance greater than $0.


			1





			5.46


			Benefit Calc & Estimates


			Calculation


			The system will calculate Option G 50 percent in conjunction with Option A formula or Option B formula by replacing the unmodified benefit with the reduced benefit calculated under Option G, and using 50 percent of the member’s ACWI.


A=Reduced benefit G 50%


B=Age at retirement


C=50% of ACWI


D=Option A or Option B reduction factor


E=Months of death payment coverage





A = (ACWI X G reduction factor) / 2,000


A – [(C X D) / 1,000] = monthly benefit 


			1





			5.47


			Benefit Calc & Estimates


			Calculation


			The system will apply Option G in conjunction with Option C by first calculating the adjusted monthly benefit under Option G. The Option C formula is then applied.


			1





			5.48


			Benefit Calc & Estimates


			Calculation


			The system will apply Option G in conjunction with Option D or Option E by first calculating the adjusted monthly benefit under Option G. The Option D or Option E formula is then applied.


			1





			5.49


			Benefit Calc & Estimates


			Calculation


			The system will apply Option G in conjunction with Option F, when the member has elected Option F in combination with option straight benefit, A, B, C, D, E.


Apply Option G first, then apply formula F, then the straight benefit A, B, C, D, E.


			1





			5.50


			Benefit Calc & Estimates


			Calculation


			The system will calculate disability retirement benefits by applying the following formula:


A=Age at last birthday


B=Creditable service at date of retirement





If the standard creditable service formula results in less than 22.22222 years, an alternate formula is applied by recalculating creditable service using an effective retirement date of the member’s 62nd birthdate, and assuming full time service between the date of birthdate and the date of retirement. This total cannot exceed 22.22222.


Creditable service (by either formula) is then multiplied by 0.015 and rounded to 0.015 decimals, but less than 0.60000.





C=FAS


D=ACWI


E=Disability factor total months of coverage 


[(C X B ) X.015] = Disability retirement allowance


D / E = Monthly annuity amount


			1





			5.51


			Benefit Calc & Estimates


			Calculation


			The system will calculate and pay out a disability death benefit to the beneficiary as a lump sum if elected, by applying the following formula:


A=ACWI


B=Disability retirement allowance


C=Number of monthly disability payments made to the member prior to death


A – (B X C) = lump sum payment to beneficiary


			1





			5.52


			Benefit Calc & Estimates


			Calculation


			The system will provide the option to payout a disability death benefit to the beneficiary as a continuation of the monthly annuity amount as a continuance benefit up to the point where the number of payments made to the member plus the payment made to the beneficiary equals the total number of months of disability factor coverage.


			1





			5.53


			Benefit Calc & Estimates


			Calculation


			The system will calculate the return of all remaining accumulated contributions and interest, to the spouse or domestic partner, for any member who dies while actively employed or on disability retirement. The system will provide three payment options in support of the in-service death benefit They are as follows:


· Payment may be made in the form of a lump sum (which can be made in installments over a period not more than five years); or


· For a spouse or domestic partner, an Option E or Option E in combination with Option G-50 provided that the member has at least ten years of service; or


· For surviving minor children if there is not a surviving spouse, Option B or Option B in combination with Option G-50 through the 18th birthday (again, provided that the member has at least ten years of service).


			1





			5.54


			Benefit Calc & Estimates


			Calculation


			The system will cap the total benefit of members claiming portability, at 60 percent of FAS. This will be done according to the following formula:


1. Calculate the uncapped portability benefit: FAS*.02*(portability service)


2. Calculate the uncapped SCERS benefit: FAS*.02*(City service)


3. Add the two benefits. This is the total uncapped benefit


4. Subtract FAS*.60 from the total uncapped benefit, this is the excess over.


5. Reduce the SCERS benefit by: (excess over)*(City service)/[(City service) + (portability service)]





			1





			5.55


			Benefit Calc & Estimates


			Calculation


			The system’s benefit estimate calculation engine and benefit set-up calculation engine will generally use the same methodology and parameters for determining the benefit, service (i.e. creditable service & ACWI), etc.


			1





			5.56


			Benefit Calc & Estimates


			Calculation


			The system will provide the ability to estimate benefits based on retirement benefit type, such as service retirement, disability, QDRO; include information on all applicable options.


			1





			5.57


			Benefit Calc & Estimates


			Calculation


			The system will correctly calculate an estimate for a member based upon their current membership status, as well as based on a user-entered status.


			1





			5.58


			Benefit Calc & Estimates


			Calculation


			The system will provide the ability to selectively include or exclude pending service purchases – this enables the member to see the effects of a purchase with or without its inclusion.


			1





			5.59


			Benefit Calc & Estimates


			Calculation


			The system will provide the ability to compute COLA projections for the first partial year of benefits, and to selectively add this into the benefit estimate if chosen.


			1





			5.60


			Benefit Calc & Estimates


			Calculation


			The system will provide the ability to compute COLA projections for the second year of benefits, and to selectively add this into the benefit estimate if chosen.


			1





			5.61


			Benefit Calc & Estimates


			Calculation


			The system will provide the ability to use the benefit estimator as a robust “what-if” tool, starting with the actual member data, and providing the user with a user interface that allows for the overriding of parameter values.


			1





			5.62


			Benefit Calc & Estimates


			Calculation


			The system will provide the ability to compute YTD projections for the first partial year of benefits based on the option chosen and the future retirement date.


			1





			5.63


			Benefit Calc & Estimates


			Calculation


			The system will provide a net benefit payment estimator for payees who are already receiving a recurring benefit. The benefit payment estimator will allow user to do “what if” scenarios for changes to existing benefit payments. These may include changes to tax withholding, deductions, and base benefit changes brought about because of the retirement option selected. The payment estimator will accept inputs from the user and then produce an estimated net amount that the payee would receive for the benefit payment if these changes were made. 


			1





			5.64


			Benefit Calc & Estimates


			Calculation


			The system will provide the ability to compute YTD projections for the second year (the first full year) of benefits based on the option chosen and the future retirement date.


			1





			5.65


			Benefit Calc & Estimates


			Calculation


			The system will provide the ability to create a reduced benefit estimate based on a qualified domestic relations order (QDRO).


			1





			5.66


			Benefit Calc & Estimates


			Calculation


			The system benefit estimator will return one of the key parameter values (such as service required or salary required) when a desired benefit amount is entered/requested. 


Most benefit estimate “what if?” tools allow for entry of parameters such as salary or service, and will return a benefit estimate. However, in this instance, a desired benefit amount could be input into the system, and if one of the other parameters is input for either service or salary, the third parameter will be returned by the system.


			1





			5.67


			Benefit Calc & Estimates


			Calculation


			The system will provide the ability to override any parameter that is initially used in a benefit estimate and to recalculate an estimate based on those new values.


			1





			5.68


			Benefit Calc & Estimates


			Compliance


			The system will provide the ability to alert user that 415(b) limits may be reached with an estimate, taking into account a 90 percent threshold reasonableness test, measuring against the IRS limits.


			1





			5.69


			Benefit Calc & Estimates


			Eligibility


			The system will generate a benefit estimate for any member for whom contributions and service data is available in the member record, and whose member status indicates that the member is vested, has a disability case pending, or has claimed portability.


			2





			5.70


			Benefit Calc & Estimates


			Eligibility


			The PAS will provide the ability to use the future termination/separation date and the first day of retirement based on eligibility rules.


			2





			5.71


			Benefit Calc & Estimates


			Eligibility


			The system will produce benefit estimates for members of the retirement system that are not currently eligible to retire, as long as the required parameters are replaced with projected values as of an estimated future date of retirement. 


			2





			5.72


			Benefit Calc & Estimates


			Eligibility


			The system will be able to produce benefit estimates for applicable membership status, including but not limited to:


· Active


· Inactive vested (deferred)


· Portable


· Non-member (QDRO account split)


· Retired


· Survivorship


· Inactive not vested


· Disability


			2





			5.73


			Benefit Calc & Estimates


			Member Data


			The system will contain a field where a user can indicate that the date of membership was audited and verified. 


			2





			5.74


			Benefit Calc & Estimates


			Member Data


			The system will display the 181 days of additional service as a separate line item on benefit estimate worksheets for members hired prior to January 1, 1988. This service will reside in the qualifying member records.


			2





			5.75


			Benefit Calc & Estimates


			Member Data


			The system will provide the ability for users to create new benefit estimates by only replacing those fields that changed since the most recent estimate for that member; this will prevent the user from having to re-enter many repetitive parameter values. 


			2





			5.76


			Benefit Calc & Estimates


			Member Data


			The system will store unique IDs associated with an archived benefit estimate so that it can be referenced.


			2





			5.77


			Benefit Calc & Estimates


			Member Data


			The system will provide the ability to use designated beneficiary information in order to produce a more accurate benefit.


			2





			5.78


			Benefit Calc & Estimates


			Member Data


			The system will provide the ability to use real/actual member data for all information up to the current date (such as service credit, final average monthly compensation), and to project all other pertinent parameters up through a future retirement date for calculating benefit estimates.


			2





			5.79


			Benefit Calc & Estimates


			Member Data


			The system will provide the functionality within the benefit estimates to project out certain key parameters when necessary to compute a valuable estimate. For example: 


· Final average monthly salary is projected for those employees who are active; however, for deferred members, it is not projected and is generally the same as the member’s last year of compensation, provided it was the highest.


· Years of creditable service are projected based on the estimated future retirement date, with the assumption that there will be no future gaps in service. For inactive members, years of creditable service is not projected, as the member does not earn additional service credit (benefit service) once the member has terminated membership, unless active in a portable system. 


· Age is projected out to the future retirement date.


			2





			5.80


			Benefit Calc & Estimates


			Reports & Forms


			The system will provide the ability to show all factors related to determining the benefit estimate, and may include but may not be limited to the following examples:


· Name


· Beneficiary


· Retirement date


· Benefit type


· Annuity


· Pension


· Member status


· Employer


· Final average salary (FAS)


· Creditable service


· Portability service


· Service prior to membership


· Purchased service


· Benefit option(s)


· Benefit factors


			2





			5.81


			Benefit Calc & Estimates


			Reports & Forms


			The system will provide the ability to merge any parameters used or computed in a benefit estimate with member demographic information in an export file so that it can be used in a mail merge.


			2





			5.82


			Benefit Calc & Estimates


			Reports & Forms


			The system will provide the ability to produce two different estimates simultaneously and to compare them side-by-side.


			2





			5.83


			Benefit Calc & Estimates


			Security


			The system will provide the ability to allow, through system security, only a system administrator to delete archived benefit estimates from the system.


			2





			5.84


			Benefit Calc & Estimates


			Validation


			The system will take into consideration the business rules for the benefit being estimated (eligible surviving spouse, ineligible surviving spouse, etc.)


			2





			5.85


			Benefit Calc & Estimates


			Calculation


			The system will calculate the post-SSRA amount to include all COLA amount previously granted.


			1





			6.01


			Termination & Withdrawal


			Calculation


			The system will process member withdrawals to include all employee contributions plus interest earned on those contributions up to the point of the member’s withdrawal of contributions and interest.


			1





			6.02


			Termination & Withdrawal


			Calculation


			The system will change the member status of members designated as temporary employees to terminated – break in service once the following criteria have been met:


1) If the member is in a represented position, the terminated – break in service status will be applied when the member has had zero service hours on December 31 of the year following the year in which final service hours were worked. For example, if the last assignment ended on November 1, 2014, the separation date will be January 1, 2016.


2) If the member is in a non-represented position, the terminated – break in service status will be applied when the member has had zero service hours for a full calendar year from the member’s last assignment. For example, if the last assignment was on November 1, 2014, the separation date will be November 1, 2015.


			1





			6.03


			Termination & Withdrawal


			Calculation


			The system will continue to post interest to member accounts after termination if the member vesting status is vested, up until the point that the member retires, or until age 70 ½ when mandatory benefit payments commence.


			1





			6.04


			Termination & Withdrawal


			Calculation


			The system will pay, calculate and apply interest to non-vested terminated members’ ACWI balance for twenty-four months after the date of separation. After twenty-four months, non-vested terminated members will cease earning interest on these funds.


			1





			6.05


			Termination & Withdrawal


			Calculation


			The system will provide the ability to process the withdrawal of member contributions and accrued interest for a member, regardless of vesting status, as long as the member status is terminated.


			1





			6.06


			Termination & Withdrawal


			Calculation


			The system will automatically compute the amount of contribution and interest to refund to member based on contribution and interest types.


			1





			6.07


			Termination & Withdrawal


			Calculation


			The system will calculate a terminated vested service retirement as if the terminated vested member had retired on that date. 


			1





			6.08


			Termination & Withdrawal


			Calculation


			The system will provide the ability to process withdrawals appropriately for members that have a QDRO on file, where multiple payments with multiple payees may be necessary.


			1





			6.09


			Termination & Withdrawal


			Configurability


			The system will provide staff with the appropriate rights the ability to change default tax withholdings.


			2





			6.10


			Termination & Withdrawal


			Correspondence


			The system will provide the capability to generate a letter from the system that shows what the withdrawal or rollover amount will be, and compare it to a future monthly benefit if the member were to defer until the first eligible date of retirement, if the member is vested.


			2





			6.11


			Termination & Withdrawal


			Correspondence


			The system will provide the capability to generate memos and correspondence using information from the PAS. 


			2





			6.12


			Termination & Withdrawal


			Eligibility


			The system will allow members who have terminated employment to retain contributions in the fund, regardless of vesting status.


			1





			6.13


			Termination & Withdrawal


			Eligibility


			The system will not apply the death benefit program to any member who has terminated prior to retirement eligibility, regardless of vesting status.


			1





			6.14


			Termination & Withdrawal


			Eligibility


			The system will allow the redeposit of withdrawn contributions and interest of a terminated member within 30 days of the application to withdraw funds, as long as the check has not been cashed. This redeposit will be allowed without interest charged or a buy back contract needed.


			1





			6.15


			Termination & Withdrawal


			Integration


			The system will include withdrawal payments in the payroll extract file generated for upload into EV-5.


			2





			6.16


			Termination & Withdrawal


			Member Data


			The system will maintain a job status action code, populated through the bi-weekly active payroll feed from the plan sponsors. As long as the “layoff” value is passed in the payroll feed, the system will continue to apply the rules associated to an active member, including posting interest to employee contributions.


			2





			6.17


			Termination & Withdrawal


			Member Data


			The system will maintain an indicator of vesting status in the member record. This indicator will automatically populate to “vested” once a member has accrued five years of creditable service.


			2





			6.18


			Termination & Withdrawal


			Member Data


			The system will provide the capability to receive a payroll transmittal file, which provides member employment status information, including the change from an active employee to terminated. This information will update previous information held in the PAS.


			2





			6.19


			Termination & Withdrawal


			Member Data


			The system will maintain history of the payments with check numbers for refund and rollover checks. This includes paid status in the member’s payment history. 


			2





			6.20


			Termination & Withdrawal


			Member Data


			The system will update the status of the member to terminated following a refund or rollover.


			2





			6.21


			Termination & Withdrawal


			Member Data


			The system will eliminate all service credit associated with withdrawn employee contributions when the withdrawal has been completed and payment issued.


			2





			6.22


			Termination & Withdrawal


			Member Data


			The system will provide the ability to put member account into a “prepare for refund” type of status prior to receiving all necessary information for actual processing. This enables withdrawals to be tracked even prior to their setup.


			2





			6.23


			Termination & Withdrawal


			Member Data


			The system will update member and employment status codes to the values passed in the bi-weekly active payroll files submitted by the plan sponsors.


			2





			6.24


			Termination & Withdrawal


			Payment


			The system will create a lump sum payment according to the payroll process after issuing a refund or rollover.


			2





			6.25


			Termination & Withdrawal


			Payment


			The system will provide the ability to issue withdrawals as a combination of a refund and a rollover. In cases of the combination payment, the partial refund must be paid out in one system transaction, and allow for issuance of multiple checks (i.e., combinations will require one check to the financial institution and the other to the member). The system must apply and correctly calculate taxes based upon applicable selection and in accordance to taxation rules.


			2





			6.26


			Termination & Withdrawal


			Payment


			The system will provide the ability to make changes to information such as payee address or name without having to void the original payment. System will force an alert to occur when address or payee name is altered, as long as a signed form has been received and the check hasn’t been generated.


			2





			6.27


			Termination & Withdrawal


			Payment


			The system will provide the ability to issue the withdrawal or rollover payments as either a paper check or electronic transaction.


			2





			6.28


			Termination & Withdrawal


			Payment


			The system will provide the ability to issue refund checks independent of the monthly payroll cycle.


			2





			6.29


			Termination & Withdrawal


			Reporting & Forms


			The system will provide the ability to print a withdrawal application for a terminated member, populated with data drawn from the member record.


			2





			6.30


			Termination & Withdrawal


			Reporting & Forms


			The system will provide the ability to run what-if scenarios to determine the benefit of a member if that member were vested and elected to leave funds on deposit.


			2





			6.31


			Termination & Withdrawal


			Reporting & Forms


			The system will provide the capability to generate a report that tracks withdrawals and refunds that are received, processed, and pending per month and the corresponding gross and net amounts. 


			2





			6.32


			Termination & Withdrawal


			Tax Reporting


			The system will apply safe harbor taxability rules to all withdrawn funds. Contributions made prior to January 1, 1985 were made post-tax, and not taxable upon withdrawal. Contributions made after January 1, 1985 were made pre-tax and therefore subject to taxation at withdrawal. Buy backs purchased with post-tax dollars are not subject to taxation.


			1





			6.33


			Termination & Withdrawal


			Tax Reporting


			The system will apply the minimum Federal tax rate of 20 percent to all taxable funds withdrawn, with the ability to apply a higher tax rate or flat amount exceeding 20 percent, at the member’s request.


			1





			6.34


			Termination & Withdrawal


			Tax Reporting


			The system will provide the ability to process a 1099-R form for all withdrawals, including both refunds and rollovers.


			1





			6.35


			Termination & Withdrawal


			Tax Reporting


			The system will generate individual 1099-Rs for each type of withdrawal payment with a unique distribution code. If a distribution code is the same for multiple payments, there should only be one 1099-R.


			1





			6.36


			Termination & Withdrawal


			Tax Reporting


			The system will provide the ability to create 1099-Rs that support multiple distribution codes on withdrawal payments, if necessary.


			1





			6.37


			Termination & Withdrawal


			Usability


			The system will allow a user to cancel a withdrawal at any point in the process up until the time that the payroll has been processed. All transaction records will be reversed with no residual records remaining.


			2





			6.38


			Termination & Withdrawal


			Usability


			The system will provide the ability to override the amount of contribution and interest to refund to member based on contribution and interest types if it is incorrect.


			2





			6.39


			Termination & Withdrawal


			Validation


			The system will provide adequate review, reconciliation, and quality assurance checks to ensure refund data is correct.


			2





			6.40


			Termination & Withdrawal


			Validation


			The system will validate that a member’s status must be updated to an interim status upon termination of employment before it can be updated to terminated.


			2





			6.41


			Termination & Withdrawal


			Validation


			The system will validate that terminated, non-vested members are no longer active contributors and have no rights to pension benefits unless they have established portability.


			2





			6.42


			Termination & Withdrawal


			Validation


			The system will alert the end user that there is a legal-hold (such as in the case of a QDRO on file) on member’s account before issuing a withdrawal or rollover.


			2





			6.43


			Termination & Withdrawal


			Validation


			The system will provide the ability to display the details of each check prior to the posting of the payment setup. The system must provide the ability to go back and recalculate the withdrawal payment without having to void the payment or canceling the benefit setup.


			2





			6.44


			Termination & Withdrawal


			Validation


			The system will validate and confirm that the member has officially terminated, based on other data in the member’s account, such as a termination date that was imported into the system from the active payroll import file.


			2





			7.01


			Final Calc & New Retiree


			Benefit Payment


			The system will allow a user to recalculate pension payment amount if it becomes necessary to true-up any changes due to final payroll information from plan sponsor.


			2





			7.02


			Final Calc & New Retiree


			Validation


			The system will generate a warning if there are open buy back contracts when processing a final retirement.


			2





			7.03


			Final Calc & New Retiree


			Workflow & Case Management


			The system will provide the capability to generate calendar reminders for the retirement benefits specialist to track appointments, due dates, follow-up, and other events in the new retirement setup process.


			2





			7.04


			Final Calc & New Retiree


			Member Data


			The system will provide the ability to list and show breakdown of different pay items for the final benefit.


			2





			7.05


			Final Calc & New Retiree


			Calculation


			The system will provide the ability to override any parameters that are initially used in a benefit calculation and to recalculate the benefit based on those new values. Note that the PAS will store the original calculated benefit amount, in addition to the overridden parameter. Additionally, the PAS will log the activity within the audit trail. 


			1





			8.01


			Member consultations


			Benefit Estimate


			The system will produce benefit estimates that project out certain key parameters when necessary to compute a valuable estimate. For example:


· Final compensation: not projected or increased, projected with a percentage salary increase, projected with a flat dollar amount increase. 


· Years of service for active members are projected based on the estimated future retirement date, with the assumption that there will be no future gaps in service. Years of service for separated members are based on total service at separation effective date. Staff may add additional years of service manually to the benefit estimate.


· Age is projected out to the future retirement date.


			2





			8.02


			Member consultations


			Benefit Estimate


			The system will calculate benefit estimates on members that have split service across multiple plans. (Note: multiple plans currently do not exist at SCERS but might exist in the future.)


			2





			8.03


			Member consultations


			Benefit Estimate


			The system will use real/actual member data for all information up to the current date (such as service and final compensation), and to project all other pertinent parameters up through a future retirement date for calculating benefit estimates. This real/actual member data should be populated into the estimate automatically and should not require staff to manually enter data that might already exist in the system somewhere as an available value. Staff may be able to override any core parameters when executing the estimate.


			2





			8.04


			Member consultations


			Benefit Estimate


			The system will produce more detailed estimates that can accommodate for additional salary parameters.


			2





			8.05


			Member consultations


			Benefit Estimate


			The system will produce benefit estimates for members of the retirement system even when some parameters are missing. In these instances, the system should be able to make projections on some key variables. Some examples of missing parameters include, but are not limited to:


· Service history detail


· Salary history detail


			2





			8.06


			Member consultations


			Benefit Estimate


			The system will override any parameters that are initially used in a benefit estimate and re-compute an estimate based on those new values.


Additionally, the system will be able to use any amount of service in calculating the benefit estimate; in other words, there should be no minimum service requirement for producing a benefit estimate, even though an actual retirement calculation might have a minimum requirement.


			2





			8.07


			Member consultations


			Benefit Estimate


			The system will generate a benefit estimate form letter into a Microsoft Word-compatible document. The system will also export any benefit estimate data into another format, including, but not limited to, PDF.


			2





			8.08


			Member consultations


			Benefit Estimate


			The system will pick up any gaps in service that are eligible for buy back for the estimate purpose to provide member with an overview how the buy backs might affect their final benefit. Any period or gap in service that qualifies for a buy back based on the respective leave code in the system should be summarized (if more than one pay period) and available for selection by the staff member, and should not require manual lookup and entry by the member. Additionally staff shall be able to manually add other buy backs not existing in the system, including time period, buy back type, etc., for purposes of generating an estimate. 


			2





			8.09


			Member consultations


			Benefit Estimate


			The system will integrate all benefit estimates and associated correspondence issued or generated by the system, capturing and categorizing it appropriately in the future ECM automatically once the staff member selects to archive the correspondence to the ECM.


			2





			8.10


			Member consultations


			Benefit Estimate


			The system will merge any parameters used or computed in a benefit estimate with member demographic information in an export file or stored in a table so that these parameters can be used in the issuance of system generated correspondence/letter to the member.


			2





			8.11


			Member consultations


			Benefit Estimate


			The system will display the benefit estimate alongside with any parameters used prior to printing or generating correspondence 


			2





			8.12


			Member consultations


			Benefit Estimate


			The system will selectively include or exclude currently pending or ongoing service purchases. This enables the member to see the effects of a purchase with or without its inclusion.


			2





			8.13


			Member consultations


			Benefit Estimate


			The system will estimate all benefit options available at SCERS, and include the ability to use designated beneficiary information in order to produce a more accurate result for any options where applicable.


			2





			8.14


			Member consultations


			Benefit Estimate


			The system will estimate the retirement benefit with and without a Social Security modification and with or without the death benefit. System must be able to identify whether a member is eligible for a death benefit and must allow a staff member to override that selection depending on the member’s choice.


			2





			8.15


			Member consultations


			Benefit Estimate


			The system will use the benefit estimator as a robust “what-if” tool, starting with the actual member data, and providing the user with a user interface that allows for the overriding of parameter values.


			2





			8.16


			Member consultations


			Benefit Estimate


			The system will allow, through system security, only a system administrator to delete archived benefit estimates from the system.


			2





			8.17


			Member consultations


			Benefit Estimate


			The system will find the future termination/separation date and the first day of retirement based on eligibility rules.


			2





			8.18


			Member consultations


			Benefit Estimate


			The system will estimate benefits based on retirement type, such as service retirement, service connected disability, non-service connected disability, etc.


			2





			8.19


			Member consultations


			Benefit Estimate


			The system will create a reduced benefit estimate based on a domestic relations order.


			2





			8.20


			Member consultations


			Benefit Estimate


			The system will allow user to create new benefit estimates by only replacing those fields that are changed since the most recent estimate for that member; this will prevent the user from having to re-enter many repetitive parameter values. 


			2





			8.21


			Member consultations


			Benefit Estimate


			The system will store unique IDs associated with an archived benefit estimate so that it can be referenced in the future.


			2





			8.22


			Member consultations


			Benefit Estimate


			The system will alert user that 415(b) limits may be reached with an estimate, measuring against the IRS index for general members.


			2





			8.23


			Member consultations


			Benefit Estimate


			The system will provide members with a member-accessible web browser-based benefit estimate using the member’s own data from the system and member selected input/overrides. The tool shall be user friendly with directions on how to fill out the estimate and should provide the ability to remove certain fields that might be used internally by staff members to avoid confusion by the member. In general the functionality shall be as feature rich as the internal benefit estimator used by staff with the ability to modify the member-facing tool to make it more user-friendly and easier to understand by the member. Members should also be able to view history of benefit estimates stored online.


			2





			8.24


			Member consultations


			Benefit Estimate


			The system will display a detailed error event when a request for a benefit estimate does not pass the validation processes indicating what validation steps failed and why.


The system will have the ability to generate a detailed report of all benefit estimates failing the validation process.


			2





			8.25


			Member consultations


			Benefit Estimate


			The system will provide the ability to select whether whole dollar values or exact values should be generated for the estimate.


			2





			8.26


			Member consultations


			Benefit Estimate


			The system will produce benefit estimates ad hoc, which may be viewed, printed with additional optional wording to indicate that this is an estimate only, or stored to the member’s record in the ECM system via direct integration with the ECM (i.e., a staff member may select to “archive to member’s file” in the ECM and the system will automatically store the file alongside with the appropriate index values (e.g., document type, member name, member ID, date, etc.) that will be retrieved automatically from the context of the PAS and the processing member. Final indexing requirements will be defined via file plan and at the time of implementation, and any values existing in the system shall be retrieved automatically without the need for manual intervention by the staff member.


			2





			8.27


			Member consultations


			Benefit Estimate


			The system will produce benefit estimates for members of the retirement system that are not currently eligible to retire, as long as the required parameters are replaced with projected values as of an estimated future date of retirement. System must also be able to provide benefit estimates for all options available at SCERS, including Option G. System must take recorded interest rate changes in the past into account and must provide for the ability to define additional potential interest rate changes in the future in case of projection, i.e., staff should be able to enter interest rate changes for any projected dates by being able to define one (1) or multiple effective dates and associated rates.


			2





			8.28


			Member consultations


			Compliance


			The system will provide functionality to meet mandatory distribution laws as defined under IRC 401(a) 9, including tracking, reporting, and communications generation. Applicable communications must be generated as a part of the consultation process.


			2





			8.29


			Member consultations


			Correspondence


			The system will generate communication to the portable agency or agencies as a part of the retirement process, if the member record indicates that portability has been established.


			2





			8.30


			Member consultations


			Member Data


			The system will provide the ability to name multiple beneficiaries, dependent upon the retirement option selected. Multiple beneficiaries must be ranked in priority, and percentage of distribution must add up to 100 percent of the applicable benefit.


			2





			8.31


			Member consultations


			Member Data


			The system will provide the ability to add portable final compensation information (i.e., from one of the portable systems).


			2





			8.32


			Member consultations


			Reporting & Forms


			The system will generate a death benefit election form as part of the retirement documentation. The election to participate in the death benefit plan will be captured by the system and the appropriate annual deduction applied to the designated benefit payment.


			2





			8.33


			Member consultations


			Seminar Management


			The system will provide member seminar scheduling capability, with the ability to capture and store date and time information, SCERS staff facilitator assigned and member information for all registered attendees. All history will be maintained.


			3





			8.34


			Member consultations


			Seminar Management


			The system will provide an attendee-checking screen to record actual attendance at the seminar.


			3





			8.35


			Member consultations


			Seminar Management


			The system will provide a means by which members may register for seminars through the member web portal.


			3





			8.36


			Member consultations


			Seminar Management


			The system will maintain a SCERS user-designated maximum attendee limit, and will close seminar registration when that limit has been met.


			3





			8.37


			Member consultations


			Seminar Management


			The system will produce seminar registration reports, and the ability to produce batch estimates and other materials for the registered attendees.


			3





			8.38


			Member consultations


			Seminar Management


			The system will generate follow-up correspondence to all attendees.


			3





			8.39


			Member consultations


			Validation


			The system will validate the date of the last benefit estimate completed as a step in the consultation scheduling process. If the date exceeds one year, the user will be given a warning message, but the scheduling process will proceed if the user opts to continue.


			2





			8.40


			Member consultations


			Validation


			The system will validate that the retirement date is no earlier than thirty days from the selected consultation date as a step in the consultation scheduling process. If the date is earlier than thirty days, the user will be given a warning message, but the scheduling process will proceed if the user opts to continue.


			2





			8.41


			Member consultations


			Validation


			The system will default the member’s retirement date to the date thirty days from the consultation date. This date can be overwritten, but not with a date less than thirty days from the consultation date.


			2





			8.42


			Member consultations


			Validation


			The system will capture and store an indicator that a member’s spouse was present during the member’s consultation. If the indicator is set to “spouse not present” notarization of the spouse’s signature on forms is required and therefore the case check list must include this item as required.


			2





			8.43


			Member consultations


			Validation


			The system will alert users when an open retirement case has reached a designated number of days prior to the retirement date.


			2





			8.44


			Member consultations


			Validation


			The system will have the ability to automatically run validation programs to determine it has all the required information to generate a valid and accurate benefit estimate and it shall notify staff member of any missing information in a user-friendly and understandable error message.


			2





			9.01


			New Hire Enrollment


			Compliance


			For the purposes of calculating maximum contribution in accordance with §401(a)(17), the PAS will calculate the member’s entry date as the earliest date of employment, regardless of whether funds were left on account or whether creditable service was continuous.


			1





			9.02


			New Hire Enrollment


			Configurability


			The system will provide the capability to create new statuses and new job codes without the need for programming updates.


			2





			9.03


			New Hire Enrollment


			Configurability


			The system will provide the capability to update membership eligibility requirements without the need for programming updates.


			2





			9.04


			New Hire Enrollment


			Contribution & Interest


			The system will provide the capability to process re-deposits for rehires. If a member took a refund on his/her contributions, a new hire date and a new date of membership will be entered.


			1





			9.05


			New Hire Enrollment


			Correspondence


			The system will provide the capability to generate and track confirmation letters, envelopes, and mailing labels.


			2





			9.06


			New Hire Enrollment


			Correspondence


			The system will provide the capability to generate an automated welcome letter for new members as well as address label files if the member is added via the transmittal file or manually.


			2





			9.07


			New Hire Enrollment


			Eligibility


			The system will track the eligibility windows for temporary non-members, generating management reports and communications to advise non-members of their membership opportunity. There are three eligibility windows:


1. 	Within six calendar months of completing 1,044 hours of continuous straight-time service. If non-members opt to join within this six-month period, they will begin earning service credit from their date of membership forward.


2. 	Within six months of completing 10,440 hours (equivalent to five years full-time) of continuous straight-time temporary service.


3. 	If temporary employees are offered a permanent position sometime after the 1,044-hour threshold, but before they have worked 10,440 hours continuous straight-time temporary service, membership in SCERS is mandatory.


			2





			9.08


			New Hire Enrollment


			Eligibility


			The system will apply eligibility rules based on a combination of employment type and job code. 


			2





			9.09


			New Hire Enrollment


			Eligibility


			The system will provide the capability to report eligible new hires that appear in the payroll transmittal file.


			2





			9.10


			New Hire Enrollment


			Member Data


			The system will allow users to change non-member designation to member designation, and to enter the effective membership date.


			2





			9.11


			New Hire Enrollment


			Member Data


			The system will track all job code designations, as well as indicator of employment type, including but not limited to the following examples:


· Term limited


· Part time


· Exempt


· Regular 


			2





			9.12


			New Hire Enrollment


			Member Data


			The system will provide the capability to start accepting contributions from the active payroll transmittal file for a new member based on user-defined period.


Currently the effective date of membership is the hire date.


			2





			9.13


			New Hire Enrollment


			Member Data


			The system will provide the capability to track multiple hire dates to record breaks in service properly (i.e., store the initial hire date as well as the rehire date as a separate hire date).


			2





			9.14


			New Hire Enrollment


			Member Data


			The PAS will provide the capability to collect and store employee and beneficiary information, including but not limited to the following examples:


· Employee ID (Seattle ID) 


· Retirement Number (RetNo) 


· Employee name (First/MI/Last/Suffix)


· Job code


· Employment type (regular, part time, exempt, etc.)


· Contribution rates (ER and EE) 


· Amount of contribution


· Address 


· Phone number


· Social Security number 


· Date of birth 


· Date hired


· Employer department


· Total service (including purchases, reciprocal service, etc.) 


· Department 


· Position title


· Date of membership 


· Date of retirement 


· Tier (not used at SCERS today, but future functionality desired)


· Plan (only one defined today, but multiple plans may be defined in the future)


· Monthly salary 


· Gender (M/F) 


· E-mail address 


· Marital status


Beneficiary Information:


· Name #1, 2, 3


· Date of birth


· Relationship


· Percentage


· Rank (if one of multiple beneficiaries named)


· Address


· Date of marriage (if spouse or domestic partner)


			2





			9.15


			New Hire Enrollment


			Member Data


			The system will update the member’s status to active when the employer transmittal file includes a new member who has an existing record at SCERS, provided the member was not previously retired.


			2





			9.16


			New Hire Enrollment


			Member Data


			The system will create a new member account when the employer transmittal file indicates that the member is a new hire (i.e. original hire). 


			2





			9.17


			New Hire Enrollment


			Member Data


			The system will provide the capability to receive a payroll transmittal file, which provides information typically provided for new member enrollment. This includes member name, employment status, employment date, employment history, member address, retroactive contribution deductions. This information should update the previous information in the PAS, keeping history. 


			2





			9.18


			New Hire Enrollment


			Payment


			The system will provide the ability to issue a refund of employee contributions and applicable interest in the event that contributions are received in error for a non-member or if contributions were received for an exempt, part time or term limited employee who has opted out of the plan.


			2





			9.19


			New Hire Enrollment


			Reporting & Forms


			The system will generate a new member packet, including but not limited to:


· Welcome letter


· Beneficiary designation form


· Option to buy back any qualified time at start of membership


			2





			9.20


			New Hire Enrollment


			Reporting & Forms


			The system will provide the capability to generate a new member report based on a date range that will give SCERS an overview of all new members enrolled in the system within the specified reporting period.


			2





			9.21


			New Hire Enrollment


			Reporting & Forms


			The system will provide the capability to generate a detailed report of all new member records created within a user-specified period, for a specific employer. This report must contain, but not be limited to the following examples:


· Name


· Date of birth


· SSN 


· Employee ID


· Retirement ID


· Contribution rate


· Date of hire


· Salary


· Job code


· Employment type


· Birth date


· Employer / department


			2





			9.22


			New Hire Enrollment


			Reporting & Forms


			The system will provide the capability to generate a detailed report of all members with data changes transmitted in a given active employee payroll transmittal file, including, but not limited to:


· Member demographics


· Member status


· Date of hire


· Employer


			2





			9.23


			New Hire Enrollment


			Reporting & Forms


			The system will provide the following reports:


· New member report whenever a new member record is created


· Rehired member report whenever a member’s record is reactivated


			2





			9.24


			New Hire Enrollment


			Reporting & Forms


			The system will provide the capability to create a new member enrollment report with information on status within the process (e.g., member enrolled in PAS, welcome letter sent, missing form, etc.).


			2





			9.25


			New Hire Enrollment


			Reporting & Forms


			If a member comes over on the transmittal first, the name will appear on an exception report and the system will create a shell record.


			2





			9.26


			New Hire Enrollment


			Validation


			The system will recognize when data for a new employee, regardless of employment type, is contained in the active payroll transmittal file and create a new person record in the system. 


			2





			9.27


			New Hire Enrollment


			Validation


			The system will assess job code and employment type to determine new member status. Regular, full-time employees will be designated as members, with the membership date set to the same date as the employment service date.


			2





			9.28


			New Hire Enrollment


			Validation


			The system will trigger an alert if a rehired retiree has come back to work. This validation will occur as a part of the active employee payroll process.


			2





			9.29


			New Hire Enrollment


			Validation


			The system will validate that if a member retires, the member may no longer contribute to SCERS, even after being rehired. The system will validate that these “retired-rehired” employees are not accepted as actively contributing members. 


			2





			9.30


			New Hire Enrollment


			Validation


			The system will provide the capability to identify records contained in payroll transmittal files, for which there is a matching member record found in the system. 


For example, member already exists, so the transmittal file import process will return an exception and will allow posting records, but provide the user with an exception report/activity report that will allow further review. 


			2





			9.31


			New Hire Enrollment


			Validation


			The system will flag a record for review (for qualified buy back) if hire date for a regular member is prior to date entered in system.


			2





			9.32


			New Hire Enrollment


			Workflow & Case Management


			The system will define an operational case to manage the new member opt-in process, including the generation of all communication and forms associated with the membership eligibility windows.


			2





			9.33


			New Hire Enrollment


			Workflow & Case Management


			The system will provide the capability to implement a workflow process to record, track and report status of enrollment process steps.


			2





			9.34


			New Hire Enrollment


			Workflow & Case Management


			The system will provide the capability to create alerts or reminders for sending welcome packets or other correspondence.


			2





			10.01


			Health Insurance


			Benefit Payment


			The system will allow out of pocket payments for retiree health premiums in cases where retirement occurs during the month.


Example: If a member was an active employee with the City on October 9 with a retirement date of October 10, the retiree’s first payroll check would be November 30, including a prorated amount for October 10 through 31, and the premiums for the month of November would require an out of pocket payment directly from the retiree.


			3





			10.02


			Health Insurance


			Benefit Payment


			The system will ensure that retiree, self-paid health premium deductions do not begin until the first retiree payroll following the last month of active, City-paid health coverage.


Example: If a member is an active employee with the City on payroll October 1, the member will have active, City-paid health coverage through October 31 and retiree, self-paid health premium deductions will not begin until October 31 retiree payroll.


			3





			10.03


			Health Insurance


			Benefit Payment


			The system will provide the ability to post payments for health premiums for the first month of health coverage.


			3





			10.04


			Health Insurance


			Benefit Payment


			The system will provide the ability to maintain low-income subsidy premium rate reductions.


			3





			10.05


			Health Insurance


			Benefit Payment


			The system will provide the ability to maintain retroactive premium adjustments, including adjustments for low-income subsidy reductions.


			3





			10.06


			Health Insurance


			Benefit Payment


			The system will provide the ability to maintain positive deduction amounts due to adjustments.


			3





			10.07


			Health Insurance


			Configurability


			The system will provide the ability to maintain varying premium amounts by health plan, carrier, and number of covered individuals.


			3





			10.08


			Health Insurance


			Configurability


			The system will provide the ability to maintain premium rates.


			3





			10.09


			Health Insurance


			Correspondence


			The system will automatically generate retiree notifications indicating termination of retiree health coverage and optional enrollment in Medicare health plans two months prior to turning age 65.


			3





			10.10


			Health Insurance


			Eligibility


			The system will allow retiree enrollment into retiree health plans if the retiree was an active City employee the day prior to the date of retirement or the following:


· The member retired on or after December 1, 2009 and had continuous health coverage with another employer group health plan from the date of separation with the City until transition to the City’s retiree health plan, and the retiree has provided proof of continuous coverage by submitting a certificate of coverage.


· The member retired before December 1, 2009 and maintained coverage with the City’s retiree health plan through November 1, 2013, and had continuous coverage with either the City’s plan or another employer group health plan after November 1, 2013 up until the transition to the City’s retiree health plan. A certificate of coverage is required as proof of continuous coverage.


· The member retired but had continuous health coverage through a spouse’s active group health plan from the date of separation with the City until transition to the City’s retiree health plan, and the retiree has provided proof of continuous coverage by submitting a valid certificate of coverage.


· The member retired but had continuous health coverage through COBRA from the date of separation with the City until transition to the City’s retiree health plan.


			3





			10.11


			Health Insurance


			Eligibility


			The system will provide the ability to enroll retirees into the Medicare Drug Plan once eligible for Medicare health coverage and thereafter between November 15 and December 31.


			3





			10.12


			Health Insurance


			Eligibility


			The system will ensure that a retiree is only eligible to enroll in a City health plan following a layoff if the following has occurred:


· The retiree was placed on reinstatement when laid off.


· The retiree retired before the reinstatement period ended (currently two years from the date of layoff).


· The retiree was continuously enrolled in COBRA or had health coverage as a dependent in one of the City’s health plans.


· The retiree elected to enroll in a retiree health plan within thirty-one days of the later of: the date of retirement, the date COBRA coverage ended, or the date health coverage as a dependent in one of the City’s health plans ended.


			3





			10.13


			Health Insurance


			Enrollment


			The system will provide the ability to choose from multiple retiree health plans, including but not limited to COBRA, a health cooperative plan, a traditional plan, a preventative plan, and multiple Medicare supplemental health plans. 


			3





			10.14


			Health Insurance


			Enrollment


			The system will provide the ability to enroll retirees and dependents in separate health plans if elected.


			3





			10.15


			Health Insurance


			Enrollment


			The system will provide the ability to perform health plan election and deduction setup up to the last day of the month of retirement and just prior to the month of the first payroll deduction.


			3





			10.16


			Health Insurance


			Enrollment


			The system will provide the ability to switch a retiree’s health plan elected at retirement to another health plan during open enrollment.


			3





			10.17


			Health Insurance


			Enrollment


			The system will provide the ability to accept separate medical enrollment forms for Medicare supplement health plans.


			3





			10.18


			Health Insurance


			Enrollment


			The system will provide the ability to optionally enroll retirees in Medicare supplement health plans.


			3





			10.19


			Health Insurance


			Enrollment


			The system will provide the ability to generate annual open enrollment notifications that include but are not limited to premium rate increase.


			3





			10.20


			Health Insurance


			Enrollment


			The system will provide the ability to make dependent changes outside of open enrollment in cases of newborns, adoption, adult children turning age 26, divorce, and when a spouse loses employer health coverage and was previously a covered dependent. 


			3





			10.21


			Health Insurance


			Enrollment


			The system will ensure that former spouses are terminated from retiree health coverage on the divorce effective date.


			3





			10.22


			Health Insurance


			Enrollment


			The system will provide the ability to transition former spouses from retiree health coverage to the COBRA health plan and ensure that COBRA coverage terminates after thirty-six months.


			3





			10.23


			Health Insurance


			Member Data


			The system will provide the ability to indicate election of COBRA health coverage for any member that leaves City employment. 


			3





			10.24


			Health Insurance


			Member Data


			The system will provide the ability to enter enrollment elections and related enrollment data to include but not be limited to all medical enrollment form information.


			3





			10.25


			Health Insurance


			Member Data


			The system will provide the ability to indicate that a Voluntary Employees' Beneficiaries Association (VEBA) Plan is being used to reimburse the retiree for premium payments.


			3





			10.26


			Health Insurance


			Member Data


			The system will provide the ability to maintain, but not be limited to, the following deduction information:


· Deduction code 


· Effective date


· Calculation routine (flat rate, percentage of gross, or default to deduction table)


· Deduction end date


· Flat amount per pay period


· Miscellaneous data


			3





			10.27


			Health Insurance


			Reporting and Forms


			The system will provide electronic file data with new and updated enrollment information for retirees and retiree dependents to SCERS health providers.


			3





			10.28


			Health Insurance


			Validation


			The system will ensure that individual health plans purchased by a City employee after separation of employment or retirement with the City do not meet eligibility requirements for transition to the City’s retiree health plans.


			3





			10.29


			Health Insurance


			Validation


			The system will ensure that retiree healthcare deductions do not begin until after the retirement date has become effective.


			3





			10.30


			Health Insurance


			Validation


			The system will ensure that vested employees that separated from City employment or retired and have elected COBRA health coverage cannot switch health plans until COBRA health coverage ends and have enrolled in a City retiree health plan.


			3





			10.31


			Health Insurance


			Validation


			The system will provide the ability to restrict enrollment to the Medicare supplement health plans for retirees age 65 and older.


			3





			10.32


			Health Insurance


			Validation


			The system will provide the ability to automatically terminate retiree health coverage for retirees after turning age 65.


Note: Retirees with birthdays on the second through the end of the month have their coverage discontinued on the first day of their birthday month. Retirees with birthdays on the first of the month have their coverage discontinued on the first of the month before their birthday month.


			3





			10.33


			Health Insurance


			Validation


			The system will automatically terminate adult child retiree health coverage at the end of the month in which the dependent turns 26.


			3





			10.34


			Health Insurance


			Validation


			The system will provide the ability to transition adult child dependents from retiree health coverage to the COBRA health plan and ensure that COBRA coverage terminates after eighteen months.


			3





			11.01


			Open Enrollment


			Reporting and Forms


			The system will generate and track various forms associated with the open enrollment process, including an add/remove healthcare dependents form. 


			3





			11.02


			Open Enrollment


			Member Data


			The system will store multiple healthcare dependents


			3





			11.03


			Open Enrollment


			Member Data


			The system will able to track, by healthcare dependent, the dependent type.


			3





			11.04


			Open Enrollment


			Member Data


			The system will track, by healthcare dependent, the eligible healthcare dependent status and, if not eligible, the reason for ineligibility.


			3





			11.05


			Open Enrollment


			Eligibility


			The system will determine the eligible healthcare dependent status, by healthcare dependent, per the following:


1) Legal spouse (unless legally separated) 


2) Domestic partner, provided that the member and their domestic partner:


a. Share the same regular and permanent residence and;


b. Have a close personal relationship and;


c. Are jointly responsible for basic living expenses as defined below and;


d. Are not married to anyone and;


e. Are each 18 years of age or older and;


f. Are not related by blood closer than would bar marriage in Washington state and;


g. Were mentally competent to consent to contract when the domestic partnership began and;


h. Are each other’s sole domestic partner and are responsible for each other’s common welfare


3) The member’s children or the spouse’s children under the age of 26; includes biological children, adopted children, stepchildren, children of the domestic partner, children for whom the member has a qualified court order to provide coverage, and children for whom the member is the legal guardian.


			3





			11.06


			Open Enrollment


			Member Data


			The system will provide a means of designating a dependent child as disabled. The system will not impose healthcare age limitation rules on any dependent child, regardless of age.


			3





			11.07


			Open Enrollment


			Member Data


			The system will track the history of healthcare dependent information changes, including effective date start and effective date end, and healthcare dependent demographic information.


			3





			11.08


			Open Enrollment


			Member Data


			The system will track, by healthcare dependent, the proof of status and if proof of status is missing or insufficient, the reason for the deficiency. Proof of status documentation may include, but not be limited to the following:


· Marriage license


· Birth certificate


· Affidavit of domestic partnership


· Federal tax return


· Proof of joint property ownership


			3





			11.09


			Open Enrollment


			Member Data


			The system will seamlessly integrate with the ECM solution, such that an electronic image or file of the supporting documentation for healthcare dependent will be available through the member record.


			3





			11.10


			Open Enrollment


			Reporting and Forms


			The system will generate all necessary communications and forms associated with the open enrollment process, including but not limited to the affidavit of marriage or domestic partnership form.


			3





			11.11


			Open Enrollment


			Member Data


			The system will capture a qualified member’s election to decline healthcare coverage, including both declination and reason for declination.


			3





			11.12


			Open Enrollment


			Validation


			The system will enforce the following rules for any qualified member that has declined healthcare coverage:


Members who have no other medical insurance will NOT be eligible to enroll in a medical plan until the next annual open enrollment unless there is a qualifying change in family status. 


Members who have other medical coverage (they may not decline dental or vision coverage) and lose such coverage, may enroll in a City medical plan within thirty-one days of the loss of the other coverage upon providing proof of continuous medical coverage. 


Members who have a qualifying change in family status may enroll or dis-enroll eligible dependents within thirty-one days (or sixty days for a newborn or newly adopted child) of that change. 


Members who declined City coverage and leave City employment or go on a leave of absence will not be eligible to subsequently obtain medical, dental, or vision coverage through the City under the federal COBRA law. Such members who then retire will be eligible to enroll in a City retiree medical plan.


			3





			11.13


			Open Enrollment


			Member Data


			The system will capture alternate coverage details if the qualified member has declined coverage because of alternate coverage.


			3





			11.14


			Open Enrollment


			Validation


			The system will validate that any changes to existing healthcare coverage outside of the open enrollment period are associated with defined family status changes:


· Birth, adoption, placement of a child, or legal guardianship. 


· Loss of a child, spouse, or domestic partner’s eligibility under another health plan. 


· Marriage or formation of a domestic partnership. 


· Divorce, termination of a domestic partnership, or legal separation.


The system will track changes to existing healthcare coverage through a case management / workflow process to ensure that necessary documentation has been received prior to completion of enrollment change.


			3





			11.15


			Open Enrollment


			Configurability


			The system will allow the open enrollment period to be changed by a system administrator or user with appropriate security designation.


			3





			11.16


			Open Enrollment


			Enrollment


			The system must be able to support multiple open enrollments within the same calendar year. Currently two enrollment periods are offered; a general retiree group medical enrollment and a Medicare drug plan enrollment.


			3





			11.17


			Open Enrollment


			Enrollment


			The system must support overlapping open enrollment time periods.


			3





			11.18


			Open Enrollment


			Validation


			The system will enforce the rule that the following medical/dental/vision coverage changes may only be made during the open enrollment period:


· Change plans


· Add or drop an eligible family member 


The system will not enforce this rule when a qualifying family event has been documented.


			3





			11.19


			Open Enrollment


			Validation


			The system will enforce the rule that the following flexible spending accounts changes may only be made during the open enrollment period:


· Enroll in dependent care flexible spending account


· Enroll in health care flexible spending account


			3





			11.20


			Open Enrollment


			Enrollment


			The system will provide functionality to re-enroll all participants in the flexible spending account program every year during the open enrollment period.


			3





			11.21


			Open Enrollment


			Validation


			The system will enforce the rule that the following supplemental long term disability insurance changes may only be made during the open enrollment period:


· Enroll in supplemental LTD; a pre-existing exclusion applies 


· Life insurance


· Add basic life or limited basic life coverage


· Change your basic life to limited basic life (or vice versa)


· Add or increase supplemental life coverage (if the member has basic life)


			3





			11.22


			Open Enrollment


			Validation


			The system will enforce the rule that the following accidental death & dismemberment insurance changes may only be made during the open enrollment period:


· Add or increase coverage 


			3





			11.23


			Open Enrollment


			Configurability


			The system will track the “grandfathered health plan status” of each medical plan.


			3





			11.24


			Open Enrollment


			Enrollment


			The system will support multiple, user defined election options for each open enrollment, including election option details. The system must support multiple election options, including but not limited to the following examples:


· Medical


· Prescription drug


· Dental


· Vision


· Dependent care flexible spending account


· Healthcare flexible spending account


· Basic life insurance


· Supplemental life insurance


· Accidental death & dismemberment insurance


· Supplemental long term disability insurance


			3





			11.25


			Open Enrollment


			Enrollment


			The system will support an “evergreen” open enrollment; that is, a retiree’s prior retiree group medical or Medicare drug plan election pre-populates the subsequent retiree group medical or Medicare drug plan and becomes the retiree’s election if no other action is taken by the retiree.


			3





			11.26


			Open Enrollment


			Member Data


			The system will track reason and effective date that a retiree became ineligible for retiree group medical.


			3





			11.27


			Open Enrollment


			Correspondence


			The system will generate an open enrollment notification to all retirees eligible for retiree group medical.


			3





			11.28


			Open Enrollment


			Reporting and Forms


			The system will generate various reports associated with the open enrollment process, including but not limited to:


· Age 65 query and report


· Deduction reconciliation report


			3





			11.29


			Open Enrollment


			Correspondence


			The system will generate the annual member notice.


			3





			11.30


			Open Enrollment


			Correspondence


			The system will generate the VEBA reimbursement letter.


			3





			11.31


			Open Enrollment


			Reporting and Forms


			The system will generate an open enrollment package that contains all applicable individual election forms.


			3





			11.32


			Open Enrollment


			Member Data


			The system will track, by retiree, the applicability of any special benefit options, such as I.B.E.W. Local 77 or Seattle Police Officer’s Guild benefits.


			3





			11.33


			Open Enrollment


			Workflow and Case Management


			The system will track the history of individual retiree open enrollment packages, including date sent, date received and the details of the retiree group medical elections.


			3





			11.34


			Open Enrollment


			Member Data


			The system will track, by retiree, the individual open enrollment elections.


			3





			11.35


			Open Enrollment


			Workflow and Case Management


			The system will track, by retiree, those retirees who did not return an open enrollment election, did not return an open enrollment election in a timely manner, or who opted out. 


			3





			11.36


			Open Enrollment


			Reporting and Forms


			The system will generate a qualifying change in family status election package that contains all applicable individual election forms.


			3





			11.37


			Open Enrollment


			Enrollment


			The system will tailor the individual election options dependent upon the qualifying change in family status type.


			3





			11.38


			Open Enrollment


			Enrollment


			The system will allow for multiple qualifying change in family status events per retiree. 


			3





			11.39


			Open Enrollment


			Enrollment


			The system will support by retiree, overlapping qualifying change in family status event time periods.


			3





			11.40


			Open Enrollment


			Member Data


			The system will track, by retiree, any applicable other medical insurance


			3





			11.41


			Open Enrollment


			Enrollment


			The system must support multiple, user defined election options for each qualifying change in family status, including election option details.


			3





			11.42


			Open Enrollment


			Configurability


			The system must allow each election option to have a user definable enrollment period.


			3





			11.43


			Open Enrollment


			Workflow and Case Management


			The system will track the history of individual retiree qualifying change in family status election packages, including date sent, date received, and the details of the elections


			3





			11.44


			Open Enrollment


			Member Data


			The system will track, by retiree, the individual qualifying change in family status elections.


			3





			11.45


			Open Enrollment


			Workflow and Case Management


			The system will track, by retiree, those retirees who did not return a qualifying change in family status election, did not return a qualifying change in family status election in a timely manner, or who opted out.


			3





			11.46


			Open Enrollment


			Member Data


			The system will record all changes to healthcare assignments at the member level, including the associated changes to premium deductions from the member’s benefit payroll.


			3





			12.01


			Vendor Payment


			Benefit Payment


			The system will provide the ability to reverse a previous month's adjustment or deduction.


			2





			12.02


			Vendor Payment


			Benefit Payment


			The system will provide the ability for user to select whether a prorated benefit payment should apply no insurance deduction, a full month insurance deduction, or a prorated insurance deduction. Default will be full month insurance deduction.


			2





			12.03


			Vendor Payment


			Benefit Payment


			The system will provide the ability to link any deduction, credit or adjustment code to an individual (in case of payroll garnishments) or vendor. This ability should both be configurable at a global adjustment code level, and be modifiable at the individual adjustment level.


			2





			12.04


			Vendor Payment


			Benefit Payment


			The system will provide the ability to automatically generate adjustments globally, to certain identifiable population groups.


			2





			12.05


			Vendor Payment


			Benefit Payment


			The system will provide the ability to apply appropriate benefit payroll deductions and credits, beginning with the first benefit payment issued after the coverage effective date. 


			2





			12.06


			Vendor Payment


			Benefit Payment


			The system will provide the ability to apply manual benefit payroll credits or debits to a member’s payroll. These credits or debits must be assigned to specific vendors or agencies, and be defined by effective date from, termination date, and amount.


			2





			12.07


			Vendor Payment


			Benefit Payment


			The system will provide the ability to calculate pro-rata premium due for partial months and retroactive effective dates.


			2





			12.08


			Vendor Payment


			Benefit Payment


			The system will provide the ability to designate the priority of payment deductions as they appear on the checks or direct deposit statements.


			2





			12.09


			Vendor Payment


			Benefit Payment


			The system will provide the ability to reverse payroll transactions upon the cancellation or repayment of a previously issued benefit payroll check.


Payroll reversals shall include the following payroll types:


· Monthly


· Semi-monthly (lump sum)


· Manual


· Vendor


			2





			12.10


			Vendor Payment


			Configurability


			The system will provide the ability to link / associate adjustment codes to pre-configured benefits vendors in order to more easily process a vendor payroll.


			2





			12.11


			Vendor Payment


			Configurability


			The system will provide the ability for the end user to manually create an adjustment for particular health plan that can represent a prior period, and for that adjustment to automatically be linked to the insurance carrier.


			2





			12.12


			Vendor Payment


			Configurability


			The system will provide the ability to use date driven adjustments, deductions and credits in order to automatically start and automatically terminate date-driven pay items.


			2





			12.13


			Vendor Payment


			Configurability


			The system will provide the ability to use date parameters to specify the effective and termination dates of insurance plans and other deduction types at both a global and individual level. This means that insurance plans could be assigned to individuals in advance of their being effective for a future date.


			2





			12.14


			Vendor Payment


			Configurability


			The system will provide the ability to close a vendor plan to new membership / enrollment as of a specific date, while maintaining current membership.


			2





			12.15


			Vendor Payment


			Configurability


			The system will provide the ability to define vendors by recording and storing the following data elements:


· Vendor name


· Vendor address


· Vendor contact name


· Vendor contact telephone


· Vendor contact e-mail address


· Vendor financial institution information (for payment remittance)


· Vendor payment type (i.e. EFT, check, etc.)


			2





			12.16


			Vendor Payment


			Configurability


			The system will provide the ability to provide an authorized user with a means to update vendor rate tables, while maintaining complete history.


			2





			12.17


			Vendor Payment


			Configurability


			The system will provide the ability to store vendor rate structure (tier) tables, including effective dates from and effective dates to. Rate tables must define multiple plans and multiple rate structures per plan. 


			2





			12.18


			Vendor Payment


			Configurability


			The system must provide the ability to create a vendor record and associated deduction codes. The user must be able to designate the deduction type (after tax, before tax) and to designate whether the deduction is based upon a set deduction amount, individual or table driven.


			2





			12.19


			Vendor Payment


			Payroll Process


			The system will provide the ability to automatically compile deductions, credits, and adjustment codes into an automated, separate payroll for alternative payees or vendors.


			2





			12.20


			Vendor Payment


			Payroll Process


			The system will provide the ability to run independent payroll runs for the (recurring) monthly payroll and lump-sum (semi-monthly) payroll. These processes must be self-contained; however, the overall activities affecting vendor payroll must be incorporated into the vendor payroll activity as applicable and appropriate.


			2





			12.21


			Vendor Payment


			Payroll Process


			The system will provide the ability to associate adjustments with specific vendors, and have those adjustments picked up in the appropriate vendor payroll.


			2





			12.22


			Vendor Payment


			Payroll Process


			The system will provide the ability to run vendor payroll reports on trial payroll batches for vendor payroll.


			2





			12.23


			Vendor Payment


			Payroll Process


			The system will provide the ability to select one or multiple vendors to process in a single batch, resulting in individual vendor payments according to transactions in queue.


			2





			12.24


			Vendor Payment


			Payroll Process


			The system will provide the ability to post an existing vendor payroll trial, resulting in the issuance of vendor payment.


			2





			12.25


			Vendor Payment


			Payroll Process


			The system will provide the ability to queue benefit payroll transactions (both debits and credits) as vendor transactions at the member level. These transactions must be maintained in history, with a change in status as they are processed. Status values to include:


· Pending


· Paid


· Cancelled (used only in the event that a payroll batch is cancelled prior to issuance)


			2





			12.26


			Vendor Payment


			Payroll Process


			The system will provide the ability to record and store all vendor payroll batch transaction and payment details.


			2





			12.27


			Vendor Payment


			Payroll Process


			The system will provide the ability to sweep all vendor transactions with a status of pending, in queue for a selected vendor into a vendor payroll trial batch. 


			2





			12.28


			Vendor Payment


			Payroll Process


			The system will allow an end user the ability to select the vendors that will be used for a vendor payroll.


			2





			12.29


			Vendor Payment


			Reporting & Forms


			The system will provide vendor payment reconciliation reports, in summary and detail that reconcile vendor payment to benefits payroll.


			2





			12.30


			Vendor Payment


			Reporting & Forms


			The system will provide the ability for a data extract to be configured and generated from the system that contains all necessary retiree information (and dependent coverage data, if applicable) that can be sent to vendors.


			2





			12.31


			Vendor Payment


			Reporting & Forms


			The system will provide the ability to reconcile a vendor enrollment report to vendor payroll for the same period, referencing vendor eligibility changes for reconciling items, and producing an exceptions report.


			2





			12.32


			Vendor Payment


			Reporting & Forms


			The system will provide reports to detail vendor enrollment against prior months. The reports must not only list member information but also coverage information and the costs applicable. In some cases the costs and adjustments applicable may involve more than one carrier and the PAS must be able to break out the respective values for each. The PAS must also provide costs applicable for dependents. 


			2





			12.33


			Vendor Payment


			Reporting & Forms


			The system will provide the ability to produce vendor payroll total detail, summary, and exception reports by vendor, vendor invoice, agency, and bank.


			2





			12.34


			Vendor Payment


			Reporting & Forms


			The system will provide the ability to issue summary and detailed versions of key reconciliation reports, including, but not limited to:


· Vendor transactions by vendor and batch


· Payroll deductions by pay period


			2





			12.35


			Vendor Payment


			Usability


			The system will provide the ability to alert the user that the requisite processes have been completed, so the vendor payroll process can be initiated.


			2





			12.36


			Vendor Payment


			Usability


			The system must provide the ability to view via a vendor payment history screen that will be able to show the Vendor payments checks that have been issued. The vendor payment history screen must be by vendor and have at a minimum the following information:


· Vendor name


· Check number


· Check issue date


· Check status


· Check amount


			3





			12.37


			Vendor Payment


			Usability


			The system will provide the ability to track the last time a vendor was paid, the payment amount, and the associated invoice(s).


			2





			13.01


			Portability


			Calculation


			The system will include service at portable agency in the service calculation.


			1





			13.02


			Portability


			Calculation


			In calculating the benefit for a surviving spouse the system will ensure the service used for the calculation includes portable agencies (for eligibility purposes).


			1





			13.03


			Portability


			Calculation


			The system will require benefits calculations using portability rules if the member has re-deposited previously withdrawn SCERS contributions to establish portability.


			1





			13.04


			Portability


			Calculation


			The system will be capable of paying out a lump sum payment to a dual member in lieu of a monthly benefit if the first monthly benefit would be less than fifty dollars. The lump sum payment will be the greater of the actuarial equivalent of such monthly benefits or an amount equal to the individual's accumulated contributions plus accrued interest.


			1





			13.05


			Portability


			Calculation


			The system will have the capability of determining final average salary by comparing the calculated SCERS FAS to FAS data for each portability agency and using the highest FAS of these.


			1





			13.06


			Portability


			Configurability


			The system will be capable of recording information for portability agencies including:


· Agency name


· Address(es)


· Contact name(s)


· Contact e-mail(s)


· Contact phone number(s)


			2





			13.07


			Portability


			Eligibility


			The system will have the capability of determining a member’s eligibility for retirement using the combined service from SCERS and all portability agencies as stored in the PAS.


			2





			13.08


			Portability


			Member Data


			The system will include the ability for staff to record that a member has re-deposited contributions and interest to establish portability. 


			2





			13.09


			Portability


			Member Data


			The system will include the ability to record a break in portability and track the history of portability.


			2





			13.10


			Portability


			Member Data


			The system will provide data elements for recording of service time from each portability agency for establishing eligibility.


			2





			13.11


			Portability


			Member Data


			The system will provide data elements for recording final average salary from each portability agency to be used in calculation of benefit estimates and final benefits.


			2





			13.12


			Portability


			Validation


			The system will allow staff to enter in the retirement allowance from portable agencies. The system will validate that the combined retirement benefit will not exceed the maximum benefit the member would have received from SCERS. 


			2





			13.13


			Portability


			Validation


			The system will include validation rules to ensure a member is not credited with service credit related to military leave in multiple portable agencies


			2





			14.01


			Rehired Member & Retiree


			Benefit Payment


			The system will have functionality to suspend pension payments to retirees rehired to regular City service.


			2





			14.02


			Rehired Member & Retiree


			Benefit Payment


			The system will provide functionality to continue annuity payments to retirees rehired to regular City service.


			2





			14.03


			Rehired Member & Retiree


			Benefit Payment


			The system will provide functionality to resume pension payments at the original amount for retirees rehired to regular City service when their employment ends. 


			2





			14.04


			Rehired Member & Retiree


			Benefit Payment


			The system will allow continuation of annuity and pension payments to retirees rehired to temporary City service.


			2





			14.05


			Rehired Member & Retiree


			Benefit Payment


			The system will provide functionality to suspend pension payments to retirees rehired to temporary City service that exceed 1,040 hours worked in a calendar year. 


			2





			14.06


			Rehired Member & Retiree


			Benefit Payment


			The system will provide functionality to automatically resume pension payments at the original amount for retirees rehired to temporary City service at the beginning of each calendar year. 


			2





			14.07


			Rehired Member & Retiree


			Calculation


			The system will provide functionality to calculate pension amounts that exceed the salary of retirees rehired to regular City service and temporarily modify the pension to this amount. 


			1





			14.08


			Rehired Member & Retiree


			Calculation


			The system will provide functionality to calculate pension amounts that exceed the salary of retirees rehired to temporary City service when they exceed 1,040 hours worked in a calendar year and temporarily modify the pension to this amount. 


			1





			14.09


			Rehired Member & Retiree


			Calculation


			The system will provide functionality to apply COLA to retiree benefits while retirees are in active city service.


			1





			14.10


			Rehired Member & Retiree


			Contribution & Interest


			The system will provide functionality to calculate and set up contribution amounts for members rehired in permanent non-exempt positions.


			1





			14.11


			Rehired Member & Retiree


			Contribution & Interest


			The system will provide functionality to calculate and set up contribution amounts for members rehired in permanent exempt positions.


			1





			14.12


			Rehired Member & Retiree


			Eligibility


			The system will provide functionality to set up a redeposit for terminated and withdrawn members rehired to non-exempt positions according to the rules defined for buy backs.


			2





			14.13


			Rehired Member & Retiree


			Eligibility


			The system will provide functionality to optionally reinstate membership for terminated and withdrawn members that are rehired in permanent exempt positions.


			2





			14.14


			Rehired Member & Retiree


			Eligibility


			The system will provide functionality to set up a redeposit for terminated members rehired in permanent exempt positions according to the rules defined in buy backs.


			2





			14.15


			Rehired Member & Retiree


			Eligibility


			The system will have functionality to automatically reinstate membership for deferred members rehired in temporary positions.


			2





			14.16


			Rehired Member & Retiree


			Member Data


			The system will provide functionality to automatically reinstate membership for deferred and terminated/withdrawn members rehired in permanent non-exempt positions. 


			2





			14.17


			Rehired Member & Retiree


			Member Data


			The system will provide functionality to automatically reinstate membership for deferred members that are rehired in permanent exempt positions.


			2





			14.18


			Rehired Member & Retiree


			Member Data


			The system will allow staff to note in the member’s record that a deferred or terminated member has returned to employment but has declined to rejoin the system.


			2





			14.19


			Rehired Member & Retiree


			Member Data


			The system will be capable of accepting different employment types through active payroll, including “temporary.”


			2





			14.20


			Rehired Member & Retiree


			Member Data


			The system will have functionality to track temporary employee hours. 


			2





			14.21


			Rehired Member & Retiree


			Member Data


			The system will be capable of identifying and tracking non-eligible hours for some temporary job codes.


			2





			14.22


			Rehired Member & Retiree


			Member Data


			The system will be capable tracking the employment status of retirees rehired to regular City service and identify when their employment ends.


			2





			14.23


			Rehired Member & Retiree


			Member Data


			The system will provide functionality to track hours worked by retirees rehired to temporary City service.


			2





			14.24


			Rehired Member & Retiree


			Member Data


			The system will be capable of tracking the employment status of retirees rehired to temporary City service and to identify when their employment ends.


			2





			14.25


			Rehired Member & Retiree


			Reporting & Forms


			The system will provide a report or other functionality to identify members rehired in permanent non-exempt positions.


			2





			14.26


			Rehired Member & Retiree


			Reporting & Forms


			The system will provide a report or other functionality to identify deferred members that are rehired in permanent exempt positions.


			2





			14.27


			Rehired Member & Retiree


			Validation


			The system will restrict membership for terminated/withdrawn members rehired in temporary positions to those with at least 1,044 hours worked.


			2





			14.28


			Rehired Member & Retiree


			Validation


			The system will restrict redeposit for terminated/withdrawn members rehired in temporary positions to those with at least 1,044 hours worked who have elected to rejoin SCERS.


			2





			14.29


			Rehired Member & Retiree


			Validation


			The system will provide functionality to identify retirees rehired to temporary City service that exceed 1,040 hours worked in a calendar year.


			2





			15.01


			QDRO


			Benefit Payment


			The system will provide for payments to be split between multiple alternate payees (i.e., multiple children).


			2





			15.02


			QDRO


			Calculation


			The calculation of the benefit will extend to no more than three decimal places and be rounded to the third decimal place. 


			1





			15.03


			QDRO


			Calculation


			In the event of the death of the member, the system will modify payments to the alternate payee receiving Option D or E benefits to an amount equivalent to the amount that would be payable had there been no divorce if the divorce occurred after the retirement.


			1





			15.04


			QDRO


			Calculation


			The system will continue payments to the alternate payee receiving Option A, B, or C benefits in the event of the death of the member. Any remaining payments will be made to the alternate payee in the same proportion as the payments before the death and the other portion will be paid in accordance with the beneficiary designation of the participant.


			1





			15.05


			QDRO


			Calculation


			The system will calculate split payments as follows:


If the member is already receiving benefits or has arranged to receive payment at a proximate date, the order will identify the alternate payee and the amount to be paid as: 


A precise sum, to be paid in a single payment or in equal monthly installments, and the duration of the installment payments; or a fixed percentage of the member's "disposable earnings" as defined in RCW 74.20A.090 or "disposable benefits" as defined in RCW 41.50.500(2), which are payable under the payment option that the member has selected.


			1





			15.06


			QDRO


			Calculation


			The system will apply the following formula when the member is not yet receiving benefits or has not arranged to receive payment at a proximate date, and the dissolution order dictates a ratio:


The numerator is equal to X months, and the denominator is equal to the number of months of service credit earned by the retiree at the time of retirement, times X percent of the retiree’s benefit.


			1





			15.07


			QDRO


			Calculation


			The system will treat payments to alternate payees as taxable income. 


			1





			15.08


			QDRO


			Member Data


			The new system will allow SCERS to indicate in a member record that a draft QDRO has been submitted. The system will allow staff to assign a status to a QDRO: submitted, in review, approved, etc. The system should not allow a QDRO to be processed unless it is in “approved” status. 


			2





			15.09


			QDRO


			Member Data


			The system will be capable of assigning and tracking of the COLA eligibility of QDRO benefit payments and calculating COLA for benefits paid to alternate payees.


			2





			15.10


			QDRO


			Member Data


			The system will be capable of calculating and managing multiple QDROs for an individual member.


			2





			15.11


			QDRO


			Member Data


			The system will allow the user to establish a specific split as defined by the dissolution order.


			2





			15.12


			QDRO


			Security


			The system will use role-based security for assignment of QDRO status.


			2





			15.13


			QDRO


			Validation


			The system will ensure that the combined payments to the member and alternate payee do not exceed the benefit that would have been made to the member alone. 


			2





			15.14


			QDRO


			Validation


			The system will restrict QDRO payments to alternate payees that are a participant’s spouse, former spouse, child, or other dependent.


			2





			15.15


			QDRO


			Validation


			The system will restrict payments to the alternate payee to be the same as selected by the member.


			2





			15.16


			QDRO


			Validation


			The system will end payments to the alternate payee receiving an unmodified benefit in the event of the death of the member, or his/her reemployment with a SCERS employer. 


			2





			15.17


			QDRO


			Validation


			The system will end payments to the alternate payee receiving Option D or E benefits in the event of the death of the member if the divorce occurred before the retirement.


			2





			15.18


			QDRO


			Validation


			The system will allow alternate payees to designate contingent beneficiaries if allowed in the QDRO. 


			2





			16.01


			Disability


			Benefit Payment


			The system will have the capability to modify the benefit of a retiree granted a disability retirement to a maximum of the current salary of the position held by the retiree at the time of their retirement minus any compensation received from a gainful occupation after retirement.


			2





			16.02


			Disability


			Benefit Payment


			The system will have the capability of fully or partially suspending benefit payments to a retiree granted a disability retirement in the event that compensation received from a gainful occupation after retirement is not reported.


			2





			16.03


			Disability


			Benefit Payment


			The system will be capable of calculating any overpayment of benefits due to unreported compensation received by a retiree granted a disability retirement.


			2





			16.04


			Disability


			Benefit Payment


			The system will have the capability of recovering any overpayment of benefits due to unreported compensation received by a retiree granted a disability retirement that have not been recovered from any payments due to beneficiaries upon the death of the retiree.


			2





			16.05


			Disability


			Benefit Payment


			The system will have the capability of recovering any overpayment of benefits due to unreported compensation received by a retiree granted a disability retirement that have not been recovered from reinstated ACWI if the retiree reenters City service.


			2





			16.06


			Disability


			Benefit Payment


			The system will have the capability of calculating and paying any remaining AWCI minus payments and unrecovered overpayments to a retiree granted a disability retirement when their retirement is suspended.


			2





			16.07


			Disability


			Benefit Payment


			The system will have the ability to terminate a temporary total disability or service retirement.


			2





			16.08


			Disability


			Benefit Payment


			The system will have the capability of terminating the retirement of a retiree granted a temporary total disability in the event the retiree returns to City service.


			2





			16.09


			Disability


			Benefit Payment


			The system will have the capability of reinstating membership of a retiree granted a temporary total disability in the event the retiree returns to City service.


			2





			16.10


			Disability


			Calculation


			The system will have functionality to process disability for members with on-the-job injuries regardless of years of service. 


			1





			16.11


			Disability


			Calculation


			For a member making application for disability retirement after December 31, 2012, with less than ten years of actual City service, but who otherwise qualifies for a disability retirement under the portability provisions of RCW 41.54.032, the system will calculate disability retirement benefits using the formula:


One and one-half percent of final average salary multiplied by years of creditable City service


			1





			16.12


			Disability


			Calculation


			For members with at least ten years of actual City service, the system will calculate the disability retirement benefit is using the formula:


One and one-half percent of the final average salary multiplied by the years of creditable City service


If the result of this calculation exceeds one-third (1/3) of the final average salary, the disability retirement benefit will equal the calculated amount.


If the result of this calculation is less than one-third (1/3) of the final average salary, the system will recalculate the disability retirement benefit using the formula:


One and one-half (1 1/2) percent of the final average salary multiplied by the years of service which would be creditable to the member were their services to continue until attainment of age sixty-two (62) but not exceeding one-third (1/3) of final average salary


			1





			16.13


			Disability


			Calculation


			The system will calculate these components of a disability retirement benefit:


· An annuity which shall be the actuarial equivalent of the member’s accumulated normal contributions


· A pension which will be the actuarial equivalent of the City’s matching contributions


· An additional pension, provided by the contributions of the City, should the calculation of the benefits not be enough to provide the retirement benefit indicated.


			1





			16.14


			Disability


			Calculation


			The system will enforce a maximum disability benefit of 60 percent of the member’s FAS.


			1





			16.15


			Disability


			Calculation


			The system will grant a minimum retirement benefit of $140 regardless of the actual benefit calculated by the system.


			1





			16.16


			Disability


			Calculation


			The system will have the capability to calculate a minimum disability benefit consisting of these two components:


· An annuity which shall be the actuarial equivalent of the member’s accumulated normal contributions


· A pension which will be the actuarial equivalent of the City’s matching contributions


If the disability benefit resulting from this calculation exceeds the disability benefit calculated by any other applicable formula or limitation, the system will use the result of this calculation as the calculated disability benefit.


			1





			16.17


			Disability


			Calculation


			The system will have the capability of conversion of the retirement of a retiree granted a disability retirement into a regular service retirement.


			1





			16.18


			Disability


			Calculation


			The system will have the capability of granting a temporary total disability retirement.


			1





			16.19


			Disability


			Calculation


			The system will have the capability of converting a temporary total disability to a permanent total disability. 


			1





			16.20


			Disability


			Configurability


			The maximum benefit percentage and minimum benefit amount will be configurable (e.g., maintained in a table) to allow future changes to these amounts without modification of programming code.


			2





			16.21


			Disability


			Contribution & Interest


			The system will have the ability to calculate remaining ACWI and restore the balance minus any annuity payments made upon reentry of a member after suspension or cancellation of a disability retirement.


			1





			16.22


			Disability


			Contribution & Interest


			The system will have the capability of calculating return of ACWI minus annuity payments made to a retiree granted a temporary total disability. 


			1





			16.23


			Disability


			Contribution & Interest


			The system will have the capability of calculating ACWI minus annuity payments made to a retiree granted a temporary total disability and restoring ACWI in the event the retiree returns to City service when the disability is terminated.


			1





			16.24


			Disability


			Eligibility


			The system will allow processing of a disability for members that have applied within three months of separation from City service.


			2





			16.25


			Disability


			Eligibility


			The system will not allow processing of a disability for members that have not applied within three months of separation from City service. The system will allow overriding this restriction.


			2





			16.26


			Disability


			Eligibility


			The system will have functionality to process disability for members with at least ten years of creditable service over the fifteen-year period immediately preceding the member’s disability.


			2





			16.27


			Disability


			Eligibility


			The system will allow processing of a disability if the member is eligible for retirement under portability rules. 


			2





			16.28


			Disability


			Eligibility


			The system will allow for staff to indicate whether or not a reexamination is needed or has been conducted. The system will allow for the disability benefit to be canceled or suspended and for the member to be reactivated into active service. The system will allow the new contribution rate to be set as indicated above. The system will allow disability benefits to be suspended, and shall allow garnishment of benefits as required by the scenarios above. 


			2





			16.29


			Disability


			Member Data


			The system will have the capability of tracking service credit and determining service credit earned over a designated period of time.


			2





			16.30


			Disability


			Member Data


			The system will record and report if a benefit calculation has been limited to 60 percent of the member’s FAS.


			2





			16.31


			Disability


			Member Data


			The system will record and report if a benefit calculation is less than the minimum and that a minimum benefit has been granted.


			2





			16.32


			Disability


			Member Data


			The system will be capable of recording a reason for disability as due to intemperance, willful misconduct, or violation of law, on the part of the member.


			2





			16.33


			Disability


			Member Data


			The system will allow the suspension and cancellation of a disability retirement without loss of any data regarding the retirement. 


			2





			16.34


			Disability


			Member Data


			The system will maintain a record of all annuity payments made to a retiree granted a disability retirement.


			2





			16.35


			Disability


			Member Data


			The system will have the capability of recording the current salary of the position held by a retiree granted a disability retirement at the time of their retirement. 


			2





			16.36


			Disability


			Member Data


			The system will have the capability of recording any compensation received by a retiree granted a disability retirement in a gainful occupation after retirement. 


			2





			16.37


			Disability


			Member Data


			The system will have the capability of tracking payments to the member on temporary total disability on account of sick leave, vacation, accumulated time, industrial insurance benefits, and disability payments under Charter Article XVI, Section 24 1 or any other such benefits and suspend disability benefits until such payments have terminated. 


			2





			16.38


			Disability


			Member Data


			The system will have the capability of tracking and reporting medical examinations and due dates for reexaminations for retirees granted a temporary total disability.


			2





			16.39


			Disability


			Reporting & Forms


			The system will provide a report of disability retirees under the age of 62 years.


			2





			16.40


			Disability


			Validation


			The system will have the capability of recording a date of separation from City service to be used in determining eligibility for disability.


			2





			16.41


			Disability


			Validation


			The system will be capable of restricting a benefit to return of ACWI for a member flagged as a disability due to intemperance, willful misconduct, or violation of law, on the part of the member. 


			2





			16.42


			Disability


			Workflow & Case Management


			The system will have the capability of recording a disability date that is independent of the member’s employment begin and end dates and any other dates associated with membership. 


			2





			16.43


			Disability


			Workflow & Case Management


			The system will be required to include a checklist within the workflow that allows the step in the workflow to be complete only when all items on the list are checked off. 


			2





			17.01


			Member Information Changes


			Member Data


			The system will have the capability of storing the historic record of all member information by effective dates including but not limited to names, addresses, phone numbers, e-mails, SSN, and date of birth.


			2





			17.02


			Member Information Changes


			Member Data


			The system will maintain an audit trail of all member information changes including timestamps and user IDs.


			2





			17.03


			Member Information Changes


			Member Data


			The system will maintain in the member record the following information:


· Person’s first, last, middle name and suffix


· Effective from date


· Effective to date


			2





			17.04


			Member Information Changes


			Member Data


			The system will maintain in the member record the following information for multiple addresses:


· Home address


· Address type (home, work, mailing, etc.)


· Type (primary, secondary)


· Effective from date


· Effective to date


			2





			17.05


			Member Information Changes


			Member Data


			The system will maintain in the member record the following information for multiple e-mail addresses:


· E-mail address


· E-mail type (personal, work, etc.)


· Type (primary, secondary) 


· Effective from date


· Effective to date


			2





			17.06


			Member Information Changes


			Member Data


			The system will maintain in the member record the following information for multiple phone numbers:


· Country code


· Area code


· Number


· Phone type (home, mobile, work, fax, etc.)


· Effective from date


· Effective to date


			2





			17.07


			Member Information Changes


			Member Data


			The system will maintain in the member record the following information for multiple financial or banking institutions:


· Institution name


· Institution address


· Account type (i.e. checking, savings)


· Account number


· Routing number(s) for each account/institution


· Spilt amount


· Effective from date


· Effective to date


			2





			17.08


			Member Information Changes


			Member Data


			The system will maintain in the member record the following information:


· Tax Iidentifier


· The person’s Social Security Number or entity’s Tax Identification Number 


			2





			17.09


			Member Information Changes


			Member Data


			The system will maintain in the member record the following employee ID information:


· Employee ID number


· Effective from date


· Effective to date


			2





			17.10


			Member Information Changes


			Member Data


			The system will maintain in the member record the following date of birth information:


· The member’s birth date


· Effective from date


· Effective to date


			2





			17.11


			Member Information Changes


			Member Data


			The system will maintain in the member record the following gender information:


· Male 


· Female


· Other


· Effective from date


· Effective to date


			2





			17.12


			Member Information Changes


			Member Data


			The system will maintain in the member record, the following marital status information:


· Single


· Married


· Divorced


· Widowed


· Legally separated


· State registered domestic partnership


· Effective from date


· Effective to date


			2





			17.13


			Member Information Changes


			Member Data


			The system will maintain in the member record the following member status information:


· Active


· Retired


· Rehired retiree


· Vested


· Non-vested


· Terminated


· Dead


· Dual member (active or vested)


· Effective from date


· Effective to date


			2





			17.14


			Member Information Changes


			Member Data


			The system will maintain in the member record the following information for multiple dual memberships (reciprocity):


· Portability (reciprocal) agency


· Service


· Service begin date


· Service end date


· Effective from date


· Effective to date


			2





			17.15


			Member Information Changes


			Member Data


			The system will maintain in the member record the following adjustments information:


· Tax withholding


· Benefit overpay collection


· COLA increase


· ERIP reduction


· Excess benefit payment


· Insurance overpay


· Insurance underpay


· Medicare reimbursement


· Premium reimbursement


· DRO pension adjustment


· DRO annuity adjustment


· Retro benefit adjustment 


· Taxable subsidy


· Medical insurance premiums 


· Levies


· Alimony


· Child support


· Other deductions


· Effective from date


· Effective to date


			2





			17.16


			Member Information Changes


			Member Data


			The system will maintain in the member record the following deductions information:


· Child support


· Federal tax levy


· Overpayment collection


· State tax levy


· Spousal support


· Effective from date


· Effective to date


			2





			17.17


			Member Information Changes


			Member Data


			The system will maintain in the member record the following information for multiple beneficiaries:


· Name (first, middle, last, suffix)


· SSN


· Date of birth


· Relationship (spouse, RDP, child, parent, sibling, other)


· Employee ID (for continuance)


· Beneficiary type (primary, alternate)


· Benefit type 


· Percent


· Address


· City


· State


· Zip code


· Phone


· E-mail


· SCERS’ member? Y/N


· Effective from date


· Effective to date


			2





			17.18


			Member Information Changes


			Member Data


			The system will maintain in the member record the following information for multiple dependents:


· Name (first, middle, last, suffix)


· SSN


· Address


· City


· State


· Zip Code


· Phone


· E-mail


· Relationship


· Medicare number


· Part A effective date


· Part B effective date


· Date of birth


· Gender


· Tax dependent (Y/N)


· Full-time student (Y/N)


· Disabled (Y/N)


			2





			17.19


			Member Information Changes


			Member Data


			The system will maintain in the member record the following information for multiple DRO, ex-spouse(s), or RDP(s):


· Name (first, middle, last, suffix)


· SSN / person number


· Address


· Phone


· E-mail


· Gender


· DRO type


· DRO status 


· DRO effective date


· DRO termination date


· Date of birth


· Date of marriage


· Date of separation


· SCERS member? Y/N


			2





			17.20


			Member Information Changes


			Member Data


			The system will provide the ability to revise key member data elements in three primary ways:


· Through the active employee payroll file from plan sponsors


· Through the member web portal


· Through the SCERS user interface


The system will be configurable as to the specific data elements that are changeable through each of these means, and by whom they may be changed.


			2





			17.21


			Member Information Changes


			Workflow & Case Management


			The system will include functionality that allows staff to indicate that the form is complete, has signatures, proof of identity, etc. The changes to the system will not be allowed without the appropriate checks.


			2





			17.22


			Member Information Changes


			Workflow & Case Management


			The system will provide configurable workflow rules for information change approval by user and role.


			2





			18.01


			Active Payroll & Interest


			Contributions & Interest


			The system will store contributions for City employees based on effective date, which is the pay period end date. The system will store contributions for King County employees based on effective date, which may be a different date than City pay period end date. The effective date for all contributions must be a parameter set when the payrolls are processed. 


			1





			18.02


			Active Payroll & Interest


			Contributions & Interest


			The system will be capable of applying different interest rates based on the effective date of the contributions.


			1





			18.03


			Active Payroll & Interest


			Contributions & Interest


			The system will have the capacity to store multiple interest rates and begin and end dates of contributions. These rates and the begin and end effective dates for using these rates are used in the calculation of ACWI. 


			1





			18.04


			Active Payroll & Interest


			Contributions & Interest


			The system will be capable of applying interest to member accounts with a post-dated effective date prior to the calculation date.


			1





			18.05


			Active Payroll & Interest


			Contributions & Interest


			The system will be able to calculate and apply interest for non-vested members up to two calendar years after separation, and then stop.


			1





			18.06


			Active Payroll & Interest


			Contributions & Interest


			The system will be capable of scheduling interest calculations and posting independent of active payroll processes.


			1





			18.07


			Active Payroll & Interest


			Contributions & Interest


			The system will maintain or be capable of calculating two ACWI balances, one for contributions made prior to January 3, 2012 and one for contributions made on or after January 3, 2012.


			1





			18.08


			Active Payroll & Interest


			Contributions & Interest


			The system will calculate ACWI 1 using the formula: 


ACWI 1 = previous ACWI 1 * (1 + static interest rate)


			1





			18.09


			Active Payroll & Interest


			Contributions & Interest


			The system will calculate ACWI 2 using the formula:


ACWI 2 = previous ACWI 2 * (1 + variable interest rate) + new payroll contributions since last interest calculation


			1





			18.10


			Active Payroll & Interest


			Contributions & Interest


			The system will maintain or be capable of calculating a total ACWI using the formula: 


Total ACWI = ACWI 1 + ACWI 2


			1





			18.11


			Active Payroll & Interest


			Contributions & Interest


			The effective date for contributions will default based on a payroll calendar maintained in the PAS. The PAS will be capable of maintaining separate payroll calendars for each employer.


			1





			18.12


			Active Payroll & Interest


			Contributions & Interest


			The system will provide the ability to track and maintain contribution record status of varying values, including but not limited to, the following record status:


· Posted


· Adjusted


· Cancelled


			1





			18.13


			Active Payroll & Interest


			Integration


			The system will be capable of importing active payroll data via files or a direct link to payroll systems.


			2





			18.14


			Active Payroll & Interest


			Integration


			The system will provide the ability to an authorized user to reverse or roll back the transmittal import process if the transmittal file is discovered to be invalid. No residual records or data of any sort should remain with regard to GL, member, or employer records such as contribution, service, hours, etc. In other words, the records should reverse so that they are not posted. However, the rollback or reversal should be traceable in an audit or other such report so that reversals are visible for auditing purposes.


			2





			18.15


			Active Payroll & Interest


			Member Data


			The system will store the date a member becomes vested.


			2





			18.16


			Active Payroll & Interest


			Member Data


			The system will be capable of reporting on and creating new member records using data from the active payroll interfaces. 


			2





			18.17


			Active Payroll & Interest


			Member Data


			The system will be capable of updating member status using data from the interfaces. 


			2





			18.18


			Active Payroll & Interest


			Payroll Data


			The system will be capable of posting data from multiple active payrolls on different posting schedules


			2





			18.19


			Active Payroll & Interest


			Payroll Data


			The system will be capable of posting contributions to member accounts based on payroll schedule dates or a date entered as a parameter to the posting process.


			2





			18.20


			Active Payroll & Interest


			Payroll Data


			The system will be capable of importing key data in the active payroll interface file pertaining to the pay period that is being imported. Data points will include, but not be limited to, the following examples:


· Employer ID City or King County


· Plan 


· Year calendar 


· Pay period sequence number


· File sequence number (may be more than one in a pay period)


· Create date 


· Pay period start date 


· Pay period end date 


· Pay date pay day 


· Record count 


· Checksum 


			2





			18.21


			Active Payroll & Interest


			Payroll Data


			The system will be capable of importing key data in the active payroll interface file pertaining to member demographics. Data points will include, but not be limited to, the following examples:


· SSN 


· Employee ID 


· First name 


· Middle name 


· Last name 


· Name suffix (Jr., Sr., III, etc.)


· Sex male / female


· Mailing address line 1 


· Mailing address line 2 


· Mailing address line 3 


· Mailing address city 


· Mailing address state 


· Mailing address zip code 


· E-mail address 


· Phone number type (home, work, etc.)


· Phone number area code 


· Phone number without the area code


· Marital status (married / unmarried / domestic partnership / unknown)


· Date of birth of the member


· Death date 


· Employment date (hire date of employee / member)


			2





			18.22


			Active Payroll & Interest


			Payroll Data


			The system will be capable of importing key data in the active payroll interface file pertaining to member employment information. Data points will include, but not be limited to, the following examples:


· Employment date: beginning date of employment


· Separation date: termination date from employment


· Employment type: employment type as of the payroll date. Will indicate whether the member is full-time, less than full-time, etc.


· Employment type effective date: date this employment type became effective for the member


· Employment status: employment status as of the payroll date. A single character code with one of these values:


A - Active


D - Deceased


L - Leave of absence


P - Leave with pay


R - Retired


S - Suspended/laid off


T - Terminated


· Employment status effective date: date employment status became effective


· Bargaining unit: bargaining unit code


· Department code: job department code


· Job classification code


· Job classification effective date: date that the current job classification became effective


· Step code: job step code


· Step effective date: date that the current step became effective


· Range code: Salary-related range that applies to each step


· Range effective date: date that the current range became effective


· Job title code


· Job title effective date: date that the current job title became effective


· Vacation time accrual: current accrual balance as of pay period end date in hours to five decimals


· Sick leave accrual: current accrual balance as of pay period end date in hours to five decimals


· Comp holiday time: current accrual balance as of pay period end date in hours to five decimals


			2





			18.23


			Active Payroll & Interest


			Payroll Data


			The system will be capable of importing key data in the active payroll interface file pertaining to pay and hours. Multiple instances of this data may be included for a member in the payroll.


Data points will include, but not be limited to, the following examples:


· Pay code: pay code for this record


· Pay amount: pay amount for the pay code


· Hours: hours associated with the specific pay code


			2





			18.24


			Active Payroll & Interest


			Payroll Data


			The system will be capable of importing key data in the active payroll interface file pertaining to deductions (including contributions). Multiple instances of this data may be included for a member in the payroll.


Data points will include, but not be limited to, the following examples:


· Deduction code: this would indicate whether the amount is a regular contribution versus an adjustment, service purchase, etc. 


· Deduction amount: the dollar amount of the deduction


· Deduction pre-/post-tax flag: flag indicating if the deduction was made pre-tax or post-tax





			2





			18.25


			Active Payroll & Interest


			Payroll Data


			The system will be capable of staging active payroll information prior to posting.


			2





			18.26


			Active Payroll & Interest


			Payroll Data


			The system will provide the capability to view and edit staged active payroll data prior to posting.


			2





			18.27


			Active Payroll & Interest


			Payroll Data


			The system will maintain an audit trail that will record any adjustment, cancellation or manual posting of contribution data to a member’s record.


			2





			18.28


			Active Payroll & Interest


			Payroll Data


			The system will be capable of maintaining a record of hours worked for rehired retiree in part-time status to track when they exceed the threshold for requiring suspension of benefits.


			2





			18.29


			Active Payroll & Interest


			Payroll Data


			The system will be capable of maintaining information from the payroll interface for non-member employees.


			2





			18.30


			Active Payroll & Interest


			Payroll Data


			The system will be capable of tracking pay codes and associated hours for non-member employees for possible future buy backs.


			2





			18.31


			Active Payroll & Interest


			Payroll Data


			The system will provide the ability to process retroactive pay and contributions during active payroll processing.


			2





			18.32


			Active Payroll & Interest


			Payroll Data


			The system will provide the ability to import member data on those members that are currently on leave, even if they do not have pensionable salary or hours to report for those periods of leave.


			2





			18.33


			Active Payroll & Interest


			Payroll Data


			The system will provide the ability to report on contributions or adjustments received for someone who has any member status other than Active.


			2





			18.34


			Active Payroll & Interest


			Reporting & Forms


			The system will provide a summary report of staged active payroll data including, but not limited to the following information:


· Batch number


· Pay period begin date


· Pay period end date


· Pay date 


· Total contribution amount


· Number of members reported


			2





			18.35


			Active Payroll & Interest


			Reporting & Forms


			The system will provide a detailed report of staged payroll data including, but not limited to, the following information as described in other system requirements:


· Member pay data


· Member employment data


· Member demographic data


· Member benefit data


			2





			18.36


			Active Payroll & Interest


			Reporting & Forms


			The system will provide a report of interface/staged data errors including, but not limited to, the following information:


· Incorrect or missing contributions


· Incorrect address formats


· Incorrect phone number formats


· Incorrect employment number


· SSN


· Incorrect or missing contract payments


· Employees with no member records in the PAS


			2





			18.37


			Active Payroll & Interest


			Reporting & Forms


			The system will provide a report of posted active payroll data with control totals to be used in reconciliation of posted data. This report will include all relevant information regarding the payroll dates, employers, departments, pay codes/amounts, deduction codes/amounts, contribution types/amounts, hours/service credit, and posted/non-posted totals for all amounts.


			2





			18.38


			Active Payroll & Interest


			Validation


			The system will be capable of using payroll schedule dates or a parameter date for each payroll independent of the other.


			2





			18.39


			Active Payroll & Interest


			Validation


			The system will be capable of validating basic parameters about the transmittal file prior to executing the importation. These validations must include, but may not be limited to, the following examples:


· Valid plan sponsor identification code


· Valid pay period and associated pay date


· Valid file layout


· Valid file format


· Valid transmittal batch number


· Batch totals


· Checksum total member count


			2





			18.40


			Active Payroll & Interest


			Validation


			The system will provide the ability to calculate anticipated contributions, based on each member’s transmitted payroll data.


			2





			18.41


			Active Payroll & Interest


			Validation


			The system will provide the ability to compare the anticipated contribution amount to the actual contribution amount transmitted.


			2





			18.42


			Active Payroll & Interest


			Validation


			The system will provide the ability to prevent duplicate or otherwise invalid data from posting to member record.


			2





			18.43


			Active Payroll & Interest


			Validation


			The system will provide the ability to categorize transmittal data exceptions by severity. Those that have been categorized as non-fatal (warning error) will allow data to be posted. Those categorized as fatal will not post.


			2





			18.44


			Active Payroll & Interest


			Validation


			The system will provide the ability to capture and reference user-defined validation rules for active payroll processing.


			2





			18.45


			Active Payroll & Interest


			Validation


			The system will provide the ability to store/archive historical transmittal exception errors (messages) for reporting purposes, even after the exception has been “cleared” and “posted” to the member’s record.


			2





			19.01


			COLA


			Calculation


			The system will provide for entry and storage of a COLA percentage for each year and the effective date of the COLA increase.


			1





			19.02


			COLA


			Calculation


			The system will have the capability of calculating the yearly COLA amount for eligible benefits and modifying the benefit using the stored COLA percentage and effective date


			1





			19.03


			COLA


			Calculation


			The system will provide a means of flagging benefits as ineligible for COLA.


			1





			19.04


			COLA


			Calculation


			The system will exclude from the COLA calculation those benefits flagged as ineligible for COLA. 


			1





			19.05


			COLA


			Calculation


			The system will calculate and apply COLA increases to suspended benefits for retirees that have returned to active City service.


			1





			19.06


			COLA


			Calculation


			The system will exclude from the COLA calculation those benefits flagged as ineligible for COLA. 


			1





			19.07


			COLA


			Calculation


			The system will provide for entry and storage of the CPI-W by year to be used in calculation of the Restoration of Purchasing Power (ROPP) COLA as follows:


If the retiree’s benefit falls below sixty-five (65) percent of the indexed benefit, a one-time payment is made calculated as the difference of the current benefit and 65 percent of the indexed benefit for the past twelve months. The formula is:


(CPI-W2 - CPI-W1)/ CPI-W1 = Current Purchasing Power (CPP)


Where: 


CPI-W1 = The June CPI-W in the initial year of the benefit


CPI-W2 = The June CPI-W in the current year


The actual ROPP COLA amounts for individual benefits are calculated by the actuary.


			1





			19.08


			COLA


			Calculation


			The system will provide for entry and storage of Restoration of Purchasing Power (ROPP) COLA percentage by year to be used in calculation of the ROPP COLA.


			1





			19.09


			COLA


			Calculation


			The system will provide for the entry and storage of ROPP COLA amounts for individual benefits as calculated by the actuary. 


			1





			19.10


			COLA


			Calculation


			The system will be capable of calculating ROPP COLA based on the CPP and the retiree’s initial benefit amount.


			1





			19.11


			COLA


			Calculation


			The system will provide for entry and storage of ROPP COLA floor percentage by effective date.


			1





			20.01


			Tax Reporting


			Tax Reporting


			The system will be capable of tracking all payroll information required to produce 1099-R forms.


			1





			20.02


			Tax Reporting


			Tax Reporting


			The system will be capable of producing the 1099-R forms to the specifications required by the IRS for all benefit payment recipients.


			1





			20.03


			Tax Reporting


			Tax Reporting


			The system will be capable of producing the 1099-R forms to the specifications required by the IRS for all withdrawal and rollover payments.


			1





			20.04


			Tax Reporting


			Tax Reporting


			The system will provide the capability to modify the layout and contents of the 1099-R form.


			1





			20.05


			Tax Reporting


			Tax Reporting


			The system will be capable of producing corrected 1099-R forms for previous years.


			1





			20.06


			Tax Reporting


			Tax Reporting


			The system will be capable of reprinting 1099-R forms on demand.


			1





			20.07


			Tax Reporting


			Tax Reporting


			The system will be capable of running tests of 1099-R and file production for verification purposes.


			1





			20.08


			Tax Reporting


			Tax Reporting


			The system will be capable of producing reports to verify that 1099-Rs and transmittal file records are created for all payees.


			1





			20.09


			Tax Reporting


			Tax Reporting


			The system will be capable of creating a transmittal file of 1099-R data to the specification of the IRS.


			1





			20.10


			Tax Reporting


			Tax Reporting


			The system will be capable of verifying that no one that should not receive a 1099-R is included on the file or receives a 1099-R form.


			1





			20.11


			Tax Reporting


			Tax Reporting


			The system will provide the capability to modify the layout and contents of the 1099-R transmittal file.


			1





			20.12


			Tax Reporting


			Tax Reporting


			The system will be capable of tracking non-payroll payments and withholding.


			1





			20.13


			Tax Reporting


			Tax Reporting


			The system will produce form 945 to the specifications of the IRS.


			1





			20.14


			Tax Reporting


			Tax Reporting


			The system will be capable of producing an electronic version of form 945 to the specifications of the IRS.


			1





			20.15


			Tax Reporting


			Tax Reporting


			The system will produce quarterly wage and tax reports and files to the specifications of the state of Washington.


			1





			21.01


			Periodic Processes


			Configurability


			The system will provide the ability to exclude certain members or populations of members from any extract based on pre-defined criteria.


			2





			21.02


			Periodic Processes


			Configurability


			The system will provide the capability to configure the system to define which data points should be included in the extract. Since actuarial requirements might change, there will be a way for SCERS to modify the extract and data points without the need to involve the vendor or to run a script. Essentially the system will allow for changes to the layout and data points for the extract.


			2





			21.03


			Periodic Processes


			Reporting & Forms


			The system will provide the ability to produce an actuarial data extract file, containing specified data at the individual member level and provide a summary report.


			2





			21.04


			Periodic Processes


			Reporting & Forms


			The system will be capable of producing critical reports to be used for validation and verification of the actuarial files created.


			2





			21.05


			Periodic Processes


			Reporting & Forms


			The system will be able to allow the user to produce data on a user-specified date range. At a minimum, it will allow the user to produce one-year, two-year, and three-year snapshots to provide to the actuary.


			2





			21.06


			Periodic Processes


			Reporting & Forms


			The system will provide the capability to create reports and data extracts for the actuarial valuations that include the data elements in Appendix A.


			2





			21.07


			Periodic Processes


			Reporting & Forms


			The system will provide the ability to execute actuarial extract or actuarial data generation job by SCERS without the need to involve the vendor, as well as the ability to schedule this job.


			2





			21.08


			Periodic Processes


			Reporting & Forms


			The system will provide the ability to generate a "trial" run of the actuarial data for export.


			2





			21.09


			Periodic Processes


			Reporting & Forms


			The system will provide an edit/validation screen of the data before it gets extracted. This screen should present the data in an easy-to-read format and should allow the staff member to review and modify certain parameters/data points.


			2





			21.10


			Periodic Processes


			Reporting & Forms


			The system will store actuarial data in a database table.


			2





			21.11


			Periodic Processes


			Reporting & Forms


			The system will maintain a detailed history of information requested by actuaries and information sent to the actuary.


			2





			21.12


			Periodic Processes


			Reporting & Forms


			The system will be capable of comparing previous years’ actuarial extracts with current years’ extract in a validation screen based on certain validation criteria (e.g., why is a member gone from the extract? Why did certain salaries jump by a certain percentage? etc.)


			2





			21.13


			Periodic Processes


			Reporting & Forms


			The system will be capable of comparing two actuarial data files, returning differences in content for user-selected data elements for example, by specific employer or plan.


			2





			21.14


			Periodic Processes


			Reporting & Forms


			The system will have the ability to support several data output formats for the extract, including comma-separated values, fixed length, text, excel, and XML.


			2





			21.15


			Periodic Processes


			Reporting & Forms


			The system will provide the capability to encrypt and compress file for submission via e-mail or via partner portal.


			2





			21.16


			Periodic Processes


			Reporting & Forms


			The system will provide the ability to produce an audit data extract file, containing specified data at the individual member level, and provide a summary report.


			2





			21.17


			Periodic Processes


			Reporting & Forms


			The system will be capable of producing critical reports to be used for validation and verification of the audit files created.


			2





			21.18


			Periodic Processes


			Reporting & Forms


			The system will provide the capability to configure the system to define which data points should be included in the extract. Since audit requirements might change, there will be a way for SCERS to modify the extract and data points without the need to involve the vendor or to run a script. Essentially the system will allow for changes to the layout and data points for the extract.


			2





			21.19


			Periodic Processes


			Reporting & Forms


			The system will provide the ability to execute audit extract or audit data generation job by SCERS without the need to involve the vendor, and the ability to schedule this job.


			2





			21.20


			Periodic Processes


			Reporting & Forms


			The system will provide the ability to generate a "trial" run of the audit data for export.


			2





			21.21


			Periodic Processes


			Reporting & Forms


			The system will provide an edit/validation screen of the data before it gets extracted. This screen should present the data in an easy to read format and should allow the staff member to review and modify certain parameters/data points.


			2





			21.22


			Periodic Processes


			Reporting & Forms


			The system will store audit data in a database table.


			2





			21.23


			Periodic Processes


			Reporting & Forms


			The system will maintain a detailed history of information requested by the auditor and information sent to the auditor.


			2





			21.24


			Periodic Processes


			Reporting & Forms


			The system will be capable of comparing previous years’ audit extracts with current years’ extract in a validation screen based on certain validation criteria (e.g. why is a member gone from the extract? Why did certain salaries jump by a certain percentage, etc.)


			2





			21.25


			Periodic Processes


			Reporting & Forms


			The system will be capable of comparing two audit data files, returning differences in content for user-selected data elements for example, by specific employer or plan.


			2





			21.26


			Periodic Processes


			Reporting & Forms


			The system will have the ability to support several data output formats for the extract, including comma-separated values, fixed length, text, excel, and XML.


			2





			21.27


			Periodic Processes


			Reporting & Forms


			The system will provide the capability to encrypt and compress files for submission via e-mail or via partner portal.


			2





			21.28


			Periodic Processes


			Reporting & Forms


			The system will provide the capability of creating queries to extract data for the table in the annual report.


			2





			21.29


			Periodic Processes


			Reporting & Forms


			The system will provide the capability to modify the queries for the annual report tables as required.


			2





			21.30


			Periodic Processes


			Reporting & Forms


			The system will provide the ability to run member statements for all members, a selected set of members, or an individual member.


			2





			21.31


			Periodic Processes


			Reporting & Forms


			The system will provide the ability to identify and select members to be included in a member statements run by setting parameters via an online screen. 


			2





			21.32


			Periodic Processes


			Reporting & Forms


			The system will provide the ability to create a monthly report of the retiree payroll information for the month, summarized in the following categories:


· Service retirement benefit payments


· Beneficiary benefit payments


· Disability benefit payments


· Total benefit payments


			2





			21.33


			Periodic Processes


			Reporting & Forms


			The system will provide the ability to create a monthly report of the withdrawal information for the month including these data fields:


· Member name


· Department name


· Position


· Amount withdrawn


· A flag indicating if the withdrawal was a payment to a beneficiary for an active death


			2





			21.34


			Periodic Processes


			Reporting & Forms


			The system will provide the ability to create a monthly report of the retirement information for the month including these fields:


· Retiree name


· Retirement date


· Age at retirement


· Service years


· Service days (remaining fraction of a year)


· Department name


· Pension amount


· Retirement option(s) chosen


· Gross lump sum payout (if applicable)


· A flag indicating if the retirement was a new benefit to a beneficiary for an active death


· Summary line of averages of age, years, days and pension amount fields


· Summary line of median of age, years, days and pension amount fields


			2





			21.35


			Periodic Processes


			Reporting & Forms


			The system will provide the ability to create a monthly summary report of the retirement information for the month including these fields:


· Count of new members entering the system


· Count of members terminated from the system


· Count of members retired in the system


· Count of members removed from the system


· Count of Option B/C expirations


· Count of Option D/E retirements


· Count of Option F retirements


· Count of pop-up to straight


· Count of benefits over 60 percent


· Count of 19-B active deaths with details of member name, beneficiary name and option to beneficiary


			2





			21.36


			Periodic Processes


			Reporting & Forms


			The system will provide the ability to input parameters for the board agenda reports to select effective date ranges for the information.


			2





			22.01


			Web Portal


			Portal


			The system will provide active members initial access to establish an account for the member portal using their Employee ID.


			2





			22.02


			Web Portal


			Portal


			The system will provide retirees initial access to establish an account for the member portal using a combination of their retirement number, date of retirement, and name.


			2





			22.03


			Web Portal


			Portal


			The system will require a valid e-mail address to establish a user account and use the e-mail address as the user ID for subsequent access.


			2





			22.04


			Web Portal


			Portal


			The system will lock the user’s account after a specified number of unsuccessful attempts to sign-on to the member portal within a specified time period.


			2





			22.05


			Web Portal


			Portal


			The system will reset the counter for unsuccessful sign-on attempts to zero after a successful sign-on.


			2





			22.06


			Web Portal


			Portal


			The system will provide for setting of the number of unsuccessful sign-on attempts and the time period via a parameter or configuration, not programming. 


			2





			22.07


			Web Portal


			Portal


			The system will allow read-only access to name and address for active City and King County members.


			2





			22.08


			Web Portal


			Portal


			The system will provide for configuration of the portal to designate which demographic information can be updated through the portal.


			2





			22.09


			Web Portal


			Portal


			The system will require passwords that comply with all SCERS requirements as stated in the technical requirements.


			2





			22.10


			Web Portal


			Portal


			The system will provide view-only access to active members for designated information.


			2





			22.11


			Web Portal


			Portal


			The system will provide for configuration of the portal to designate what data in the portal is view only for active members.


			2





			22.12


			Web Portal


			Portal


			The member portal will integrate with the future electronic content management system (ECM) for retrieval and presentation of a member’s documents on file.


			2





			22.13


			Web Portal


			Portal


			The system will provide a retirement estimate calculator accessible to active members via the member portal.


			2





			22.14


			Web Portal


			Portal


			The portal will provide member with a benefits calculator that will use any information available from the PAS that is appropriate to the calculation and will also provide the option to include a service credit purchase, tax withholding, and heath care subsidy and premium in the calculation.


			2





			22.15


			Web Portal


			Portal


			The portal benefit calculator will allow members to do “what if” calculations. The benefit calculator will accept manual inputs for final average salary, years of creditable service including service through portability, retirement date, and age at retirement, and then produce an estimated benefit amount.


			2





			22.16


			Web Portal


			Portal


			The portal benefit calculator will produce benefit estimates that are identical in all content to those produced through the PAS user interface. 


			2





			22.17


			Web Portal


			Portal


			The retirement estimate calculator in the portal will calculate estimates as described in the benefit estimate requirements.


			2





			22.18


			Web Portal


			Portal


			The retirement estimate calculator in the portal will use the same system code (preferred) or return the same result (acceptable) as the benefit estimate calculator in the PAS system used by SCERS staff.


			2





			22.19


			Web Portal


			Portal


			The portal calculators will present the results in such a way that the member knows upon what the estimates are based.


			2





			22.20


			Web Portal


			Portal


			The system will present a preview of and allow the member to print retirement estimates generated via the portal.


			2





			22.21


			Web Portal


			Portal


			The system will allow active members to save retirement estimates generated via the portal. 


			2





			22.22


			Web Portal


			Portal


			The system will store up to two (2) retirement estimates per active member generated via the portal for ninety days.


			2





			22.23


			Web Portal


			Portal


			The system will store up to two (2) retirement estimates per active member.


			2





			22.24


			Web Portal


			Portal


			The system will provide a means for active members to retrieve, display, and print retirement estimates saved via the portal.


			2





			22.25


			Web Portal


			Portal


			The system will provide beneficiary change, buy back application, and retirement application forms to active members via the portal.


			2





			22.26


			Web Portal


			Portal


			The system will allow active members to print blank beneficiary change, buy back application, and retirement application forms via the portal.


			2





			22.27


			Web Portal


			Portal


			The system will allow active members to complete and print beneficiary change, buy back application, and retirement application forms via the portal.


			2





			22.28


			Web Portal


			Portal


			The system will provide the capability to add additional forms to the member portal as needed.


			2





			22.29


			Web Portal


			Portal


			The system will provide a calendar of available dates and times for retirement interviews to present to active members via the portal. 


			2





			22.30


			Web Portal


			Portal


			The system will allow active members to schedule an appointment for a retirement interview for any available date and time via the portal.


			2





			22.31


			Web Portal


			Portal


			The system will provide a calendar of seminars and events to present to active members via the portal. 


			2





			22.32


			Web Portal


			Portal


			The system will allow active members to sign up for scheduled seminars and events via the portal.


			2





			22.33


			Web Portal


			Portal


			The portal will provide a benefit payment estimator for payees who are receiving a recurring benefit (retirement, continuance, larger annuity). The benefit payment estimator will allow the payee to do “what if” scenarios for tax withholding, deductions, and healthcare. The payment estimator will accept inputs from the user for tax withholding, allowable deductions, and health care coverage and then produce an estimated net amount that they would receive for the benefit payment if these changes were requested. 


			2





			22.34


			Web Portal


			Portal


			The system will pre-populate the payroll calculator with current benefit, tax, and deduction data for the retiree from the PAS.


			2





			22.35


			Web Portal


			Portal


			The system will present a preview of and allow the retirees to print the results of the payroll change calculator via the portal.


			2





			22.36


			Web Portal


			Portal


			The system will allow retirees to save the results of the payroll change calculator via the portal. 


			2





			22.37


			Web Portal


			Portal


			The system will store the results of the payroll change calculator via the portal for ninety days.


			2





			22.38


			Web Portal


			Portal


			The system will store up to two (2) results of the payroll change calculator per retiree.


			2





			22.39


			Web Portal


			Portal


			The system will provide for configuration of the portal to designate what data in the portal retirees may update.


			2





			22.40


			Web Portal


			Portal


			The system will provide a means to display designated demographic data for update to retirees via the portal.


			2





			22.41


			Web Portal


			Portal


			The system will provide a means for the retiree to update designated demographic data via the portal.


			2





			22.42


			Web Portal


			Portal


			The system will require a secondary authorization, such as reentry of password, before committing retiree changes to designated demographic data via the portal. 


			2





			22.43


			Web Portal


			Portal


			The system will generate a confirmation notice to the retiree of any changes to designated demographic data submitted via the portal.


			2





			22.44


			Web Portal


			Portal


			The system will facilitate delivery of confirmation notices to retiree via their preferred communication method (automated e-mail,  printed letter, etc.).


			2





			22.45


			Web Portal


			Portal


			The system will provide a means to display beneficiary data to retirees via the portal.


			2





			22.46


			Web Portal


			Portal


			The system will provide a means for the retiree to update beneficiary data via the portal.


			2





			22.47


			Web Portal


			Portal


			The system will restrict updates to beneficiaries via the portal to non-spouse/domestic partner changes.


			2





			22.48


			Web Portal


			Portal


			The system will generate, present, and allow printing of an authorization form via the portal for changes to spouse/domestic partner beneficiaries. 


			2





			22.49


			Web Portal


			Portal


			The system will require a secondary authorization, such as reentry of password, before committing retiree changes to beneficiary data via the portal. 


			2





			22.50


			Web Portal


			Portal


			The system will generate a confirmation notice to the retiree of any changes to beneficiary data submitted via the portal.


			2





			22.51


			Web Portal


			Portal


			The system will facilitate delivery of confirmation notices to retiree via their preferred communication method (automated e-mail,  printed letter, etc.).


			2





			22.52


			Web Portal


			Portal


			The system will provide for secure transmittal of active payroll interface files from employers via the employer portal.


			2





			22.53


			Web Portal


			Portal


			The system will provide for secure transmittal of benefit setup interface files to Human Resources via the employer portal.


			2





			22.54


			Web Portal


			Portal


			The portal will advise the member to contact SCERS if information is incorrect or missing.


			2





			22.55


			Web Portal


			Portal


			The portal will provide the capability for active members and inactive vested members to generate a basic member statement. The portal will also provide the capability for retired members and alternate payees to print out health plan statements that list their current health care plan participation and covered dependent designees. 


			2





			22.56


			Web Portal


			Portal


			The portal will provide the capability for the member to print a form W4P, which the member will complete, sign, and mail to change withholding information.


			2





			22.57


			Web Portal


			Portal


			The portal will be accessed via secure Verisign SSL sign-on or other similarly secure method with an online account and password.


			2





			22.58


			Web Portal


			Portal


			The portal will provide self-service capability to members for a number of routine tasks that would normally require the member to call SCERS.


			2





			22.59


			Web Portal


			Portal


			The portal will be able to discern how an individual is linked to master member account(s).


			2





			22.60


			Web Portal


			Portal


			The portal will display the date and time of the last data refresh once the member has signed-on successfully.


			2





			22.61


			Web Portal


			Portal


			The portal will provide the capability for City or SCERS staff to change the look of the portal for consistent branding with www.Seattle.gov.


			2





			22.62


			Web Portal


			Portal


			The portal will provide the capability for SCERS staff to change the programming codes of the portal. SCERS shall have ownership and rights to modify the programming codes of the portal.


			2





			22.63


			Web Portal


			Portal


			The portal will provide the capability for the member to create or change an online account with password using a valid e-mail address as the sign-on value. Upon the creation of an account, member will receive an e-mail confirmation with a link to confirm valid e-mail address before the member can sign-on 


			2





			22.64


			Web Portal


			Portal


			The portal will use vocabulary that is member-friendly where possible. However, vocabulary used on the portal will abide by SCERS and IRS wording, where applicable.


			2





			22.65


			Web Portal


			Portal


			The portal will provide capability for file uploads from the portal that may include scanned documents, photos, and other digital files as deemed appropriate.


			2





			22.66


			Web Portal


			Portal


			The portal will allow direct update of member information for those data elements designated as editable by SCERS. A full audit trail, including date/time stamp, user ID, original value and updated value will be captured. 


			2





			22.67


			Web Portal


			Portal


			The portal will allow update requests to be submitted through the portal for those data elements designated as requiring SCERS’ staff member processing. For these requests, the system will kick off appropriate workflow steps for completion.


			2





			22.68


			Web Portal


			Portal


			The portal will serve of images of designated document types stored in the member or alternate payee ECM record. 


			2





			22.69


			Web Portal


			Portal


			The portal will provide members with the capability to access reprints of various forms and documents for any year on file, including but not limited to:


· 1099-R


· Annual member statement


· Completed applications and request forms


· W4P


			2





			22.70


			Web Portal


			Portal


			The portal will show the date and time of a scheduled interview session on the member’s portal page, along with the name of the retirement specialist with whom the member will meet.


			2





			22.71


			Web Portal


			Portal


			The portal will provide editable PDF forms that are applicable to the member status. This will allow the member to either complete the form on-screen, or print the empty form and complete it by hand.


			2





			22.72


			Web Portal


			Portal


			The portal will provide the capability for members to view their beneficiary data on file at SCERS.


			2





			22.73


			Web Portal


			Portal


			The portal will provide the ability to display a global message to all users logging into the system. An example would be a prompt to review and update designated beneficiaries.


			2





			22.74


			Web Portal


			Portal


			The portal will provide the capability for members and alternate payees to view their demographic and address information on file at SCERS. Addresses will be current in the PAS for retired, vested inactive and non-vested inactive with funds on deposit. Address information for active city members will be imported to the PAS from EV5 bi-weekly and King County 


			2





			22.75


			Web Portal


			Portal


			The portal will provide the member and alternate payee with commonly requested information about their account, including but not limited to the following examples:


· At what rate am I making contributions?


· What is my current final average salary (FAS)?


· What are my breaks in service (portal will state that this data is unverified until retired)?


· Who are my beneficiaries on file at SCERS?


· What documents do I have on file? Birth certificate, death certificate, QDROs, marriage certificate, etc.


· For retirees, what retirement option did I choose and who is receiving what benefit? 


· Member’s employment history 


· Date of member’s original membership.


· Member’s dates of service


· All types of buy backs completed, active and purchases pending


			2





			22.76


			Web Portal


			Portal


			The portal will provide the capability for active, inactive vested, non-vested inactive members, and alternate payees to view contribution and interest balance, both taxable and nontaxable.


			2





			22.77


			Web Portal


			Portal


			The portal will provide the ability to view federal and state tax withholding information. 


			2





			22.78


			Web Portal


			Portal


			The portal will provide the capability for alternate payees such as QDRO’s and recipients of survivor continuances to view their own payment data.


			2





			22.79


			Web Portal


			Portal


			The portal will provide the capability for retired members to view their own payment data.


			2





			22.80


			Web Portal


			Portal


			Submission of requests for inquires or staff contact will create a workflow to alert staff of such requests. 


			2





			22.81


			Web Portal


			Portal


			The portal will allow for the completion and submission of forms that request inquiries into the member’s record or staff contact regarding questions or subject matter determined by member input through decision based architecture within the portal. 


			2











			Electronic Content Management System (ECM) Requirements





			ReqID


			Area


			Requirement details


			Priority





			23.01


			General


			The ECM will be able to securely and efficiently index and store at least 5 million records. 


			1





			23.02


			General


			The ECM will allow for the storage of records in a non-proprietary format.


			1





			23.03


			General


			[bookmark: RANGE!C5]The ECM will allow users controlled and managed access to SCERS records through an intuitive user interface.


			2





			23.04


			General


			The ECM will allow users to add records to the repository through structured and managed scan / import / create processes.


			2





			23.05


			General


			The ECM will meet the “trusted system” standard for the storage of business records. That is, the ECM must ensure that original records cannot be plausibly altered by any user.


			2





			23.06


			General


			The ECM will provide, at a minimum, these document management features at the document level: annotations, comments, redaction, search and retrieval, security, viewing.


			2





			23.07


			General


			The ECM will provide, at a minimum, these document management features at the folder level: search and retrieval, security, viewing.


			2





			23.08


			General


			The ECM will provide records management functionality, including retention periods, reports on disposition schedules, and the ability to purge according to retention periods.


			2





			23.09


			General


			The ECM will provide document capture capabilities or be capable of interoperating with an industry standard document scanning/capture software solution of SCERS choosing.


			2





			23.10


			General


			The ECM will be physically located at either the City of Seattle’s data center facility in Seattle, WA or a secure remote facility approved by SCERS.


			2





			23.11


			General


			The images will be encrypted in storage and in transit.


			2





			23.12


			General


			The ECM will meet the following performance standards: with ten concurrent users on the ECM, a given user must be able to pull up a five megabyte file in less than four seconds.


			2





			23.13


			General


			The ECM will provide integration capability with the PAS system via an open API or other means acceptable to SCERS.


			2





			23.14


			General


			The ECM will provide these additional document management features: editing, versioning, and routing.


			2





			23.15


			General


			The ECM will provide full-text indexing and search capabilities.


			2





			23.16


			General


			The ECM will provide workflow features, allowing the automatic routing of documents and tasks from user(s) to user(s).


			3





			23.17


			General


			The ECM will support CMIS (content management interoperability services) or the vendor should demonstrate future plans for this support.


			3





			23.18


			Topology/Taxonomy/ Indexing


			The ECM will support a multi-level document topology/taxonomy. 


			2





			23.19


			Topology/Taxonomy/ Indexing


			The ECM will provide at a minimum, a two level classification of documents by document class and document type.


			2





			23.20


			Topology/Taxonomy/ Indexing


			The ECM will provide for definition of key attributes (indexes) for all document types.


			1





			23.21


			Topology/Taxonomy/ Indexing


			The ECM will provide for designation of document attributes as required or optional.


			2





			23.22


			Access/Permissions


			The ECM will provide the capability of defining group for users based on roles in the ECM.


			2





			23.23


			Access/Permissions


			The ECM will be capable of levels of access (permissions) for objects (including folders, document classes and document types) at the user and group level.


			2





			23.24


			Access/Permissions


			The ECM will provide for a hierarchical object permission; i.e., higher level permissions will provide permission at all subordinate levels.


			2





			23.25


			Access/Permissions


			The ECM will provide for these levels of permission: 
1. None: no access for the object
2. Browse: the users can see the objects name but cannot view it
3. Read: the user can view the object's properties and content
4. Annotate: the user can annotate the object
5. Version: the user can modify properties and content but must create a new version
6. Edit: the user can modify properties and content as save as the same version
7. Delete: the user can delete the object


			2





			23.26


			Search/Retrieval


			The ECM will allow users to search on annotations, comments and redaction that are associated with a document, folder, or group of documents.


			3





			23.27


			Search/Retrieval


			The ECM will allow users to browse the records stored in the ECM based on their user access permissions.


			2





			23.28


			Search/Retrieval


			The ECM will allow searches using any combination of the record and folder metadata elements utilizing full text search.


			2





			23.29


			Search/Retrieval


			The ECM will allow the user to specify partial matches and shall allow designation of wild card fields or characters.


			2





			23.30


			Search/Retrieval


			The ECM will allow searches using Boolean and relational operators: and, and not, or, greater than (>), less than (<), equal to (=), and not equal to (< >), and provide a mechanism to override the default (standard) order of precedence.


			3





			23.31


			Search/Retrieval


			The ECM will present the user a list of records or folders meeting the retrieval criteria or notify the user if there are no records or folders meeting the retrieval criteria. The ECM will allow the user to select and order the columns presented in the search results list for viewing, transmitting, printing, etc.


			3





			23.32


			Search/Retrieval


			The ECM will allow users the ability to search for null or undefined values.


			2





			23.33


			Search/Retrieval


			When the user selects a record for retrieval, the ECM will present a list of available versions, defaulting to the latest version of the record for retrieval, but allow the user to select and retrieve any version.


			3





			23.34


			Search/Retrieval


			The ECM will allow users to select any number of records and their metadata for retrieval from the search results list.


			3





			23.35


			Search/Retrieval


			The ECM will allow the user to abort a search.


			2





			23.36


			Records Management


			The ECM will provide robust records management capabilities including definition of retention and destruction schedules by record types.


			2





			23.37


			Records Management


			The ECM will provide for assignment of record types at the document type level.


			2





			23.38


			Records Management


			The ECM will provide a records management report of documents approaching the end of their retention based on the schedules.


			3





			23.39


			Records Management


			The ECM will provide a records management report of documents eligible for destruction based on the schedules.


			3





			23.40


			Records Management


			The ECM will provide a records management report of documents and document classes that have not been assigned a retention/destruction schedule.


			3





			23.41


			Document Creation/Editing


			The ECM will provide the capability of creating documents directly in the repository, including standard Microsoft Office documents.


			3





			23.42


			Document Creation/Editing


			The ECM will provide the capability of defining document templates to be used in creating documents directly in the repository.


			3





			23.43


			Document Creation/Editing


			The ECM will provide the capability to edit documents in the repository within the permissions for the user/group.


			3





			23.44


			Versioning


			The ECM will provide the capability of storing multiple versions of a document in the repository.


			2





			23.45


			Versioning


			The ECM will be capable of assigning version numbers to new versions of documents as they are saved to the repository. This must be automatic and without user intervention.


			2





			23.46


			Retrieval


			The ECM will allow SCERS to determine the default permission for opening documents (e.g., viewing, editing) 


			4





			23.47


			Workflow/Routing


			The ECM will provide the capability of routing documents to other users of the ECM in a quick, intuitive manner.


			2





			23.48


			Workflow/Routing


			The ECM will be capable of routing documents to multiple recipients in the ECM.


			2





			23.49


			Workflow/Routing


			The ECM will be capable of routing documents to one or more users based on document index / indices.


			2





			23.50


			Workflow/Routing


			The ECM will be capable of storing workflow values (user ID, date/time stamp, document ID, document status, action, comments) such that they can be included in reports.


			1





			23.51


			Workflow/Routing


			The ECM will provide the ability to create and use eForms for checklist-based workflow processes. 


			4 





			23.52


			Workflow/Routing


			The ECM will provide an automated process for routing scanned mail and faxes.


			2





			23.53


			Workflow/Routing


			The ECM will provide a means for system administrators to define and configure workflow.


			2





			23.54


			Annotation


			The ECM will provide an annotation tool that is capable of opening and annotating any valid document format supported by the ECM.


			2





			23.55


			Annotation


			The annotation tool will store annotations in a separate layer from the original document, leaving the original document intact and unchanged.


			1





			23.56


			Annotation


			The annotation tool will store the following attributes for all annotations: user ID, date and time of the annotation.


			1





			23.57


			Annotation


			The annotation tool will provide the ability to add a comment of unlimited length and attach it to any point in the document.


			2





			23.58


			Annotation


			The annotation tool will provide the ability to strike out or line through text in the document.


			2





			23.59


			Annotation


			The annotation tool will provide the ability to place a circular or rectangular border of variable size at any place in the document.


			2





			23.60


			Annotation


			The annotation tool will provide the ability to change the color of the border.


			4





			23.61


			Annotation


			The annotation tool will provide the ability to highlight text in the document.


			2





			23.62


			Annotation


			The annotation tool will provide the ability to change the color of the highlighting.


			3





			23.63


			Annotation


			The annotation tool will provide the ability to redact any section or part of a document.


			3





			23.64


			Annotation


			The ECM will provide the capability of searching the text in annotations added to documents.


			4





			23.65


			Annotation


			The annotation search will return results in the same method as a document search result.


			2





			23.66


			Annotation


			The ECM will be capable of allowing users to view or suppress annotations.


			2





			23.67


			Annotation


			The ECM will be capable of printing the document with or without the annotations.


			2





			23.68


			Annotation


			The ECM will be capable of applying security to annotations based on the permissions defined in The ECM.


			4





			23.69


			Import/Capture


			The ECM will provide a folder or other mechanism for staging incoming documents imported or scanned into the repository.


			2





			23.70


			Import/Capture


			The ECM will provide the capability to import documents in bulk into the staging area.


			2





			23.71


			Import/Capture


			The ECM will provide the capability of scanning documents into the staging area.


			2





			23.72


			Import/Capture


			The ECM will provide the capability of importing documents directly into the repository from the file system on the user’s PC or network.


			2





			23.73


			Import/Capture


			The ECM will provide image capture capabilities from scanners using industry standards.


			2





			23.74


			Import/Capture


			The ECM will be capable of capturing documents, e-mails and images directly from e-mail accounts into a staging folder.


			2





			23.75


			Import/Capture


			The ECM will be capable of capturing documents directly from fax numbers into a staging folder.


			1





			23.76


			Import/Capture


			The ECM will be capable of capturing documents directly from network file folders into a staging folder.


			2





			23.77


			Import/Capture


			The ECM will provide the capability of classifying and indexing documents in the staging area.


			2





			23.78


			Import/Capture


			The ECM will provide the capability of releasing documents that have been classified and indexed into the repository.


			2





			23.79


			Import/Capture


			The ECM will be capable of backing out a batch import that has not been released into the repository from the staging area.


			2





			23.80


			Import/Capture


			The ECM will provide a log of all batch imports.


			2





			23.81


			Import/Capture


			The ECM will be capable of preventing re-importing of an existing batch.


			2





			23.82


			Import/Capture


			The ECM will allow the user to edit imported document classifications and indexes prior to release into the repository.


			2





			23.83


			Import/Capture


			The ECM will interface with existing industry standard capture software. This software must be provided as an integral part of the ECM solution.


			1





			23.84


			Import/Capture


			The capture software will be capable of performing batch scanning.


			2





			23.85


			Import/Capture


			The capture software will be capable of assigning customizable batch names.


			2





			23.86


			Import/Capture


			The capture software will be capable of performing batch imports into the ECM.


			2





			23.87


			Import/Capture


			The capture software will be capable of flagging inferior quality scanned images and unreadable barcodes for review.


			2





			23.88


			Import/Capture


			The capture software will be capable of reading barcodes to populate document classifications and indexes and storing in the repository.


			2





			23.89


			Import/Capture


			The capture software will be capable of performing zonal and full document OCR.


			3





			23.90


			Import/Capture


			The capture software will be capable of rescanning individual documents within a batch.


			2





			23.91


			Import/Capture


			The capture software will be capable of deleting documents from a batch.


			2





			23.92


			Import/Capture


			The capture software will be capable of deleting individual pages in a scanned document.


			2





			23.93


			Import/Capture


			The capture software will be capable of inserting individual pages into a scanned document.


			2





			23.94


			Import/Capture


			The capture software will be capable of creating TIFF and PDF files.


			1





			23.95


			Import/Capture


			The capture software will be capable of importing TIFF, PDF, and native format documents from outside the ECM.


			1





			23.96


			Import/Capture


			The capture software will be capable of configuring and saving multiple scanner setting files.


			2





			23.97


			PAS Integration


			The ECM vendor will provide all services to import images, document classifications, and indexes from the interim repository either directly or via exported image and index files. These services will include reconciling and auditing the import to ensure that it is complete and correct.


			1





			23.98


			PAS Integration


			The ECM will provide integration with the future pension administration system (PAS) to allow retrieval and display of member documents from specific forms/screens using attributes from the form/screen as lookup values.


			2





			23.99


			PAS Integration


			The ECM will provide integration with the future pension administration system (PAS) to scan and store documents from specific forms/screens in the PAS using attributes from the forms/screen as indexing values. 


			2





			23.100


			PAS Integration


			The ECM will provide integration with future pension administration system (PAS) to incorporate document retrieval from the ECM within the workflow of the PAS.


			2





			23.101


			PAS Integration


			The ECM will provide integration with future pension administration system (PAS) to incorporate PAS forms/screens and processes within the workflow of the ECM.


			2





			23.102


			PAS Integration


			The ECM will provide integration with future pension administration system (PAS) to enforce all security implemented within the ECM in any integration to prevent unauthorized access to documents in the repository.


			2
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ECM Questionnaire





General 


			1. Please describe your overall ECM solution both functionally and architecturally. 





			





			2. Please describe how the ECM solution will be integrated with the PAS.





			





			3. Please describe the image acquisition process (e.g., scan, capture, index)  for various document types (e.g., fax, email, files on network, etc).  





			





			4. Please describe how the scanning of the document will kick-off or intersect with a PAS workflow. 





			














			5. Please describe the manner in which member documents are typically organized in your system.   What document topology/taxonomy model is employed by the system (e.g., folder metaphor)? How many levels does the system support?  





			





			6. If your solution is a module within the PAS (not a stand-alone ECM product), please describe how it might be used for non-member documents.





			











			7. Please describe how the document repository is secured.  





			











			8. Please describe the document management features offered by the system, differentiating what is offered at the document and hierarchy level.   





			














			9. Please describe the records management and records retention capabilities of the system.   





			














			10. Please describe  how roles are set up in the system to manage access and security.     





			














			12. Please list out any hardware, software, or tools necessary to the implementation     





			














			13. Effort proposed by the vendor that will require SCERS purchase or license. These must be listed in this section and itemized in the cost proposal





			

















			14. Discuss the proposed steps for loading existing images, document classifications, and indexes from the interim repository either directly or via exported image and index files, including how the work will be reconciled and audited to ensure the migration is complete and correct.
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Technical and Hosting Requirements


Vendor’s Requested Response


The requirements contained in this section will convey the scope of the technical and hosting work that SCERS expects the vendor to provide. If a vendor’s approach will not meet one or more requirement, they must be listed in the table below (copy and paste in the vendor response):


			Req. #


			SCERS’ Description


			Reason Vendor Doesn’t Meet Requirement


			Potential Alternative SCERS Should Consider





			


			


			


			





			


			


			


			











Application Requirements - All Options





			Req ID


			Process


			Sub-process 


			Requirement Details





			1. 


			Technical Requirements


			Universal Update


			All demographic information for members, data related to beneficiaries, plans, benefits, employers, and all data elements in the system will have a single point of data access for modification.





			2. 


			Technical Requirements


			Backup and Recovery


			The system will allow IT staff to troubleshoot and correct performance issues. 





			3. 


			Technical Requirements


			Application Architecture


			The system will be capable of integration with existing software applications and software tools.





			4. 


			Technical Requirements


			Application Architecture


			The system will provide the ability to deploy new modules or additional or enhanced functionality.





			5. 


			Technical Requirements


			Application Architecture


			The system will provide for parameter-based and effective-date-driven configuration of SCERS’ business rules.





			6. 


			Technical Requirements


			Application Architecture


			The system will provide for scheduling of jobs, reports, and generation of various export files.





			7. 


			Technical Requirements


			Application Architecture


			The PAS architecture should have web service capabilities.





			8. 


			Technical Requirements


			Application Architecture


			The PAS will be W3C compatible.





			9. 


			Technical Requirements


			Application Architecture


			The PAS will ensure that SSL certificates and data encryption is applied for all external components.





			10. 


			Technical Requirements


			Application Architecture


			Any required batch jobs will provide for the ability to be scheduled and run to completion without any user intervention.





			11. 


			Technical Requirements


			Application Architecture


			The system will be capable of recovering from batch job failures without loss of data and returning the system to the same state as prior to the failed job. 





			12. 


			Technical Requirements


			Application Architecture


			The system will allow the use of third-party scheduling systems for batch processes.





			13. 


			Technical Requirements


			Application Architecture


			The PAS batch system and reports generation mechanism must not slow down processing. SCERS must be able to run some batch processes during normal business operations without affecting operations.





			14. 


			Technical Requirements


			Application Architecture


			The PAS will provide for disabling user updates during critical processes (e.g. payroll and interest posting).





			15. 


			Technical Requirements


			Data Architecture


			An on-site PAS must utilize one of the following relational databases:


· MS SQL Server SQL 2012 SP1 (minimum)


· Oracle 11g Release 2 (minimum)





			16. 


			Technical Requirements


			Platform Architecture


			On-site solution running on MS SQL Server will support the following Server OS requirements:


· Servers: Windows Server 2012 (minimum)


· Must also be able to run in a VMware 


· Must be able to support future releases of all operating systems.





			17. 


			Technical Requirements


			Platform Architecture


			On-site solution running on Oracle 11g will support at least one of the following Server OS requirements:


· Solaris 11 (minimum)


· Oracle Linux 6 (minimum)


· AIX 6.1 (minimum)


· Must also be able to run in a VMware 


· Must be able to support future releases of all operating systems.





			18. 


			Technical Requirements


			Platform Architecture


			Desktop OS requirements:


At a minimum the following standards will be supported by the PAS:


· Desktops: Windows 7 / 8.1


· Will be able to support future releases of Windows operating systems. 





			19. 


			Technical Requirements


			Integration Architecture


			The PAS will provide for fixed ASCII, comma delimited, or XML files for external interfaces at a minimum.





			20. 


			Technical Requirements


			Integration Architecture


			In addition to the previous file formats, the PAS will provide for Open API or other service oriented architecture (SOA) based integration, in order to facilitate the integration with other systems.





			21. 


			Technical Requirements


			Integration Architecture


			The PAS will support encryption standards. Data transfer to and from SCERS will use SFTP or NIST accepted encryption.





			22. 


			Technical Requirements


			Integration Architecture


			For all incoming and outgoing interfaces, SCERS will have the ability to validate and review the results of the import or export before the final data is posted or exported.





			23. 


			Technical Requirements


			Integration Architecture


			The system will integrate with the proposed ECM system for image retrieval, for storage of reports and letters, and for limited workflow integration. 





			24. 


			Technical Requirements


			Integration Architecture


			The system will comply with all NACHA requirements for transactions that are performed electronically (e.g., EFTs, ACHs and others). 





			25. 


			Technical Requirements


			Integration Architecture


			The solution will be able to integrate with other applications and platforms used at SCERS currently or in the future. 





			26. 


			Technical Requirements


			Security and Controls


			The solution will support NIST approved crypto-graphical standards; at a minimum AES with a minimum 128 bit key. Basic encryption standards will cover:


· All passwords contained within the PAS


· Any data that could threaten the reliability or security of the system, such as security tables


· No sensitive information will be passed via unsecured connections


· Any permission standards (user IDs to roles, roles to permissions, assignment of workflow roles) whose access is not already limited


· The encryption, at the database, table, or field level, of health information, disability information (or any and all other fields requested by SCERS)


· The web portal will also meet these standards





			27. 


			Technical Requirements


			Security and Controls


			The PAS should have the capability to integrate with Active Directory/LDAP for the internal solution. Integration into Active Directory with pass-through authentication is desired.





			28. 


			Technical Requirements


			Security and Controls


			The PAS will use personal identification numbers instead of SSNs as the primary identifiers and for integration with external applications such as ECM and active member payroll whenever possible.





			29. 


			Technical Requirements


			Security and Controls


			The PAS will support the creation of application IDs within the system that are not database IDs. 





			30. 


			Technical Requirements


			Security and Controls


			The system will support the following password requirements:


Internal Applications:


· Password length, eight characters minimum


· Complexity requirements enabled (must include at least one upper case letter, lower case letter, and number); special characters are permitted


· Require user to change password after a maximum of 180 days


· Password history: five passwords remembered; must require user to use a password that is unique from their last 10 passwords


· Password cannot be identical to the username


· Ability to modify the above parameters based on future policy changes





			31. 


			Technical Requirements


			Security and Controls


			The system will support the following password requirements for external applications (member and employer portal):


· Password length, eight characters minimum


· Complexity requirements enabled (must include at least one upper case letter, lower case letter, and number); special characters are permitted


· Password history: five passwords remembered; must require user to use a password that is unique from their last 10 passwords


· Password cannot be identical to the username or the date of birth


· Ability to modify the above parameters based on future policy changes





			32. 


			Technical Requirements


			Security and Controls


			The PAS will allow system functionality to be determined by role, such that a user may be limited in their ability to perform certain functions, access certain screens, and view certain member’s data (as well as other limitations) based on their role. The system will provide a robust and efficient method of controlling user access. 





			33. 


			Technical Requirements


			Security and Controls


			Users who are restricted to only a subset of data will NOT be able to access this data via any alternate method (e.g. running a query, report, or a search) on the front-end / user-interface / integrated reporting solution.





			34. 


			Technical Requirements


			Security and Controls


			The system will provide robust and secure audit logging and notifications of all activity within the system.





			35. 


			Technical Requirements


			Security and Controls


			Audit logs will include tracking of errors with timestamps.





			36. 


			Technical Requirements


			Security and Controls


			Audit logs will include tracking if operators tried to access restricted records. 





			37. 


			Technical Requirements


			Security and Controls


			Audit logs will be stored in structured tables (i.e., not a flat file) and there must be reporting functionality that will allow IT and managers to look at different data points within the audit log.





			38. 


			Technical Requirements


			Security and Controls


			The system will differentiate between error logs, audit logs, and activity logs. 





			39. 


			Technical Requirements


			Security and Controls


			The system will provide the ability to block and unblock individual member records so that changes cannot be made. This may be needed due to a member request (the member may be a victim of identity theft, for example). 





			40. 


			Technical Requirements


			Security and Controls


			The system will provide for session management and log out after a prescribed time of inactivity.





			41. 


			Technical Requirements


			User Interface Standards


			The application will allow for a centralized searching capability including searching by name, retirement number, SSN, last four digits of SSN, employer, member status, employee ID, and PAS ID. Any combination of criteria must be selectable and used to perform the search from a single screen. 





			42. 


			Technical Requirements


			User Interface Standards


			The system search capability will allow for the use of wild card characters or fuzzy searches.





			43. 


			Technical Requirements


			User Interface Standards


			Dates: The application will allow for the easy edits of date fields, both by a pop-up date selection dialog box and by editing the date field directly in an easy and intuitive manner.





			44. 


			Technical Requirements


			User Interface Standards


			Drop-down selections: The application will allow for an unambiguous selection of values that are completely visible in the list. Drop-down selection lists will have a logical ordering that makes the selection quick and easy. For example, where applicable, dates will be listed in date order, not alphabetical order. 





			45. 


			Technical Requirements


			User Interface Standards


			Drop down list order should be user definable.





			46. 


			Technical Requirements


			User Interface Standards


			Browser standards and versions: Any browser-based component of the solution will be ADA- compliant and browser neutral (i.e., support the most commonly used browsers without preference) in current release and at least one previous version.





			47. 


			Technical Requirements


			User Interface Standards


			Some SCERS staff computers are equipped with dual monitors. The solution will not preclude users from configuring their desktops as either single or dual monitor. 





			48. 


			Technical Requirements


			Configuration


			The application will be configurable to handle security of the system including authentication and privileges for users and roles.





			49. 


			Technical Requirements


			Configuration


			The application will be configurable to handle plan changes, addition of new plans/sub-plans/tiers, vendor changes, adjustment types, rate changes, rule changes to a specific calculation, etc.





			50. 


			Technical Requirements


			Configuration


			The configuration requirements are based on the need for a variety of user-maintained, effective-date-driven values used in rules with configurable parameters. The proposed solution will include tools that are intuitive and easy to use for non-technical administrators to modify these values and rules. Such rules will not be dependent on hard-coded values.





			51. 


			Technical Requirements


			Configuration


			The system will maintain timestamp, user ID, process ID, and effective dates for all parameters both in the main configuration table as well as in the system log.





			52. 


			Technical Requirements


			Configuration


			Key rules and variable factors will be modifiable by the solution, which shall offer this functionality by way of a logical user interface or vendor-customized data queries that do not require expert assistance. 





			53. 


			Technical Requirements


			Configuration


			Parameters that are impractical to edit directly or that should be restricted, such as mortality tables, should be updated. 





			54. 


			Technical Requirements


			Configuration


			The system will allow for migration of key rule and variable configurations between environments, i.e. from PROD to TEST.





			55. 


			Technical Requirements


			Configuration


			Administrator access will be provided only at the highest security level within the system.





			56. 


			Technical Requirements


			Configuration


			Each change to the key parameters must be driven by effective dates and specific ranges of time. Functionality will include the ability to input multiple effective dates, end dates and values for each parameter. These time sensitive variances will be used within automated processes as well. In other words, these date-driven variances will allow a calculation or value to be correct for the date range in which it applies.





			57. 


			Technical Requirements


			Configuration


			In conjunction with the effective-date-driven functionality, the system will also allow for different values at different hierarchies as members will have changes in plan, employer, and benefit type. The system will be able to handle hierarchical variance at these various levels (global, plan, sub-plan/tiers, bargaining unit, and employer). 





			58. 


			Technical Requirements


			Configuration


			The system will be able to print international addresses in local format. For example, the placement of postal code is different for many countries.





			59. 


			Technical Requirements


			Configuration


			The system will track changes to the parameters and provide key reporting functionality on-demand and as needed.





			60. 


			Technical Requirements


			Configuration


			The system will have the ability to modify menu descriptions and text. The system will provide the ability to configure and customize screen and report field labels to conform to SCERS terminology. This should not be hard coded and should be configurable.





			61. 


			Technical Requirements


			Configuration


			Application configuration and support will be possible without needing to be a full server administrator on the production servers.





			62. 


			Technical Requirements


			Application Software and Documentation


			Full technical documentation (including information on APIs and common functions) and customized end-user documentation must be included. Vendors are strongly encouraged to provide searchable electronic solutions for this, including wikis or web-based materials. 





			63. 


			Technical Requirements


			Application Software and Documentation


			Any customizations specifically developed for SCERS will be thoroughly documented and handed over to SCERS in an electronic, searchable format for maintenance and support purposes.





			64. 


			Technical Requirements


			Application Software and Documentation


			All in-house developed operational reports will be made available in the new PAS; therefore the vendor will provide proper documentation not limited to tables and views, triggers, and logic used in the report. 





			65. 


			Technical Requirements


			Application Software and Documentation


			To ensure common vocabulary, the vendor should explicitly define vocabulary used in their project lifecycle as the usage of words like release, testing, build, dry run, requirements, configuration, etc., is often unique to a vendor’s practice.





			66. 


			Technical Requirements


			Application Software and Documentation


			A data dictionary will be required, describing the database, tables, views, and fields.





			67. 


			Technical Requirements


			Application Software and Documentation


			Complete documentation will be provided include entity relationship (ER) diagrams, stored procedure listing, and report documentation.





			68. 


			Technical Requirements


			Application Software and Documentation


			Detailed release notes of new builds including testing that has been done and verification of testing against any possible customizations that were implemented specifically for SCERS should be provided for each build. 





			69. 


			Technical Requirements


			Application Software and Documentation


			The PAS will provide the ability to modify help text and sections for each main area.





			70. 


			Technical Requirements


			System Sizing


			Vendors will ensure that the system can handle loads based on the sizing estimates and external and internal users and processes provided below. 


The system will be able to handle full functionality without concurrent processing impeding any aspect of the enterprise’s operations or day-to-day business.


· Minimum user requirements:


· Internal application/SCERS: 10 concurrent users/sessions within SCERS. 


· External member portal: estimated at an average of 50 concurrent sessions.


· The estimated annual growth for external users is 5 percent per annum.


· The system will perform in a manner consistent with enterprise-class business applications. 





			71. 


			Technical Requirements


			System Sizing


			SCERS will need to be able to support all of its members using the member portal; therefore, the system will be able to support an average of 50 concurrent sessions/users at any given time, and a peak of 100 users during certain periods per year.





			72. 


			Technical Requirements


			Scalability


			System scalability requirements:


The system’s sizing and configuration and the duration for which the system will be able to support growth with no performance impact is, respectively, 5 to 10 percent per annum and three (3) years post warranty at no added financial burden to SCERS. The system currently will support:


· 20 end users


· 10,300 active/inactive members with an estimated annual growth less than one (1) percent per year


· 5,700 retirees with an estimated annual growth of four to six (4 to 6) percent per year


· 4,100 non-member City employees





			73. 


			Technical Requirements


			Availability


			The proposed solution will provide continuous uptime of 99.8 percent for all major operational components during regular business hours. Scheduled or intentional downtimes are excluded from the 99.8 percent requirement. 





			74. 


			Technical Requirements


			Availability


			The proposed solution will provide continuous uptime of 99.8 percent for web portals.





			75. 


			Technical Requirements


			Imaging Integration


			The proposed solution will integrate seamlessly with the ECM solution.





			76. 


			Technical Requirements


			Imaging Integration


			The PAS will offer single sign-on to both systems or pass-through authentication from the PAS to the ECM.





			77. 


			Technical Requirements


			Imaging Integration


			The PAS will provide the ability to pull up member documents from within the PAS member record.





			78. 


			Technical Requirements


			Imaging Integration


			The PAS will provide the ability for fax, scan, email, or member web submission of a document to trigger a workflow in the PAS. 





			79. 


			Technical Requirements


			Imaging Integration


			The PAS will provide the ability to image documents and information from whatever source they initiate. For example, when a faxed document comes in, it should go directly to imaging, based on parameters, so that it does not have to be printed and then imaged.





			80. 


			Technical Requirements


			Imaging Integration


			The PAS will provide the ability to provide an interface between the member portal and imaging to allow documents submitted by a member to be validated and then stored within the ECM.





			81. 


			Technical Requirements


			Imaging Integration


			The PAS will provide the ability to allow certain documents stored in imaging to be displayed to a member or user of the member web portal.





			82. 


			Technical Requirements


			Imaging Integration


			The PAS will provide the ability to push PAS-generated letters or reports into the ECM for storage.





			83. 


			Technical Requirements


			Imaging Integration


			The PAS will provide the ability to store a permanent record of PAS-generated communications and documents in the ECM. When a document is stored in the ECM, the appropriate index values should also be stored in the imaging alongside with the document (e.g. document type, member name, member ID, etc.).











HOSTED SYSTEM REQUIRMENTS


			Req. ID


			Process


			Sub-process


			Requirement Detail





			84. 


			Technical Requirements


			Vendor Hosted System


			For vendor hosted options, the solution will meet all other technical requirements previously stated in Application Requirements – All Options.





			85. 


			Technical Requirements


			Vendor Hosted System


			For vendor hosted options, the vendor must have a documented disaster recovery and business continuity plan.





			86. 


			Technical Requirements


			Vendor Hosted System


			For vendor hosted options, the vendor will plan and execute an annual test to ensure the BC/DR plan is viable.





			87. 


			Technical Requirements


			Vendor Hosted System


			For vendor hosted options, the vendor’s solution will be able to preserve its environments in a failure situation such that recovery can be accommodated within a one-day timeframe with a loss of data of no more than eight (8) business hours. 





			88. 


			Technical Requirements


			Vendor Hosted System


			For vendor hosted options, the vendor will have a documented application backup process. 





			89. 


			Technical Requirements


			Vendor Hosted System


			For vendor hosted options, the vendor’s solution will provide for a full back-up on a periodic basis with incremental backups between. The solution will also be able to schedule backups for different times; i.e., backups must be schedulable. 





			90. 


			Technical Requirements


			Vendor Hosted System


			For vendor hosted options, the vendor’s solution will provide for the ability to encrypt and compress backups. Backups will be stored off site.





			91. 


			Technical Requirements


			Vendor Hosted System


			For vendor hosted options, the vendor’s solution will securely protect the backup data so that it cannot be accidentally or inappropriately accessed by any parties, including the vendor’s staff, SCERS staff, and other third parties.





			92. 


			Technical Requirements


			Vendor Hosted System


			For vendor hosted options, SCERS will have access to all log and audit files and management reports.





			93. 


			Technical Requirements


			Vendor Hosted System


			For vendor hosted options, the system will provide for printing of all reports, letters, or other system output on printers in SCERS’ offices.











MEMBER PORTAL REQUIREMENTS


			Req. ID


			Process


			Sub-process


			Requirement Detail





			94. 


			Member Portal


			General System Function


			Access to the portal will be via secure SSL sign-on with an online account and password. The system will allow members to change their own login and passwords, and will allow them to change the associated personal email address.





			95. 


			Member Portal


			General System Function


			The portal will provide the capability for SCERS staff to change the look of the portal for consistent branding. 





			96. 


			Member Portal


			General System Function


			The portal will provide the capability for the member to create an online account with password.





			97. 


			Member Portal


			Reporting


			The PAS will provide robust reporting on the usage of the member portal. SCERS requires reports on the number of logins, counts of hits v. confirmed transactions by application type, how long members spent on the site and within application type, the different browsers utilized, IP addresses, and other pertinent industry standard metrics. 





			98. 


			Member Portal


			Security


			The portal will conform to compliance standards inclusive of 508, HIPAA.





			99. 


			Member Portal


			Security


			The portal will require the member to agree to a terms of service agreement. If the user does not agree to the terms, entrance will not be allowed. The portal will record the date and time of the agreement. Periodically, SCERS may update the terms and require users upon subsequent entrance to the portal to re-agree. This re-agreement will be recorded separately and be tied to the new language.





			100. 


			Member Portal


			Security


			The portal will provide secure and encrypted transmission of all data on the portal, including authentication and sign-on credentials.





			101. 


			Member Portal


			Security


			The portal will provide the capability for members to change their password at any time once they are signed on.





			102. 


			Member Portal


			Security


			The portal will provide the capability for the member to establish a new password if the member has forgotten the password. 





			103. 


			Member Portal


			Security


			The system will allow for encrypted communication between the member and SCERS via secure email or other secure means.





			104. 


			Member Portal


			Configuration


			The portal will be able to provide an error message for members who are not using a browser supported by the portal.





			105. 


			Member Portal


			User Experience


			The portal will provide accessibility to members who are seeing-impaired. 





			106. 


			Member Portal


			User Experience


			The portal will provide accessibility to members who may be unable to discern color. Choices that the member must make on the portal will be depicted by color and text, if color is used at all.





			107. 


			Member Portal


			User Experience


			The portal will provide the capability for the user to change the size of the font used to display content. 





			108. 


			Member Portal


			User Experience


			The portal will provide the capability to zoom in and out on content displayed as a PDF or image.
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[bookmark: _Toc371509374]Technical and Hosting Questionnaire


Vendor’s Requested Response


For any requirement listed in the Technical and Hosting Requirements that the vendor either does not meet or takes exception to, please list and explain below:


			Req. #


			SCERS’ Description


			Reason Vendor Doesn’t Meet Requirement


			Potential Alternative SCERS Should Consider





			


			


			


			





			


			


			


			








General Questions


The following characteristics of the pension administration system must be fully described:


			Describe the overall recommended system architecture for the proposed solution (PAS, ECM, interfaces to other systems).





			





			SCERS prefers a web-based platform to be proposed for the entire solution. Please provide an overview with diagrams of the proposed technology approach, including information on any open APIs, integration, or other. 





			





			Describe how the ECM solution will be integrated with the PAS.





			





			Describe the tools and techniques (e.g., APIs, web services) that will enable the proposed solution’s integration with the present architecture.





			





			Describe the pension administration system application architecture and how it is logically organized with respect to business processes. 





			





			
Does the proposed solution employ any type of middleware; that is, any proprietary data layer between users and the RDBMS? If so, provide the name of the middleware and indicate whether SCERS will have to purchase any licenses for this now or in the foreseeable future.





			





			What database management systems are available with your solution? What operating systems are supported by each of the database options? What considerations should SCERS take into account when evaluating the options available?





			





			To what extent is the database normalized or denormalized? Indicate the number of tables, views, and stored procedures in the base application.





			





			Describe the expected technology lifespan of the proposed solution. What is the commitment to customer support to maximize and ensure the return on investment to clients in terms of business efficiencies, accommodations to legislative change, functional enhancements, customer support, and other gains? Is there a planned sunset date for the proposed solution? If so, describe the potential replacement solution.





			





			Describe the approach in implementing high availability of the proposed solution using such methodology such as load balancing or clustering.





			





			Describe how virtualization technology can be implemented in the proposed solution.





			





			Describe the overall design and workflow of the application.





			





			Describe level of control provided to the functionalities available to users.





			














[bookmark: _Toc371509375]Security


			Describe the overall security architecture of the proposed solution.





			





			How will requirements and policies around safeguarding, accessing and distributing SCERS’ data be enforced? How is security managed across all users and applications while not impeding business operations in relation to roles and functionality? 





			





			Describe how authentication and the type of encryption technology will be incorporated in the proposed solution. 





			





			Describe the security log in features and the security protocols available for both internal users and web member services (e.g. limited attempts, challenge questions, multi-step authentication, self service reset, etc.). How do you ensure that only authorized users have access to the system? Note that the security solution must be separate and distinct from that utilized by SCERS’ internal users.





			





			Describe how your system will comply with the guidelines in the City’s Information Security Policy Handbook found here: http://www.seattle.gov/informationsecurity/pdf/ISSP-Web.pdf





			














			Please provide a sample and description of the type of audit, security, and transaction logs available. What is the level of logging in the system? What logging reports are available? How is suspicious activity flagged and reported? How are the logs secured to prevent unauthorized access and alterations? This should include logging of changes to system parameters and configurations.


Indicate whether the logs include:


· Time stamps


· User IDs


· Activity descriptions


· Before and after data values


· Attempts to access restricted data





			





			Please describe how the application addresses the OWASP top 10 threats for 2013.





			











			Provide information on overall login and password handling defaults for the solution, including but not limited to:


· Password lengths and general password requirements


· Login handling; e.g., how many unsuccessful attempts will result in a lock out, etc.


· Session management including inactivity timeout 


· Audit trail and logging information


· Notifications, reporting, and monitoring, etc.


· Other pertinent information





a) Include a description of the type of authentication employed with the application (include both the PAS application and the member web application). 


b) Please also include information on the handling of login and password for the member web portal.


c) Please indicate if the system requires or can implement a more stringent level of passwords and authentication for system administrators.


d) Please indicate if these setting are configurable in the system.





			














[bookmark: _Toc371509376]Software Requirements


			Which database platforms and versions are supported by the proposed solution (e.g., SQL Server, Oracle, other, please specify)?





			





			Which database connectivity standards are used by the proposed solution (e.g., ODBC compliance, JDBC, etc.)?





			





			Indicate the type of database license(s) that will be required to support the proposed solution.





			





			The proposed solution must support the following groupware technologies. Any “no” answers must be detailed below.





			· Extensible markup language (XML) in its most recent version


· Standard comma-delimited (CSV) files


· Fixed field-length files





			YES 		NO	





YES 		NO	


YES 		NO	








			Explanation of any “no” answers:

















			The solution will provide the following:





			· Provide a view into the enterprise’s data structure


· Include access points for non-transactional data, such as summaries, histories, and other external data


			YES 		NO	





YES 		NO	








			Explanation of any “no” answers:

















			Describe how software version control is implemented and how updates and upgrades will be coordinated with SCERS’ computing environment. Also, if the proposed solution involves the products of multiple vendors, explain how version compatibility will be maintained among the various products.





			





			Batch processing should not be limited to employer data imports and tasks like monthly distribution payroll, annual member statements, active payroll import, etc. Please disclose the full breadth of batch processes below accompanied by reasons for these batch jobs. For each job, list the estimated impact on normal SCERS’ operations.





			





			Describe any other interface technology that may be utilized for connection to external applications (i.e., parameter based interfaces).





			





			Describe your migration strategy to current release levels for database, browsers, and operating systems that are utilized in the system. What release levels are supported both current and previous? What is the general timeframe for migration to new releases?





			











[bookmark: _Toc371509377]Hardware Requirements


Please include the number of units and other commentary as required in the answers to the questions below in order to fully explain your recommendation. Provide a listing of all hardware components and accessories needed (e.g., servers, printers, cables, connection equipment, routers, storage devices, etc.) to fully implement the solutions in question 31 and 32 below.





			Describe the type and indicate the number of servers needed to support an environment of 20 staff, with approximate concurrent use by 50 percent of the end users. SCERS does not expect much additional growth in the number of users over time. The hardware should be sized so that the response requirements elsewhere in this RFP are met. The vendor should assume a 1 percent increase in user activity per year.


Include information on recommended architecture setup, i.e., production, staging, and development servers both for the application as well as for any databases needed. Please include an explanation to the recommended number of servers.


The following information must be included: 


· Processor speed


· Number of processors needed by server


· Memory


· Storage requirements


· Operating system (32 bit / 64 bit)





			





			Describe the type and indicate the number of servers needed to support the member web portal. 


Include information on recommended architecture setup, i.e., production, staging, and development servers both for the application as well as for any databases needed. Please include an explanation to the recommended number of servers and if VMware may take the place of a physical server for the portal.


SCERS requires capacity for 50 concurrent user sessions. Please use the utilization rate as a basis for storage recommendations:


Please also include the following information with each server:


· Processor speed


· Number of processors needed by server


· Memory


· Storage requirements


· Operating system (32 bit / 64 bit)





			





			Include recommendations on the type of workstations (desktop PCs) needed to execute the application.


Please comment on the minimum capacity of desktop PCs to employ the proposed solution. Include details on:


· Processor speed


· Number of processors needed by PC


· Memory


· Disk cache and local disk space


· Any specific software requirements (e.g., OS, word processing software, etc.)


· Operating system (32 bit / 64 bit)


· Any other requirements





			





			Provide an estimate of storage type, storage technology and size required. Assume that the solution and all of its modifications and databases have been completed and installed to meet each requirement of this RFP. Please use the following entity counts as a basis for storage recommendations:


· 10,300 active, vested, and non-vested members


· 5,700 retirees


· 4,100 non-member City employees





			





			Indicate and include recommendations and requirements for any other hardware accessories and equipment as listed below:





			SYSTEM AREA 


			RECOMMENDATIONS:





			Backup devices





			





			Printers and Peripheral Equipment





			





			Scanners





			





			Uninterruptible Power Supplies





			





			Other (please specify)


			











[bookmark: _Toc371509378]System Recoverability


			Describe the strategy for system recovery. This description should cover:


· Services offered for recovery protection (i.e., 24 hour emergency coverage)


· Recovery time and recovery point objectives


· The response protocol in the wake of malfunctions covering every step from repair to replacement


· Restoration and recovery procedures


· Tools used to recover the database and application to a known state





			

















[bookmark: _Toc371509379]Operational Support





			List the administrative tools, including the functions and tasks performed that will assist staff in managing everyday operations (i.e., database optimization tools, etc.). 





			





			List the tools required or recommended to periodically test the system’s operational performance (i.e., load testing for member portal, etc.). 





			





			Please describe the technical skills required of SCERS’ staff to support and maintain the infrastructure and system.





			











[bookmark: _Toc371509380]Reporting





			Please describe how reporting is implemented in your solution. Are third party tools utilized (e.g. Crystal Reports, Cognos, or SQL Reporting Services), or is the reporting module integrated into the solution? 





			





			Describe the proposed solution’s reporting module and indicate the ease-of-use and the skill level needed to use the different features it provides (e.g., create new report, mail-merge, charts, queries, and others).





			








[bookmark: _Toc371509381]EDMS Integration


			Describe a solution that provides instant and seamless access, from the end-user’s perspective, to a member’s documents in the ECM from a screen in the pension administration system. Include in the discussion the detail on the solution’s overall integration methodology.





			








[bookmark: _Toc371509382]Workflow and Case Management


			SCERS desires an integrated workflow management system. SCERS would like to have process centric functions. Much of this additional functionality revolves around workflow and case management. While the overall workflow needs might be basic, the workflow may include multiple staff members and hand-offs, the ability to trigger events, add notes and comments to a specific case, the ability to attach correspondence or other supplemental files to the case, the ability to set reminders and the ability to track and report on cases over time. 


Please describe your product’s capabilities and functionality in this area below:





			

















[bookmark: _Toc371509383]Member Web


			SCERS desires a member web portal as part of the PAS. The portal will be hosted at a SCERS facility, and ideally operated from replicated data refreshed from the PAS, usually each business day. Please describe and provide a solution that provides instant and seamless access for the members between the member web and associated member data from the PAS. Include the type of web browsers supported (i.e., Internet Explorer, Firefox, Safari, etc.), and if the proposed solution supports mobile applications (i.e., Html5 or Silverlight technology). Note that the system must support all major web browsers. Please include a discussion of how the vendor’s portal is designed to handle upgrades to each supported browser. 





			





			Please describe the process for members to establish accounts, used IDs, and passwords for web portal access.





			











			Please describe the mechanism for member retrieval and resetting of forgotten user IDs and passwords for the web portal.





			








			Please describe the solution for the data integration and refresh and online requests synchronization process (i.e., scheduled automated process, manual, etc.) between the PAS and member web portal. Please provide a recommendation for an alternate solution if the data replication process is not ideal. Is the vendor’s solution currently designed to show data real-time or is there any type of refresh of the portal data?





			





			Are digital signatures supported in the member web portal? Please describe how this is implemented.





			





			Please describe any messaging capabilities in the web portal. What are the options available for members to contact and communicate with SCERS via the portal?





			











[bookmark: _Toc371509384]Disaster Recovery / Business Continuity Plan


			Please indicate your experience with major disruption(s) of your business and how they impacted your clients. Provide a copy of your business continuity plan (BCP). If you do not have a formal BCP, indicate what contingencies your firm has made to address potential disruptions to client services in the event of a natural or man-made disaster or pandemic.





			





			Will you be able to provide a hosted disaster recovery (DR) solution? If so, indicate the details of the solution below and include the cost of services in the initial cost proposal worksheet.


· Describe the type (i.e., warm site, hot site) of site and location.


· Communications procedure.


· Discuss the availability of network appliances, storage appliances, servers, and web hosting at site location. The site must cover maintenance of these appliances and services.


· Availability of secured file transfer protocol for full and incremental updates to the database and applications.


· Security standards and security measures employed (e.g., firewall, DMZs, IPS, etc.).


· Define replication or clustering technology utilized for the proposed solution consisting of the application and data layer.





			











Hosting


			Please list the name, location and description of the hosting facility. Does the vendor own the facility? If not, who does?





			





			Which auditing standards does the hosting facility meet, if any: SAS 70, SSAE 16, SOC 2, or SOC 3? Please explain.





			





			Please describe the specific system administration and database administration that are provided as part of the monthly hosting cost. What would SCERS have to do, from an infrastructure standpoint, to maintain the system in addition to the vendor (if anything)?





			





			How many clients is the vendor currently hosting? Please list three clients, with reference information (name, title, organization, email, phone). 





			





			Describe the architecture of the hosted environment: would SCERS have its own physical environment? What type of virtualization is used, if any?





			





			Please describe the penetration testing and intrusion testing policies and processes the vendor uses. If a third party is used, please indicate who. 





			





			How is support integrated with the hosting proposal? Who would the users call first? Describe how support currently works with a hosted client. 





			





			Describe the method of connecting SCERS with the hosting facility and provide the requirements for the connection including the bandwidth requirements for the connection. Describe how the connection should be secured. 
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Data Conversion Requirements


Vendor’s Requested Response


The requirements contained in this section will convey the scope of the data conversion work that SCERS expects the vendor to provide. If a vendor’s approach will not meet one or more of the requirements, they must be listed in the table below (copy and paste in the vendor response):


			Req. #


			SCERS’ Description


			Reason Vendor Doesn’t Meet Requirement


			Potential Alternative SCERS Should Consider





			


			


			


			





			


			


			


			











Scope of Data Conversion


Data Conversion Project Planning


Project planning provides time for the PAS vendor’s data migration team to identify the procedures, schedules, tasks, and resources that they will use to interact with SCERS and the implementation project team during the course of the project. It is part of the overall project planning phase for the PAS implementation to ensure that the data conversion plan is properly integrated with the overall PAS system implementation plan. The goals of this phase are as follows:


· Develop a data conversion strategy that integrates properly with the PAS implementation plan.


· Prioritize with SCERS the order of the data to be cleansed.


· Identify project milestones and resource needs throughout the project.


· Establish procedures for all interfaces with the PAS vendor and other project teams, such as data mapping, data conversion requirements collection and tracking, cycle run processing, reconciliation processing, data conversion testing, issue resolution, etc.


· Develop a full project plan for data conversion activities that will integrate with the project plan of the PAS vendor and the master project plan for the PAS project.


· Agree on a glossary of terms that will be used to communicate throughout the project.


Data Profiling


The purpose of data profiling is for the PAS vendor to gain a detailed understanding of the data and to begin to identify the data that needs cleansing. The goals of this phase are as follows:


Primary goals:


· Identify key data components, key points of time related to the data, missing elements of the data, and summarized elements of the data.


· Analyze key data components to identify data that will need to be cleaned or corrected prior to the implementation of the new PAS.





Secondary goals:


· Gain awareness of the user community’s needs, concerns, and priorities as they relate to the data.


· Begin building the foundation of how to approach the overall project and how communication will work with the interested parties of the project.


Data Cleansing


Data cleansing and development includes the activities to execute against the data conversion plans. It is anticipated that plans may shift during the execution of these activities, so the PAS vendor must be able to adapt to the changes as they occur. The goals of these responsibilities are as follows:


· Execute against the project plan to perform data cleansing, build the entire conversion process, perform test cycles, resolve issues, etc.


· Tune the scripts that are created for performance and identify the additional documentation necessary for the implementation run. Additional documentation should include things such as script run order, script run time expectations, identification of risk points during the run, etc.


· Build out supporting processes like reconciliation, cleansing routines, etc. Note that the PAS vendor must collaborate with SCERS to ensure that the reconciliation, auditing, and validation tools are acceptable. 


· Validate that the data conversion was complete and represents a successful conversion for SCERS.


· Provide multiple environments for data conversion as required by SCERS.


· Anticipate and expect ongoing changes to data mapping and the conversion requirements based on design changes that will occur up through the conclusion of user acceptance testing.


· Provide physical data models (source and target), data definitions, and source to target mapping documentation, including transformations. The models should be stored in a mutually agreed upon data modeling tool and a final copy of which will be provided to SCERS.


Data cleansing at SCERS must encompass the following activities:


· Eliminate unnecessary data records


· Identify and correct inaccurate data


· Merge duplicated data


· Reformat and standardize data so that it can be converted


Data Testing & Implementation


The purpose of this phase is to convert the data into a staging database and eventually into a production database and identify any issues that may exist as a result of the conversion. The following are the data migration activities during testing and implementation:


· Iterative conversion of data in support of and coordinated with system development


· Conversion of data for user acceptance testing (UAT)


· Conversion of data for parallel testing


· Reconversion of data for reverse parallel, if necessary


· Final reconversion of data for production go-live, if necessary


Archiving


SCERS requires the PAS vendor to create a full data archive of all data extracted from the legacy system, including any data that are not converted. The purpose of this archive is to help answer questions about the original data when issues and questions arise about the converted data in the new system. This system will utilize the database and user interface of SCERS’s selection.


General


			Req. No.


			Description





			D-1


			The vendor will conduct and report on an initial assessment of current production data to identify all data problems that exist within the context of the vendor’s PAS data requirements.





			D-2


			The vendor may provide data correction and cleansing direction to City resources for corrections needed in the existing source systems prior to conversion, as well as corrections to the staging data during the data conversion process. However, most data cleansing is expected to take place in the staging database.





			D-3


			The vendor will stage the data to populate the new system.





			D-4


			The vendor will work with SCERS resources in data conversion and in resolving data issues during the conversion.





			D-5


			The vendor will conduct data validation and reconciliation during PAS implementation.





			D-6


			The vendor will develop an archival database system with a user interface, utilizing an approved database and associated tool set.











Project Management & Project Planning





			Req. No.


			Description





			D-7


			The vendor will provide periodic attendance and reporting at SCERS Steering Committee, Board and project team meetings during the project, as required by SCERS.





			D-8


			The vendor will provide minutes for meetings related to vendor services and deliver the minutes to SCERS within the time period as specified in the contract. The meeting minutes will, at a minimum, list the attendees, summarize the major topics discussed and include any action items, risks and issues identified, and decision points.





			D-9


			The vendor will conduct a project kick-off meeting for each phase of the data migration. During the kick-off meeting, the vendor will include an overview of the process, the deliverables to be produced, and the role SCERS staffing will play in each phase of the data migration project.











			Req. No.


			Description





			D-10


			The vendor will develop a workable data conversion project plan that feeds key points to the overall PAS project plan.





			D-11


			The vendor will develop overall approach/strategy documentation.





			D-12


			The vendor will develop the overall conversion strategy.





			D-13


			The vendor will develop the data reconciliation strategy.





			D-14


			The vendor will develop procedures for data issue resolution.





			D-15


			The vendor will develop a test plan to include data conversion validation and verification scripts, reports, and testing procedures.





			D-16


			The vendor will develop a plan for data conversion test cycle processing.





			D-17


			The vendor will identify resources necessary to support data transformation.





			D-18


			The vendor will identify the systems environment requirements (HW/SW/DB, etc.) necessary to support the data conversion efforts. 





			D-19


			The data conversion project manager will provide an overall data migration project schedule with key milestone dates, external dependencies, and SCERS resource requirements (resource loaded schedule with skills defined, systems/environment) within the first month of the contract.











Data Profiling


			Req. No.


			Description





			D-20


			The vendor will define the approach to be used for data profiling.





			D-21


			The vendor will work with SCERS’ resources to define the approach and strategy to be used for data cleansing.





			D-22


			The vendor will identify key data elements and the attributes and relationships to other data that make them important (for example: contributions are a key element, taxability is a key attribute, and the ties to salary and service are key relationships).





			D-23


			The vendor will develop a detailed project plan that covers the data profiling activities and includes all resources necessary for successfully completing the data profiling.





			D-24


			The vendor will conduct analysis of existing system, including:


a. Identify all functions of current and future systems that are expected to be in scope for conversion


b. Evaluate key areas: contributions, salary, service and membership for completeness of data, consistency of data, etc.


c. Query areas known to be problems in other implementations (e.g., multiple people with same SSN, missing SSNs, members missing key data elements, etc.)





			D-25


			The vendor will identify the following type of problems:


a. Business key or system key issues:


· Duplicate records that represent the same data and may need to be combined


· Soundex matches for the same data


· Non-unique keys


· Records that have been combined together, but should be separate records


b. Referential integrity issues (based on SCERS business rules, policies and statutes):


· Missing foreign key relationships


· Incorrect data based on relationship rules


· Missing referential integrity for parent/child relationships


· Orphaned records (records that should be associated to others but are not) 


· Childless parents (records that should have related records but do not) 


c. Code issues (based on SCERS business rules, policies, and statutes):


· Valid codes for specific instances (only specific codes are valid for a given situation) 


· Data value commonality (same code used multiple places with varying meanings)


· Invalid code values


· Code value outliers outside of expected values 


d. Code value anomalies; date issues


· Invalid date ranges (when the dates do not conform to business or logical standards)


· Invalid/incomplete dates 


· Beginning of time dates or end of time dates that should be nulls or should not be nulls


e. Other data issues


· Redundant data


· Incorrect formatting


· Incorrect data based on a valid numeric range the data should contain 


· Missing data 


· Incomplete data elements based on SCERS business rules, policies and statutes


· Amount totals do not agree with summarized detail


· Amounts that have a discrepancy when based on SCERS business rules, policies and statutes


· Data that should be zero or blanks instead of nulls or vice-versa


· Other ad hoc or miscellaneous problems (e.g. SSNs are not valid when using a SSN validation service)





			D-26


			The vendor will define and document the data extraction architecture.








Data Cleansing and Development


			Req. No.


			Description





			D-27


			The vendor will develop and run validation queries.





			D-28


			The vendor will analyze results for root cause.





			D-29


			The vendor will conduct data validation against all identified data sources to identify the data that needs to be corrected.





			D-30


			The vendor will correct and re-test conversion processes.





			D-31


			The vendor will report results to SCERS.





			D-32


			The vendor will assist SCERS to ensure the data is cleansed according to municipal code, administrative rules, and policies.





			D-33


			The vendor will provide scripts which will correct the extracted data from the legacy data sources and place the data into a staging database, as applicable and appropriate. NOTE: This means the SCERS production data in the origin system is not changed in any manner.





			D-34


			The vendor will conduct ongoing data validation against all identified data sources during the cleansing process.





			D-35


			The vendor will provide a data analysis report (e.g., description of problem, data source, number of occurrences, impact on production data, type of fix that was applied, number of records fixed, and number of records unable to be fixed).





			D-36


			The vendor will provide a prioritized list of data elements, (e.g. age, grouping, status, class) to be cleansed.





			D-37


			The vendor will provide an on-going data cleansing maintenance plan.





			D-38


			The vendor will provide a quality assurance/audit plan to ensure counts, dollars, etc. are accurate and valid.





			D-39


			The vendor will retain history (audit trail) of all data elements that are changed through cleansing (before and after) and conversion.





			D-40


			The vendor will provide reconciliation reports between legacy system sources, and the staging database.





			D-41


			The vendor will develop scripts needed to populate the staging database.





			D-42


			The vendor will produce a data mapping schema for all the data sources being used to load the staging database and revise that schema as required throughout the design and testing phases.





			D-43


			The vendor will produce a data dictionary for the staging data database.





			D-44


			The vendor will produce a data model of the staging database.





			D-45


			The vendor will map legacy system business dimensions to the new PAS. This also includes how missing data will be created, what data transformations are required, and what verifications will have to be performed.








Testing & Implementation


			Req. No.


			Description





			D-46


			The vendor will execute the data conversion scripts to populate the test environments.





			D-47


			The vendor will work out any bug fixes needed in the conversion scripts based on items identified during testing.





			D-48


			The vendor will execute the data conversion scripts to populate the final production environment.





			D-49


			The vendor will identify, develop and run any mini-conversion scripts needed between parallel and reverse parallel. (Note: these are usually simple and provide things such as alignment of check numbering between the old system of record and the new system of record.)





			D-50


			The vendor will provide support to SCERS on items identified after production implementation that require data or information from the primary data sources.





			D-51


			The vendor will provide support to the SCERS user community to understand the changes in data as they are applied in the new environment vs. how they applied in the old environment.





			D-52


			The vendor will provide general support to the project team for any needs related to converted data.





			D-53


			The vendor will identify and develop reconciliation and comparison tools (i.e. scripts, queries, reports, etc.) that reconcile data from the legacy system to the new PAS.





			D-54


			The vendor will develop automated data reconciliation and reporting methods.





			D-55


			The vendor will assist with the reconciliation during the UAT and parallel periods as part of reconciliation of processed data. This type of reconciliation will validate and compare the results from data that has been processed in the various legacy origin systems and new PAS.





			D-56


			The vendor will develop automated comparison reports which compare legacy system data with corresponding data from the new PAS system.





			D-57


			The vendor will develop and run queries/reports against processed data (e.g., payroll results, etc.). The example of the type of reports that may be required include:


· Comparison of the total number of processed payroll records in legacy system and new PAS


· Comparison of the amount of taxes after a payroll run


· Number of benefits processed


· Total number of interest records processed


· Detailed interest granted, by member, contributions, interest posted.





			D-58


			The vendor will provide the testing process, including the test plan, test cases, test scenarios and expected results for the migration from the staging database to the new PAS database.





			D-59


			The vendor will work with SCERS to perform data dry run (mock) conversions as part of its testing, at least as often as monthly.





			D-60


			The vendor will provide and develop automated process (i.e., scripts) needed to populate a conversion exception database.





			D-61


			The vendor will develop audit trail and retain history (audit trail) of all data elements that are changed through migration.





			D-62


			The vendor will, if the PAS project is undertaken as a staged implementation, create bridging scripts to map data from the new PAS database back to the legacy data sources.





			D-63


			The vendor will continue to perform data cleansing for those records that were identified as being incorrect during the migration and testing process.





			D-64


			The vendor will provide support during the post go-live warranty phase of the project.











Archiving


			Req. No.


			Description





			D-65


			The vendor will create a full data archive of all data extracted from the legacy system, including any data that are not converted.











Other


			Req. No.


			Description





			D-66


			The vendor should explicitly define vocabulary used in their project lifecycle as the usage of words like testing, cleansing, data profile, dry run, requirements, validation, migration, reconciliation, staging, etc., is often unique to a vendor’s practice.





			D-67


			The vendor will conduct the data migration as a systematic and automated process. Whenever possible, automated methods must be used to cleanse, consolidate, validate, and transfer in the approach to converting data to the new PAS.





			D-68


			The vendor will ensure data is transferred between the data conversion team members in an automated and secure manner. The Vendor must adhere to SCERS’ data security policy when handling SCERS data. Encryption, data masking/data scrambling and the use of Secure FTP and/or other secure file delivery as defined in the RFP technical requirements and contract must be met by the vendor for data in transit and if/when residing at the conversion vendor’s site. 





			D-69


			The vendor will commit to the following requirements to help ensure that the overall team functions with synergy and that they are able to maintain control of their project budget:


· The vendor will be able to expand and contract resources with varying skill sets on the project based on varying needs at various points of time of the project.


· The vendor will be able to quickly adapt to the new environment and become a productive member of the team.


· The vendor will provide their own tools, software licenses and equipment required to perform their duties. If SCERS is expected to purchase tools and/or software licenses as part of these services, they must be included in the cost proposal.
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Data Conversion Questionnaire





Requirements Exceptions


Vendor’s Requested Response


For any requirement listed in the Data Conversion Requirements Attachment that the vendor either does not meet or takes exception to, please list and explain below:





			Req. #


			SCERS’ Description


			Reason Vendor Doesn’t Meet Requirement


			Potential Alternative SCERS Should Consider





			


			


			


			





			


			


			


			











Experience / References


			1. Please describe your general experience with defined benefit / public retirement data conversions    





			








			2. Please list three defined benefit / public retirement data conversions client references. Include client name, contact name, email, phone, project dates, and a brief description of the scope of work. 





			











Methodology


SCERS data information can be found in Appendix D1: Data and Systems Environment.





			1. Please summarize your overall conversion methodology. What are the major steps? 





			





			2. Please describe your data conversion tools: scripts, pre-written queries and reports, template databases, etc.





			





			3. Please describe your data mapping and transformation process.





			








			4. Please discuss how you handle gaps in the data. 





			








			5. Please describe how you work with the PAS vendors (or the PAS team) to ensure the partnership best meets the needs of the client. How do you minimize conflicts related to issues that are caused by data problems vs. software defects?





			








			6. Are you able to build data tables by extracting data from hard copy and electronic documents? If so, how? 





			

















Conversion Plan


			1. Please attach or include a sample data conversion plan for a project of this size and complexity.





			








			2. Please describe and detail the SCERS resources needed to assist you in completing the scope of work (this will be an estimate). Please provide a table that indicates role, skills, hours per week, etc. 





			








			3. How do you handle data cleansing? Where does cleansing occur—in the legacy system, staging database, or target database? Where will the data reside? 





			








			4. Please describe the PAS vendor’s role in conversion vs. the  data conversion team’s role. 





			








			5. How is the conversion synced with the delivery of software builds? How many conversion runs is the vendor expecting over the course of the project? When will testing be done on converted data? 





			











Quality Assurance / Archiving / Reporting


			1. Please describe how the vendor will ensure no data are overlooked in the conversion. 





			








			2. How will the vendor ensure the data mapping documents are accurate and up to date at all times?





			














			3. How will the vendor document the conversion such that SCERS can trace all data in the new system back to the legacy source?





			











			4. Please describe the artifacts that will be left behind once the conversion is complete.





			

















Vendor’s Proposal


Please attach a detailed description of the vendor’s approach and methodology for data conversion, broken down by phase, including why the vendor believes this is the best recommendation for SCERS, and how it supports the proposed PAS implementation methodology. It should also include considerations, risks, assumptions, and pre-planning activities that SCERS should consider to be best prepared for the start of the conversion effort. Please include:


· A high-level work plan that will include the phases, tasks, hours, duration, and deliverables, as well as the required SCERS resource allocation.


· Discuss the proposed steps for data migration, data profiling, data cleansing, data validation, data reconciliation, and project management for the tasks and scope. 


· Discuss the testing that will be performed by the PAS vendor.


· Please list out any hardware, software, or tools necessary to the data conversion effort proposed by the vendor that will require SCERS purchase or license. These must be listed in this section and itemized in the cost proposal. 
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Implementation Expectations 


Introduction 


SCERS expects a consolidated project methodology to support the implementation of the PAS and ECM applications. SCERS recognizes that the vendor may have their own proprietary methodologies for implementation work of this nature and recommendations on the set of deliverables. Thus, the goal of this section is not to limit or preclude use of the vendor’s methodology or provide an all inclusive scope for implementation services, but to share expectations as to the level of support and partnership SCERS is looking for from the vendor on this project. The vendor should feel free to change the names and terminology for project phase, activity, work products, and deliverables, as long as it is cross-referenced with the City’s terminology.





Project Initiation and Management


The vendor’s project management methodology should include: 


· Creation and maintenance of an integrated project plan and project tools


· Establishing, conducting, and documenting ongoing meetings


· Managing, monitoring, and providing status on the project tasks, risks, issues, quality, costs, change control, schedule, and overall project health


· Provide weekly written status reports


· Periodic written and oral status reports for the SCERS steering committee 


· Be accessible to the City’s external project quality assurance. 


The methodology and plan should include SCERS resource requirements. SCERS will have a project team of key technical and functional subject matter expert staff for the duration of the project. 





Hardware and Software Installations


The vendor will provide assistance and guidance to SCERS in the installation and initial set-up of the hardware, database software, and miscellaneous other software required for all environments needed to support their implementation methodology. The vendor should describe the purpose of each proposed environment in their proposal. SCERS expects at least the following environments. All environments recommended by the vendor should be included in the cost proposal (Appendix A5) and the implementation plan:


· One (1) production environment


· One (1) development environment


· One (1) testing environment


· One (1) UAT environment


· One (1) training environment


· One (1) data conversion environment





Implementation / System Configuration


The implementation services scope does not include implementation of functional requirements areas noted in the functional requirements workbook as “future.” 


The general implementation approach to the development (i.e., build delivery, data conversion, testing, etc.) of the PAS must be one of incremental delivery, rather than big-bang. SCERS prefers an implementation plan that includes numerous delivery cycles. The scope of each cycle must be clearly defined by the vendor but will be a fully functional subset of the scope and have relevance to the user. The vendor can employ their own hybrid of classical waterfall methods or Agile methods. SCERS’ project team will work with the vendor in defining the scope, testing, and verification of each delivery. SCERS believes that this approach will mitigate risk by providing the opportunity to make early course corrections toward a successful project completion. 


Although product development will take an incremental delivery approach, SCERS does not prefer to employ a phased go-live approach, with the exception of the ECM component. However, if the vendor believes this is the best methodology for the project, the vendor should provide an explanation as to why this approach is preferred, along with the pros and cons and risks of each approach. Data bridging of production data between systems will not be necessary unless a phased implementation approach is used.


SCERS has undertaken a significant effort to document the relevant requirements and business processes. It is expected that the vendor will need to confirm these requirements in a series of work sessions as an initial phase of the project. The vendor’s team shall have the necessary experience to understand the requirements without elaborate explanation. SCERS has limited staff resources to devote to the project, and as such does not have time to educate the vendor’s staff in defined benefit plan business rules. The vendor’s business analyst(s) are expected to be familiar with public retirement systems in general. 


The project methodology should include best practices, guidance and recommendations to SCERS on the application configuration and security setup, and how to use the vendor’s solution to optimize business processes and adhere to industry best practices and trends. The vendor is expected to collaborate with SCERS subject matter experts to determine the application and security setup and design and configure the application accordingly. 


The requirements confirmation sessions must be scheduled in a manner that does not impact SCERS’ operations. The SCERS project team will provide the vendor with a core set of SME knowledge. The vendor can assume 20 to 24 hours per week of SME meeting time during peak periods, and a daily limit of six hours. 





Interface Development


The vendor will develop functional specifications and technical specifications based on the functional requirements defined and confirmed for each interface with support from SCERS staff. The vendor will develop and test all interfaces and lead SCERS testing of the interface programs. The vendor will provide documentation to be used to maintain the interfaces. 





Testing


The vendor must utilize a rigorous testing methodology throughout the course of the project. Each module that is delivered to SCERS must have been tested on converted or simulated data prior to being certified for release by the vendor’s test team. SCERS may at its discretion request written proof of certification for any release. 


SCERS expects the following types of testing to be performed during the project:


· Unit 


· System 


· Stress (volume) 


· Load


· Regression


· UAT


The vendor will be required to test certain processes in parallel or parallel equivalent, with the legacy system; including payroll, sample employer reporting, etc.





Application and Technical Documentation


The selected vendor will deliver all documentation to SCERS in a standard format using professional standards. Documents must be properly formatted, versioned, named, and organized. The vendor will ensure the following standards are met: 


· Application and training documentation for all applications


· Systems operations documentation for maintaining all applications, the system and interfaces 


· All business requirements must be documented in language intelligible to end users


· The technical design of the system must be completely documented


· All software releases must be documented (i.e., release notes)


· All increased functionality, enhancements or modifications must be documented


The vendor must provide draft release notes with confirmed content of the build prior to delivery, with final release notes accompanying the delivery. SCERS will use this information to plan their testing activities prior to receiving delivery of functionality.





Training Plan and Training


The vendor will develop a systematic approach and schedule for delivering end user training and training materials. The vendor will train the end users in the operation of the new system and in the new system processes and procedures. The vendor will provide systems training and documentation to the City’s technical staff on how to maintain the system environments. 





Readiness Planning


The methodology should include a go-live readiness plan identifying how the vendor will assist SCERS in preparation for the new system and assess the readiness to move into production. 





Production Cutover Planning and Cutover Execution


The methodology should include a cutover plan that includes the assessment of system readiness and the production cutover. The plan includes the tasks for the vendor to perform the production conversion of data, turn on the interfaces and cutover to the new system. 





Production Environment Live


The vendor will provide a go-live plan and staff to support the go-live onsite. The vendor will provide an operations plan and systems management documentation for the daily operations of the production system. 





Production Stabilization / Warranty Period


The project methodology should include support during the initial production period to assess and resolve issues that may occur. The vendor will provide a documented support process for reporting and resolving issues. 
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CITY OF SEATTLE
Revenue and Consumer Affairs
700 5th Avenue, Suite 4250
P.O. Box 34214
Seattle, Washington 98124-4214
(206) 684-8484    fax (206) 684-5170 email address   rca.bizlictx@seattle.gov
www.cityofseattle.net/rca/



FOR OFFICE USE ONLY



CUSTOMER Number ___________________________________



OBL. NR. ___________________________ AMT. ____________



OBL. NR. ___________________________ AMT. ____________



OBL. NR. ___________________________ AMT. ____________



APPLICATION FOR BUSINESS LICENSE     Annual Fee $90.00
The license is for the calendar year, January through December.  For a business that opens July 1 or thereafter, the half-year fee is $45.00*



The half-year fee does NOT apply to any years prior to 1998.  The Seattle business license expires December 31.
*If worldwide annual gross income and/or value of products is estimated as $20,000 or less, the license fee



is $45.00 ($22.50 for half-year fee).



PLEASE PRINT OR TYPE - COMPLETE BOTH SIDES OF THE APPLICATION
Your business will be assigned a City of Seattle CUSTOMER NUMBER.  Refer to the Customer Number in any future correspondence relating to your license.
Let us know if you previously had a Seattle business license.  The account will be deemed a reinstatement ONLY if it has been closed for at least 12 months.



Please provide the information in the first section if it is available.  The ID numbers are not required to obtain a City of Seattle business license.



State of Washington UBI # FEIN



State of Washington Contractor # City of Seattle Vendor ID #  (if applicable)



Internet Address (if applicable)



Have you previously had a Seattle Business License? YES NO



S.I.C. Code   ____  ____  ____  ____   (office use only)



N.A.I.C.S. Code  ____  ____  ____  ____  ____  ____   (office use only)



PLEASE COMPLETE ALL SECTIONS BELOW and the REVERSE SIDE OF THIS FORM PROVIDING the BUSINESS INFORMATION



TYPE OF BUSINESS (Check ONE) Sole Proprietor Corporation Partnership LLC Other______________________________



Is the business a non-profit organization?     Yes No (Non-profit organizations are required to be licensed and file tax returns as all other businesses.)



LEGAL NAME OF BUSINESS ENTITY____________________________________________________________________________________________________
  (If a sole proprietorship, please list your legal name, last name first, and include any middle initial.)



TRADE NAME or dba (doing business as) _________________________________________________________________________________________________



WHAT IS THE STARTING DATE OF BUSINESS IN SEATTLE? Month___________________________ Day __________________ Year____________________



If the business was operating in Seattle before the current year, prior years' license fees, taxes, penalties and interest may be due.



Zoning Limitations - A business license does not authorize the holder to conduct business in violation of any zoning ordinance.
The location of your business should be indicated below.  You must list a physical address (a post office box or mail drop is not considered a physical address).



PHYSICAL BUSINESS LOCATION:



Mailing address for LICENSE & RENEWAL



Mailing address for TAX FORMS



BUSINESS PHONE: - CELLULAR PHONE - FAX -



SAME AS ABOVE



SAME AS ABOVE



ADDRESS CITY STATE ZIP



ADDRESS CITY STATE ZIP



ADDRESS CITY STATE ZIP



LIST OTHER BUSINESS LOCATIONS IN SEATTLE - Each BRANCH LICENSE FEE is $10.00 per year (attach a separate sheet, if needed).
TRADE NAME ADDRESS SEATTLE ZIP CODE TELEPHONE "Separate" tax reporting status?



Yes



Yes



No



No
PLEASE COMPLETE THE BACK SIDE OF THE APPLICATION - ALL INFORMATION AND A SIGNATURE IS REQUIRED TO PROCESS



IS THIS LOCATION BEING ADDED AS A BRANCH ONLY TO AN EXISTING LICENSE? YES NO











CITY OF SEATTLE APPLICATION FOR BUSINESS LICENSE - Page 2



NATURE OF BUSINESS:  Check all that apply and provide detail below.  THIS INFORMATION should be as detailed as possible.



     Manufacturing-Extracting       Printing & Publishing       Tour Operator       Wholesale       Retail       Service       Transportation        Other



     Utility Services (telephone services, pager services, cable television franchise)         Charging Admission for Events/Shows            Gambling Activity



DOES YOUR BUSINESS OWN OR OPERATE PRICE SCANNING EQUIPMENT? YES NO



DESCRIBE IN DETAIL THE PRINCIPAL PRODUCT(s) OR SERVICE(s) RENDERED:



NOTE: Additional licenses or endorsements may be required depending on the business activity - please see instruction sheet under regulatory licenses.



NAME(S) OF SOLE PROPRIETOR, PARTNERS, CORPORATE OFFICERS, AND RESIDENT AGENTS:  List true name(s), residence address,
telephone number and date of birth of the sole proprietor or all partners or corporate officers/directors and their titles (attach a separate sheet, if needed).
NAME AND TITLE RESIDENCE ADDRESS        CITY, STATE, ZIP                       TELEPHONE     DATE OF BIRTH



TAX REPORTING STATUS - Seattle BUSINESS LICENSE TAX FORMS must be filed by every business, EVEN IF NO TAX IS DUE.
Based on the taxable revenue for your business as described below, please check one of the following reporting frequencies:



      QUARTERLY -  Estimated taxable revenue will exceed $50,000 per year for entire entity - main location and branches (tax  is due every quarter).
      ANNUAL  -  Estimated taxable revenue will be less than $50,000 per year for entire entity (no tax due if revenue is less than $50,000).



A Business granted ANNUAL reporting status by Revenue and Consumer Affairs must file a combined tax return if there is more than one location.
Tax  forms are mailed to the last known address - failure to receive the form does not preclude the requirements to file timely.
YES   My annual worldwide gross income and/or value of products will be $20,000 or less.



  Should my gross income and/or value of products be greater than $20,000, I understand
  I will be responsible for additional license fees.



IF YOU PURCHASED THIS BUSINESS, DID YOU TAKE OVER THE ENTIRE BUSINESS ONLY A PORTION



FORMER OWNER'S NAME     CURRENT ADDRESS CITY, STATE, ZIP TELEPHONE CUSTOMER NUMBER



A SIGNATURE IS REQUIRED IN ORDER TO PROCESS THE APPLICATION
As applicant, I ___________________________________________ , certify or declare under penalty of perjury under the laws of the State of Washington
that the foregoing is true and correct.  All information given is subject to verification with State of Washington, Department of Revenue.



SIGNATURE ______________________________________________________________ DATE _______________________________________



PLEASE PRINT your NAME __________________________________________________ TITLE ________________________________



Business License Fee if OPEN date is January 1 - June 30 $ 90.00
If $20,000 or less in worldwide annual gross income $ 45.00



Business License Fee if OPEN date is July 1 or later in year $ 45.00
If $20,000 or less in worldwide annual gross income $ 22.50



Additional Seattle Locations   ___________   X $10.00   = $ ____________



TOTAL DUE .................................................................. $ ____________



FEES DUE - MAKE CHECK PAYABLE TO CITY OF SEATTLE FOR OFFICE USE ONLY
Initials Date



Processed by



Tax Forms Mailed



Enforcement



License # Issued
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CITY OF SEATTLE Revenue and Consumer Affairs
700 5th Avenue, Suite 4250



P.O. Box 34214
Seattle, Washington 98124-4214



(206) 684-8484    fax (206) 684-5170
email address     rca.bizlictx@seattle.gov web site     http://www.cityofseattle.net/rca/



INFORMATION and INSTRUCTIONS FOR BUSINESS LICENSE APPLICANTS
Business License Required - Based on chapter 5.55 (formerly 5.44) of the Seattle Municipal Code, it is unlawful to engage in business in Seattle
without first obtaining a city business license. The license is valid only for the legal owner listed on the license. If your place of business, business office,
work space, or work location will be located within the City of Seattle; i.e., between 145th in the North end and approximately Roxbury Street in the South
end, you will need a City of Seattle business license. If your place of business is not located within the city limits, but you or sales agents will be physically
coming into the City to conduct business or to call on clients, you will need a Seattle business license.



The cost for a Seattle business license is $90.00 for the calendar year (January - December) or if opening after June 30, the license fee is $45.00.  Effective
January 1, 2005, if a business has $20,000 or less in worldwide annual gross income and/or value of products the license fee will be $45.00 for the calendar
year and $22.50 for the half year fee.  The business license expires on December 31 of the year purchased.  The license must be renewed annually.  Non-
payment of a renewal does not close the business license account. Written notice of closing or sale of the business, including the effective date is required to
close the account. Final tax returns will be sent.



Requirement to File Tax Returns - All businesses are required to file business license tax returns (commonly referred to as the B & 0 tax) with the
City of Seattle. Per Seattle Municipal Code 5.55.040 D. Businesses with less than $50,000 annual taxable revenue for the calendar year (January through
December) may file annual reports if the revenue declaration on the application and/or renewal form is accepted by the Director. The annual return must list
the actual revenue figures, but the business may declare no tax due on the appropriate line of the form. Taxable revenue is gross revenue less allowable
deductions as defined in SMC 5.45.100. Businesses with $50,000 or greater annual taxable revenue are subject to tax on the entire amount. Quarterly, or
Annual returns as authorized, must be filed regardless of whether or not tax is owed. The Director may assign certain accounts to Monthly reporting. Returns
not received on or before the due date will be subject to late charges pursuant to SMC 5.55.110.



Zoning Limitations - A business license does not authorize the holder to conduct business in violation of any zoning ordinance. Call the Department of
Planning and Development at (206) 684-8850 if you have questions.



INSTRUCTIONS FOR THE LICENSE APPLICATION - This information follows the same order as the application.



If you have obtained a State of Washington Unified Business Identifier Number (UBI), a Federal Employer Identification Number (FEIN), a Contractor
Number, a City of Seattle Vendor Identification Number, or currently have an Internet address, please enter these in the spaces provided. None of these
items are required on the application if they are not available or not applicable. The S.I.C. code (Standard Industrial Classification code) and/or the
N.A.I.C.S. code (North American Industry Classification System) will be entered by office personnel at the time of processing.



TYPE OF BUSINESS - Check the box for the correct "nature" of the legal entity as registered with the State of Washington.
 If your business is registered as a non-profit organization, please check the appropriate box on the application.



LEGAL NAME - Based on the entity please provide the full legal name as noted below:
Sole Proprietor - list last name, then the first name and middle initial;
Corporation - list the corporate name as filed with the State of Washington (not the shareholder's names);
Partnership - list the partners' last names only;
LLC - (Limited Liability Company), list the name as filed with the State (not the owner's names).



TRADE NAME - Commonly referred to as the dba (doing business as) for a business when the business name is different than the legal name.



STARTING DATE - The date the legal owner commenced business activity in the City of Seattle. Note: tax forms for all periods (from the starting or
opening date of the business as listed on the application) are required to be filed, even if no tax due, or no revenue generated.



PHYSICAL BUSINESS LOCATION AND MAILING ADDRESSES - Tax forms, licenses and license renewal notices will be sent to the mailing
addresses listed on the application if different than the physical location address. All Seattle locations must list a street address even though a PO. Box or
mail drop is used for mailing purposes. Please provide a current phone number for the business and if applicable, a cell phone number and/or fax number.



OTHER BUSINESS LOCATIONS IN SEATTLE - List the street address of all other locations in the City of Seattle; a $10.00 license fee is required
for each additional location. The renewal fee is $10.00 per calendar year. If you would like the branch location(s) to be sent a separate tax reporting form for
each quarterly tax period, check the appropriate box. All businesses that are granted "Annual" tax reporting status must report as one combined entity when
there is more than one location due to the $50,000 taxable revenue threshold.



NATURE OF BUSINESS - Be very specific, just indicating "service" or "retail" alone is not acceptable. List the type of service you provide and/or the
products sold. If you do not include enough specific information in this section, the application may be delayed until more details are provided. If you indicate
utility services, charging of admission or conducting any gambling activity, you will be required to complete additional registration paper work and tax liability
for utility tax, admission tax and/or gambling tax will be assigned to your business license account.



OWNERS, PARTNERS, OFFICERS - List full/true legal name, residential address, telephone and date of birth for all owners, partners, and officers.











Page 2 - Instructions for completing the City of Seattle business license application.



TAX REPORTING STATUS - Licensees are required to file Quarterly tax returns if taxable revenue for the entire entity is expected to exceed $50,000.
Only those businesses that estimate annual taxable revenue of less than $50,000 and are granted Annual tax reporting by the Department may file annually.
Total taxable revenue is determined by the licensee (legal entity), not for each location. If a business or licensee exceeds the $50,000 threshold for an
annual period, the Department will change the reporting status to quarterly for the following year. The Director may assign some businesses to a Monthly
reporting frequency. Tax forms are due on the last day of the month following each reporting period and must be filed even if no tax is due. All tax forms filed
after the due date are subject to late fees.



IF YOU PURCHASED THIS BUSINESS - Indicate former owner's forwarding address and phone number if known. Indicate the former owner's
customer number with the City of Seattle. Successors may be liable for back taxes on the business. If this is a new legal entity for you, provide your original
customer number.



SIGNATURE REQUIRED - Please sign the application. Also print the name and title of the signer. Provide the date the application was signed.



FEES DUE - Depending on the date of opening iin Seattle, the fee will be $90.00 or $45.00 for one location. Effective January 1, 2005, if a business has
$20,000 or less in worldwide annual gross income and/or value of products the license fee will be $45.00 for the calendar year and $22.50 for the half year.
Indicate how many branch locations are being licensed and multiply that number times $10.00. Enter the total amount due for additional locations (if any)
and then total due for the application. Make your check payable to the City of Seattle. Include any past license fees if open date is prior to the current year.



REGULATORY LICENSES OR ADDITIONAL ENDORSEMENTS - If you are just starting your business and are not certain what business
activities you will be conducting, you may apply for additional endorsements at a later date. It is the owner's responsibility to apply for and maintain all
required licenses. Failure to be properly licensed may result in substantial penalties. If you will be performing as an adult entertainer or managing an adult
entertainment premise you must appear in person at the Revenue and Consumer Affairs Office, Suite 4250, of the Seattle Municipal Tower Building at 700
5th Avenue, Seattle, for a photo identification and a criminal background check.



Note: If you need a for-hire drivers license, please contact King County Licensing at (206) 296-2710. Taxicab association offices and taxicab owners should
apply for licenses at the Consumer Affairs Unit: 805 S. Dearborn Street, Seattle, WA 98134. Phone: (206) 386-1298. A criminal background check is
required.



You should contact Revenue and Consumer Affairs regarding additional licensing requirements if you will be doing any of the following:
operating a Trade Show;
owning/operating a taxicab or taxicab association;
installing and/or maintaining burglar alarm systems;
operating an all ages dance;
operating a horse-drawn carriage;
operating as a panoram device location;
operating as a residential seller (door to door);
functioning as a weighmaster and/or weigher;
operating an adult entertainment premise;
owning/operating amusement devices;



operating a utility, telephone network, pager services, or cable television franchise;
charging admission for any event;
operating any type of gambling activity;
operating a public parking garage;
operating a tattoo shop;
owning/operating tow trucks;
selling any type of used goods;
operating a mobile home park;
or operating a public bathhouse;
monitoring alarm systems.



Request for Additional Information



Note: The Seattle Municipal Code is located on the internet: http://clerk.ci.seattle.wa.us/-public/



If you would like to receive additional information from the Seattle Municipal Code concerning the following, you may return this section to the
address at the top of the instruction sheet. Please provide the name and address where the information should be mailed:



Please mail information on the following License Endorsements that are required in addition to the City Business License:



Adult Entertainment Premise (SMC 6.270) Exp. Dec 31  Public Garage/Parking Lots (SMC 6.48) Exp. Mar 31
Adult Entertainer (SMC 6.270) Exp. Dec 31  Residential Seller (SMC 6.260) Exp. May 31
Adult Entertainer Manager (SMC 6.270) Exp. Dec 31  Tatoo Shop (SMC 6.102) Exp. Feb 28
Amusement Devices (SMC 6.270) Exp. Nov 30  Taxicabs (SMC 6.310) Exp. Aug 31
Burglar Alarm Dealer (SMC 6.08) Exp. Dec 31  Taxicab Association (SMC 6.310) Exp. Dec 31
All Ages Dance (SMC 6.294) Exp. Sept 30  Tow Trucks (SMC 6.214) Exp. Aug 31
Horse-drawn Carriages (SMC 6.315) Exp. Mar 31  Used Goods (SMC 6.288) Exp. Mar 31
Mobile Home Park (SMC 22.904) Exp. Jul 31  Weighmaster (SMC 7.04.565) Exp. Apr 30
Panoram Location/Device (SMC 5.42) Exp. Dec 31  Trade Show License (SMC 6.20) Daily
Public Bathhouse (SMC 6.36) Exp. Dec 31  Alarm System Monitoring (SMC 6.10) Exp. Dec. 31



Please mail the appropriate section of the SMC covering the City of Seattle business taxes for:



Gambling Tax (SMC 5.52) Business License Tax (SMC 5.45)
Admission Tax (SMC 5.40) Definitions (SMC 5.30)
Occupation Utility Tax (SMC 5.48) Administrative Provisions (SMC 5.55)
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City Of Seattle 



City of Seattle 



THE SEATTLE ETHICS & ELECTIONS COMMISSION 
 



The SEEC is a seven-member, independent panel 
of citizen volunteers.  The Commission and its staff 
are responsible for administering the City of Seattle 
Ethics, Elections, and Whistleblower Protection 
Codes. Three Commissioners are appointed by the 
Mayor, three by the City Council, and the seventh 
by the other six. They are confirmed by the City 
Council and serve overlapping three-year terms. 



The Commission is supported by a staff of six 
employees who provide training, investigate 
complaints, and issue advisory opinions. 



TRAINING AND INFORMATION 
Ethics training and brochures are available by 
request. Information is also available at the 
Commission website: http://www.seattle.gov/ethics/.  



COMMISSION MEETINGS 
You are invited to attend any Commission meeting.  
Meetings are usually the first Wednesday of the 
month in the Seattle Municipal Tower.   



Copies of the meeting agenda, including time and 
location, are in our office and on our Internet web 
site under Commission/Agendas & Minutes. You 
can also call 206-684-8500 for meeting times and 
locations. 
 
 
 



 



 



 



 



 



 



 



 



 
 



This brochure highlights portions of the Seattle 
Ethics Code, SMC 4.16.  The complete law is on the 
City Clerk’s Seattle Municipal Code (SMC) web site, 
http://clerk.ci.seattle.wa.us/~public/code1.htm.  
Copies are also available in the SEEC office. 
 



ETHICS COMPLAINTS AND CONSEQUENCES 
Anyone who feels a City officer or employee has 
violated the Ethics Code may complain to the Ethics 
and Elections Commission. Commission staff will 
investigate whether there is a Code violation. 



If it is found that an employee or official violated the 
City’s Ethics Code, the Commission may fine that 
person up to $5,000 per violation plus costs and 
restitution. The Commission may also recommend 
disciplinary action, including suspension or discharge. 
 
A complaint may be dismissed if there is no violation 
of the Code or if the violation is minor and inadvertent 
or has already been remedied. 



ADVICE 
City employees and officers may seek advice on 
whether a planned action or activity raises issues 
under the City’s Ethics Code. 



 



 



 



 



 



 



 



 



 



 
ETHICS AND ELECTIONS COMMISSION 



 



Seattle Municipal Tower 
700 Fifth Avenue,  Suite 4010 



 
Mon - Fri: 8am - 5pm 



Tel: 206-684-8500  Fax: 206-684-8590 
E-mail:  ethicsandelections@seattle.gov 



Postal mail:  PO Box 94729, Seattle, WA 98124-4729 
 



Internet:   http://www.seattle.gov/ethics/  
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SEATTLE ETHICS AND ELECTIONS 



COMMISSION 
 



Your advocate for fair, open, and honest government. 











of 
The City of Seattle’s 
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The Code of Ethics 
Seattle Municipal Code (SMC) 4.16 



 



The Seattle Ethics Code was created to inspire 
public trust in City government and ensure that 
City officers and employees are “independent, 
impartial, and responsible to the people.”   
The law is administered by an independent 
commission of citizen volunteers. 



The Code sets ethical standards about work 
activities, business relationships, and the use 
of City resources that apply to all City employees, 
elected officials, and members of most City 
boards and commissions.  



This brochure highlights areas of the Code that 
pertain to contractors, vendors, and regulated 
parties, and also to customers and clients. It is 
one of our efforts to increase awareness of the 
Code and to help you better understand what 
employees can and cannot do. 



If you would like more information or have 
questions, please call us at 206-684-8500  
or visit our web site:   



http://www.seattle.gov/ethics/�
�



This brochure is a general summary of the 
Seattle Ethics Code. If you have questions 
or would like advice on a specific issue, 
please contact Commission staff. 



206-684-8500 
 



HIGHLIGHTS 



THANKING CITY EMPLOYEES 
The best way to thank a City employee is to 
write a letter of praise to the employee’s 
supervisor. City employees may not accept 
gifts, loans or other things of value in 
appreciation for their work or services.  



Example:  Employees responsible 
for purchasing cannot receive 
gifts or premiums for the City  
orders they place.   



Employees may accept promotional items or 
items such as flowers or candy to share with co-
workers or the public, as long as they are valued 
at $25 or less. However, the Commission limits 
the value of such items to $50 from a single 
source in a calendar year.  



SOLICITING ITEMS 
City employees may not ask people with whom 
they do City business to donate items, whether 
for personal, charitable, or other purposes. 



Example: Inspectors may not ask businesses 
they inspect for donations of meeting spaces 
or supplies. 



NO FREE MEALS 
Employees may not accept free meals from 
people with whom they do City business, or from 
people who wish to do business with the City. 



 



Example: An employee who is 
meeting with a vendor or client 
for lunch cannot have the lunch 
paid for by the vendor or client. 



REFRESHMENTS AT MEETINGS 
Employees may accept basic refreshments—
such as coffee, tea, soft drinks, doughnuts, or 
cookies—when attending meetings in your office. 



USE OF CITY FACILITIES AND RESOURCES 
City employees cannot use City 
resources for non-City purposes.  
City property, including City paid 
time, vehicles, and equipment, may 
only be used for a City purpose. 



CONFLICT OF INTEREST 
Employees may not take part in City business 
where they, or an immediate family member, 
have a financial or private interest. Employees 
also may not take part in City business where 
they would appear to have a conflict of interest. 



Example: City employees must withdraw from 
a vendor selection process if one of the 
competitors is the employee’s spouse or 
domestic partner, or if a competitor has been 
the employee’s business partner or client 
within the last twelve months. 



ADVERTISING 
Employees cannot use their positions for 
anyone’s private gain or use City resources 
for a non-City purpose. Therefore, they cannot 
hand out or post advertising materials. 



INVITATIONS TO SEMINARS & CONFERENCES 



 



City employees may attend 
educational programs paid for by 
City vendors or potential vendors  



only under limited conditions.  Neither the City 
nor the employee can accept reimbursement for 
expenses incurred that are not allowable under 
the City's Travel Policies and Procedures. In all 
cases, the event must serve a City purpose 



Example: An employee may not attend a 
conference at your expense unless you are 
required by contract to provide training or 
education to City employees, or the employee 
is directed by his or her supervisor to attend. 
Reimbursement for travel or lodging must be 
made to the City, not to the individual. 



AFTER LEAVING CITY EMPLOYMENT 
Employees must wait one year after leaving 
the City before they can (i) assist others in 
proceedings involving their former agency, (ii) 
assist or represent others on matters in which 
they were officially involved, or (iii) compete for 
contracts when they helped determine the scope 
of work or the process for selecting a contractor��



Example: For one year, former employees 
may not assist their new employers in seeking 
permits from the City department they left. 










image19.emf

C4 W9.pdf




C4 W9.pdf




Form    W-9
(Rev. December 2011)
Department of the Treasury  
Internal Revenue Service 



Request for Taxpayer 
Identification Number and Certification



Give Form to the  
requester. Do not 
send to the IRS.
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2.



Name (as shown on your income tax return)



Business name/disregarded entity name, if different from above



Check appropriate box for federal tax classification: 



Individual/sole proprietor  C Corporation S Corporation Partnership Trust/estate



Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=partnership) ▶  



Other (see instructions) ▶ 



Exempt payee



Address (number, street, and apt. or suite no.)



City, state, and ZIP code



Requester’s name and address (optional)



List account number(s) here (optional)



Part I Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. The TIN provided must match the name given on the “Name” line 
to avoid backup withholding. For individuals, this is your social security number (SSN). However, for a 
resident alien, sole proprietor, or disregarded entity, see the Part I instructions on page 3. For other 
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a 
TIN on page 3.



Note. If the account is in more than one name, see the chart on page 4 for guidelines on whose 
number to enter.



Social security number



– –



Employer identification number 



–



Part II Certification
Under penalties of perjury, I certify that:



1.  The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me), and



2.  I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue 
Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am 
no longer subject to backup withholding, and



3.  I am a U.S. citizen or other U.S. person (defined below).



Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding 
because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage 
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and 
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the 
instructions on page 4.



Sign 
Here



Signature of 
U.S. person ▶ Date ▶



General Instructions
Section references are to the Internal Revenue Code unless otherwise 
noted.



Purpose of Form
A person who is required to file an information return with the IRS must 
obtain your correct taxpayer identification number (TIN) to report, for 
example, income paid to you, real estate transactions, mortgage interest 
you paid, acquisition or abandonment of secured property, cancellation 
of debt, or contributions you made to an IRA.



Use Form W-9 only if you are a U.S. person (including a resident 
alien), to provide your correct TIN to the person requesting it (the 
requester) and, when applicable, to:



1. Certify that the TIN you are giving is correct (or you are waiting for a 
number to be issued),



2. Certify that you are not subject to backup withholding, or



3. Claim exemption from backup withholding if you are a U.S. exempt 
payee. If applicable, you are also certifying that as a U.S. person, your 
allocable share of any partnership income from a U.S. trade or business 
is not subject to the withholding tax on foreign partners’ share of 
effectively connected income.



Note. If a requester gives you a form other than Form W-9 to request 
your TIN, you must use the requester’s form if it is substantially similar 
to this Form W-9.



Definition of a U.S. person. For federal tax purposes, you are 
considered a U.S. person if you are:



• An individual who is a U.S. citizen or U.S. resident alien,



• A partnership, corporation, company, or association created or 
organized in the United States or under the laws of the United States,



• An estate (other than a foreign estate), or



• A domestic trust (as defined in Regulations section 301.7701-7).



Special rules for partnerships. Partnerships that conduct a trade or 
business in the United States are generally required to pay a withholding 
tax on any foreign partners’ share of income from such business. 
Further, in certain cases where a Form W-9 has not been received, a 
partnership is required to presume that a partner is a foreign person, 
and pay the withholding tax. Therefore, if you are a U.S. person that is a 
partner in a partnership conducting a trade or business in the United 
States, provide Form W-9 to the partnership to establish your U.S. 
status and avoid withholding on your share of partnership income.
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The person who gives Form W-9 to the partnership for purposes of 
establishing its U.S. status and avoiding withholding on its allocable 
share of net income from the partnership conducting a trade or business 
in the United States is in the following cases:



• The U.S. owner of a disregarded entity and not the entity,



• The U.S. grantor or other owner of a grantor trust and not the trust, 
and



• The U.S. trust (other than a grantor trust) and not the beneficiaries of 
the trust.



Foreign person. If you are a foreign person, do not use Form W-9. 
Instead, use the appropriate Form W-8 (see Publication 515, 
Withholding of Tax on Nonresident Aliens and Foreign Entities).



Nonresident alien who becomes a resident alien. Generally, only a 
nonresident alien individual may use the terms of a tax treaty to reduce 
or eliminate U.S. tax on certain types of income. However, most tax 
treaties contain a provision known as a “saving clause.” Exceptions 
specified in the saving clause may permit an exemption from tax to 
continue for certain types of income even after the payee has otherwise 
become a U.S. resident alien for tax purposes.



If you are a U.S. resident alien who is relying on an exception 
contained in the saving clause of a tax treaty to claim an exemption 
from U.S. tax on certain types of income, you must attach a statement 
to Form W-9 that specifies the following five items:



1. The treaty country. Generally, this must be the same treaty under 
which you claimed exemption from tax as a nonresident alien.



2. The treaty article addressing the income.



3. The article number (or location) in the tax treaty that contains the 
saving clause and its exceptions.



4. The type and amount of income that qualifies for the exemption 
from tax.



5. Sufficient facts to justify the exemption from tax under the terms of 
the treaty article.



Example. Article 20 of the U.S.-China income tax treaty allows an 
exemption from tax for scholarship income received by a Chinese 
student temporarily present in the United States. Under U.S. law, this 
student will become a resident alien for tax purposes if his or her stay in 
the United States exceeds 5 calendar years. However, paragraph 2 of 
the first Protocol to the U.S.-China treaty (dated April 30, 1984) allows 
the provisions of Article 20 to continue to apply even after the Chinese 
student becomes a resident alien of the United States. A Chinese 
student who qualifies for this exception (under paragraph 2 of the first 
protocol) and is relying on this exception to claim an exemption from tax 
on his or her scholarship or fellowship income would attach to Form 
W-9 a statement that includes the information described above to 
support that exemption.



If you are a nonresident alien or a foreign entity not subject to backup 
withholding, give the requester the appropriate completed Form W-8.



What is backup withholding? Persons making certain payments to you 
must under certain conditions withhold and pay to the IRS a percentage 
of such payments. This is called “backup withholding.”  Payments that 
may be subject to backup withholding include interest, tax-exempt 
interest, dividends, broker and barter exchange transactions, rents, 
royalties, nonemployee pay, and certain payments from fishing boat 
operators. Real estate transactions are not subject to backup 
withholding.



You will not be subject to backup withholding on payments you 
receive if you give the requester your correct TIN, make the proper 
certifications, and report all your taxable interest and dividends on your 
tax return.



Payments you receive will be subject to backup  
withholding if:



1. You do not furnish your TIN to the requester,



2. You do not certify your TIN when required (see the Part II 
instructions on page 3 for details),



3. The IRS tells the requester that you furnished an incorrect TIN,



4. The IRS tells you that you are subject to backup withholding 
because you did not report all your interest and dividends on your tax 
return (for reportable interest and dividends only), or



5. You do not certify to the requester that you are not subject to 
backup withholding under 4 above (for reportable interest and dividend 
accounts opened after 1983 only).



Certain payees and payments are exempt from backup withholding. 
See the instructions below and the separate Instructions for the 
Requester of Form W-9.



Also see Special rules for partnerships on page 1.



Updating Your Information
You must provide updated information to any person to whom you 
claimed to be an exempt payee if you are no longer an exempt payee 
and anticipate receiving reportable payments in the future from this 
person. For example, you may need to provide updated information if 
you are a C corporation that elects to be an S corporation, or if you no 
longer are tax exempt. In addition, you must furnish a new Form W-9 if 
the name or TIN changes for the account, for example, if the grantor of a 
grantor trust dies.



Penalties
Failure to furnish TIN. If you fail to furnish your correct TIN to a 
requester, you are subject to a penalty of $50 for each such failure 
unless your failure is due to reasonable cause and not to willful neglect.



Civil penalty for false information with respect to withholding. If you 
make a false statement with no reasonable basis that results in no 
backup withholding, you are subject to a $500 penalty.



Criminal penalty for falsifying information. Willfully falsifying 
certifications or affirmations may subject you to criminal penalties 
including fines and/or imprisonment.



Misuse of TINs. If the requester discloses or uses TINs in violation of 
federal law, the requester may be subject to civil and criminal penalties.



Specific Instructions
Name
If you are an individual, you must generally enter the name shown on 
your income tax return. However, if you have changed your last name, 
for instance, due to marriage without informing the Social Security 
Administration of the name change, enter your first name, the last name 
shown on your social security card, and your new last name.



If the account is in joint names, list first, and then circle, the name of 
the person or entity whose number you entered in Part I of the form.



Sole proprietor. Enter your individual name as shown on your income 
tax return on the “Name” line. You may enter your business, trade, or 
“doing business as (DBA)” name on the “Business name/disregarded 
entity name” line.



Partnership, C Corporation, or S Corporation. Enter the entity's name 
on the “Name” line and any business, trade, or “doing business as 
(DBA) name” on the “Business name/disregarded entity name” line.



Disregarded entity. Enter the owner's name on the “Name” line. The 
name of the entity entered on the “Name” line should never be a 
disregarded entity. The name on the “Name” line must be the name 
shown on the income tax return on which the income will be reported. 
For example, if a foreign LLC that is treated as a disregarded entity for 
U.S. federal tax purposes has a domestic owner, the domestic owner's 
name is required to be provided on the “Name” line. If the direct owner 
of the entity is also a disregarded entity, enter the first owner that is not 
disregarded for federal tax purposes. Enter the disregarded entity's 
name on the “Business name/disregarded entity name” line. If the owner 
of the disregarded entity is a foreign person, you must complete an 
appropriate Form W-8. 



Note. Check the appropriate box for the federal tax classification of the 
person whose name is entered on the “Name” line (Individual/sole 
proprietor, Partnership, C Corporation, S Corporation, Trust/estate).



Limited Liability Company (LLC). If the person identified on the 
“Name” line is an LLC, check the “Limited liability company” box only 
and enter the appropriate code for the tax classification in the space 
provided. If you are an LLC that is treated as a partnership for federal 
tax purposes, enter “P” for partnership. If you are an LLC that has filed a 
Form 8832 or a Form 2553 to be taxed as a corporation, enter “C” for   
C corporation or “S” for S corporation. If you are an LLC that is 
disregarded as an entity separate from its owner under Regulation 
section 301.7701-3 (except for employment and excise tax), do not 
check the LLC box unless the owner of the LLC (required to be 
identified on the “Name” line) is another LLC that is not disregarded for 
federal tax purposes. If the LLC is disregarded as an entity separate 
from its owner, enter the appropriate tax classification of the owner 
identified on the “Name” line.
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Other entities. Enter your business name as shown on required federal 
tax documents on the “Name” line. This name should match the name 
shown on the charter or other legal document creating the entity. You 
may enter any business, trade, or DBA name on the “Business name/
disregarded entity name” line.



Exempt Payee 
If you are exempt from backup withholding, enter your name as 
described above and check the appropriate box for your status, then 
check the “Exempt payee” box in the line following the “Business name/
disregarded entity name,” sign and date the form.



Generally, individuals (including sole proprietors) are not exempt from 
backup withholding. Corporations are exempt from backup withholding 
for certain payments, such as interest and dividends.



Note. If you are exempt from backup withholding, you should still 
complete this form to avoid possible erroneous backup withholding.



The following payees are exempt from backup withholding:



1. An organization exempt from tax under section 501(a), any IRA, or a 
custodial account under section 403(b)(7) if the account satisfies the 
requirements of section 401(f)(2),



2. The United States or any of its agencies or instrumentalities,



3. A state, the District of Columbia, a possession of the United States, 
or any of their political subdivisions or instrumentalities,



4. A foreign government or any of its political subdivisions, agencies, 
or instrumentalities, or



5. An international organization or any of its agencies or 
instrumentalities.



Other payees that may be exempt from backup withholding include:



6. A corporation,



7. A foreign central bank of issue,



8. A dealer in securities or commodities required to register in the 
United States, the District of Columbia, or a possession of the United 
States,



9. A futures commission merchant registered with the Commodity 
Futures Trading Commission,



10. A real estate investment trust,



11. An entity registered at all times during the tax year under the 
Investment Company Act of 1940,



12. A common trust fund operated by a bank under section 584(a),



13. A financial institution,



14. A middleman known in the investment community as a nominee or 
custodian, or



15. A trust exempt from tax under section 664 or described in section 
4947.



The following chart shows types of payments that may be exempt 
from backup withholding. The chart applies to the exempt payees listed 
above, 1 through 15.



IF the payment is for . . . THEN the payment is exempt 
for . . .



Interest and dividend payments All exempt payees except 
for 9



Broker transactions Exempt payees 1 through 5 and 7 
through 13. Also, C corporations.



Barter exchange transactions and 
patronage dividends



Exempt payees 1 through 5



Payments over $600 required to be 
reported and direct sales over 
$5,000 1



Generally, exempt payees 
1 through 7 2



1 See Form 1099-MISC, Miscellaneous Income, and its instructions.
2 However, the following payments made to a corporation and reportable on Form 



1099-MISC are not exempt from backup withholding: medical and health care 
payments, attorneys' fees, gross proceeds paid to an attorney, and payments for 
services paid by a federal executive agency.



Part I. Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. If you are a resident alien and 
you do not have and are not eligible to get an SSN, your TIN is your IRS 
individual taxpayer identification number (ITIN). Enter it in the social 
security number box. If you do not have an ITIN, see How to get a TIN 
below.



If you are a sole proprietor and you have an EIN, you may enter either 
your SSN or EIN. However, the IRS prefers that you use your SSN.



If you are a single-member LLC that is disregarded as an entity 
separate from its owner (see Limited Liability Company (LLC) on page 2), 
enter the owner’s SSN (or EIN, if the owner has one). Do not enter the 
disregarded entity’s EIN. If the LLC is classified as a corporation or 
partnership, enter the entity’s EIN.



Note. See the chart on page 4 for further clarification of name and TIN 
combinations.



How to get a TIN. If you do not have a TIN, apply for one immediately. 
To apply for an SSN, get Form SS-5, Application for a Social Security 
Card, from your local Social Security Administration office or get this 
form online at www.ssa.gov. You may also get this form by calling 
1-800-772-1213. Use Form W-7, Application for IRS Individual Taxpayer 
Identification Number, to apply for an ITIN, or Form SS-4, Application for 
Employer Identification Number, to apply for an EIN. You can apply for 
an EIN online by accessing the IRS website at www.irs.gov/businesses 
and clicking on Employer Identification Number (EIN) under Starting a 
Business. You can get Forms W-7 and SS-4 from the IRS by visiting 
IRS.gov or by calling 1-800-TAX-FORM (1-800-829-3676).



If you are asked to complete Form W-9 but do not have a TIN, write 
“Applied For” in the space for the TIN, sign and date the form, and give 
it to the requester. For interest and dividend payments, and certain 
payments made with respect to readily tradable instruments, generally 
you will have 60 days to get a TIN and give it to the requester before you 
are subject to backup withholding on payments. The 60-day rule does 
not apply to other types of payments. You will be subject to backup 
withholding on all such payments until you provide your TIN to the 
requester.



Note. Entering “Applied For” means that you have already applied for a 
TIN or that you intend to apply for one soon.



Caution: A disregarded domestic entity that has a foreign owner must 
use the appropriate Form W-8.



Part II. Certification
To establish to the withholding agent that you are a U.S. person, or 
resident alien, sign Form W-9. You may be requested to sign by the 
withholding agent even if item 1, below, and items 4 and 5 on page 4 
indicate otherwise.



For a joint account, only the person whose TIN is shown in Part I 
should sign (when required).  In the case of a disregarded entity, the 
person identified on the “Name” line must sign. Exempt payees, see 
Exempt Payee on page 3.



Signature requirements. Complete the certification as indicated in 
items 1 through 3, below, and items 4 and 5 on page 4.



1. Interest, dividend, and barter exchange accounts opened 
before 1984 and broker accounts considered active during 1983. 
You must give your correct TIN, but you do not have to sign the 
certification.



2. Interest, dividend, broker, and barter exchange accounts 
opened after 1983 and broker accounts considered inactive during 
1983. You must sign the certification or backup withholding will apply. If 
you are subject to backup withholding and you are merely providing 
your correct TIN to the requester, you must cross out item 2 in the 
certification before signing the form.



3. Real estate transactions. You must sign the certification. You may 
cross out item 2 of the certification.
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4. Other payments. You must give your correct TIN, but you do not 
have to sign the certification unless you have been notified that you 
have previously given an incorrect TIN. “Other payments” include 
payments made in the course of the requester’s trade or business for 
rents, royalties, goods (other than bills for merchandise), medical and 
health care services (including payments to corporations), payments to 
a nonemployee for services, payments to certain fishing boat crew 
members and fishermen, and gross proceeds paid to attorneys 
(including payments to corporations).



5. Mortgage interest paid by you, acquisition or abandonment of 
secured property, cancellation of debt, qualified tuition program 
payments (under section 529), IRA, Coverdell ESA, Archer MSA or 
HSA contributions or distributions, and pension distributions. You 
must give your correct TIN, but you do not have to sign the certification.



What Name and Number To Give the Requester
For this type of account: Give name and SSN of:



1. Individual The individual
2. Two or more individuals (joint             



account)
The actual owner of the account or, 
if combined funds, the first 
individual on the account 1



3. Custodian account of a minor 
 (Uniform Gift to Minors Act)



The minor 2



4. a. The usual revocable savings 
trust (grantor is also trustee) 
b. So-called trust account that is 
not a legal or valid trust under 
state law



The grantor-trustee 1



The actual owner 1



5. Sole proprietorship or disregarded 
entity owned by an individual



The owner 3



6. Grantor trust filing under Optional 
Form 1099 Filing Method 1 (see 
Regulation section 1.671-4(b)(2)(i)(A))



The grantor*



For this type of account: Give name and EIN of:



7. Disregarded entity not owned by an 
individual



The owner



8. A valid trust, estate, or pension trust Legal entity 4



9. Corporation or LLC electing 
corporate status on Form 8832 or 
Form 2553



The corporation



10. Association, club, religious, 
charitable, educational, or other   
tax-exempt organization



The organization



11. Partnership or multi-member LLC The partnership
12. A broker or registered nominee The broker or nominee



13. Account with the Department of 
Agriculture in the name of a public 
entity (such as a state or local 
government, school district, or 
prison) that receives agricultural 
program payments



The public entity



14. Grantor trust filing under the Form 
1041 Filing Method or the Optional 
Form 1099 Filing Method 2 (see 
Regulation section 1.671-4(b)(2)(i)(B))



The trust



1
 List first and circle the name of the person whose number you furnish. If only one person on a 
joint account has an SSN, that person’s number must be furnished.



2
 Circle the minor’s name and furnish the minor’s SSN.



3
 You must show your individual name and you may also enter your business or “DBA”  name on 
the “Business name/disregarded entity” name line. You may use either your SSN or EIN (if you 
have one), but the IRS encourages you to use your SSN.



4
 List first and circle the name of the trust, estate, or pension trust. (Do not furnish the TIN of the 
personal representative or trustee unless the legal entity itself is not designated in the account 
title.) Also see  Special rules for partnerships on page 1.



*Note. Grantor also must provide a Form W-9 to trustee of trust.



Note. If no name is circled when more than one name is listed, the 
number will be considered to be that of the first name listed.



Secure Your Tax Records from Identity Theft
Identity theft occurs when someone uses your personal information 
such as your name, social security number (SSN), or other identifying 
information, without your permission, to commit fraud or other crimes. 
An identity thief may use your SSN to get a job or may file a tax return 
using your SSN to receive a refund.



To reduce your risk:



• Protect your SSN,



• Ensure your employer is protecting your SSN, and



• Be careful when choosing a tax preparer.



If your tax records are affected by identity theft and you receive a 
notice from the IRS, respond right away to the name and phone number 
printed on the IRS notice or letter.



If your tax records are not currently affected by identity theft but you 
think you are at risk due to a lost or stolen purse or wallet, questionable 
credit card activity or credit report, contact the IRS Identity Theft Hotline 
at 1-800-908-4490 or submit Form 14039.



For more information, see Publication 4535, Identity Theft Prevention 
and Victim Assistance.



Victims of identity theft who are experiencing economic harm or a 
system problem, or are seeking help in resolving tax problems that have 
not been resolved through normal channels, may be eligible for 
Taxpayer Advocate Service (TAS) assistance. You can reach TAS by 
calling the TAS toll-free case intake line at 1-877-777-4778 or TTY/TDD 
1-800-829-4059.



Protect yourself from suspicious emails or phishing schemes.  
Phishing is the creation and use of email and websites designed to 
mimic legitimate business emails and websites. The most common act 
is sending an email to a user falsely claiming to be an established 
legitimate enterprise in an attempt to scam the user into surrendering 
private information that will be used for identity theft.



The IRS does not initiate contacts with taxpayers via emails. Also, the 
IRS does not request personal detailed information through email or ask 
taxpayers for the PIN numbers, passwords, or similar secret access 
information for their credit card, bank, or other financial accounts.



If you receive an unsolicited email claiming to be from the IRS, 
forward this message to phishing@irs.gov. You may also report misuse 
of the IRS name, logo, or other IRS property to the Treasury Inspector 
General for Tax Administration at 1-800-366-4484. You can forward 
suspicious emails to the Federal Trade Commission at: spam@uce.gov 
or contact them at www.ftc.gov/idtheft or 1-877-IDTHEFT 
(1-877-438-4338).



Visit IRS.gov to learn more about identity theft and how to reduce 
your risk.



Privacy Act Notice
Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to persons (including federal agencies) who are required to file information returns with 
the IRS to report interest, dividends, or certain other income paid to you; mortgage interest you paid; the acquisition or abandonment of secured property; the cancellation 
of debt; or contributions you made to an IRA, Archer MSA, or HSA. The person collecting this form uses the information on the form to file information returns with the IRS, 
reporting the above information. Routine uses of this information include giving it to the Department of Justice for civil and criminal litigation and to cities, states, the District 
of Columbia, and U.S. possessions for use in administering their laws. The information also may be disclosed to other countries under a treaty, to federal and state agencies 
to enforce civil and criminal laws, or to federal law enforcement and intelligence agencies to combat terrorism. You must provide your TIN whether or not you are required to 
file a tax return. Under section 3406, payers must generally withhold a percentage of taxable interest, dividend, and certain other payments to a payee who does not give a 
TIN to the payer. Certain penalties may also apply for providing false or fraudulent information.
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PURCHASING SERVICES	REF: RFP- 3381


City of Seattle			Attachment No. C5








VENDOR: SEND THIS FORM TO YOUR INSURANCE PROFESSIONAL


INSURANCE AGENT/BROKER: 


 PLEASE COMPLETE THESE FIELDS SO THAT WE MAY CONTACT YOU IF NECESSARY.                 *REQUIRED FIELDS


	*NAME:      			TITLE:      


	*NAME OF COMPANY         


	*EMAIL:      		*TELEPHONE:      		FAX:        


 SEND ORIGINAL CERTIFICATION WITH COPY OF CGL ADDITIONAL INSURED ENDORSEMENT OR BLANKET ADDITIONAL   INSURED POLICY WORDING TO:	THE CITY OF SEATTLE PURCHASING SERVICES DIVISION


                                      		ATTN: Jason Edens		 


				PO Box 94687


                                       		SEATTLE, WA 98124-4678





1. In the “Certificate Holder” field of the certificate of insurance, write “Attention:  City of Seattle.” 


2. Upon award of the contract, Vendor shall, at its sole expense and for the entire term of the contract, provide evidence of insurance to the City of Seattle (“City”) as checked below in 15 days or the city may withdraw its intent to award:


·  COMMERCIAL GENERAL LIABILITY (CGL), MARINE GENERAL LIABILITY (MGL) OR EQUIVALENT INCLUDING: 


	 PREMISES 


	 PRODUCTS-COMPLETED OPERATIONS 


	 CONTRACTUAL LIABILITY  


	 STOP GAP/EMPLOYER’S LIABILITY (UNLESS NO OBLIGATION TO INSURE WA STATE WC)


[bookmark: Check72] |_|  XCU AND SUBSIDENCE PERILS NOT EXCLUDED


|_| PRODUCTS/COMPLETED OPNS. ADD’L INSURED FOR THREE (3) YEARS FOLLOWING END OF CONTRACT


· MINIMUM LIMITS OF LIABILITY SHALL BE:   


			    $1,000,000


			EACH OCCURRENCE COMBINED SINGLE LIMIT BODILY INJURY AND PROPERTY DAMAGE (CSL)





			    $2,000,000   


			PRODUCTS/COMPLETED OPERATIONS AGGREGATE





			    $2,000,000   


			GENERAL AGGREGATE





			    $1,000,000   


			EACH ACCIDENT/ DISEASE—POLICY LIMIT/ DISEASE—EACH EMPLOYEE STOP GAP/EMPLOYER’S LIABILITY 








·  AUTOMOBILE LIABILITY INSURANCE FOR OWNED, NON-OWNED AND HIRED VEHICLES AS APPROPRIATE   	       WITH MINIMUM LIMITS OF LIABILITY SHALL BE $1,000,000 CSL.


· NOTE: GARAGE LIABILITY WITH APPROPRIATE COVERAGES AND LIMITS OF LIABILITY MAY SUBSTITUTE FOR CGL AND AUTOMOBILE INSURANCE:


·   |_| Garage Keeper’s Legal Liability (GKLL) insurance to cover vehicles in vendor’s bailment.  Minimum limit of liability of   		  $        each vehicle and $       each occurrence.   


·        |_| “On-Hook” GKLL coverage required with minimum limit of liability of $      each vehicle.


|_| IN-TRANSIT POLLUTION LIABILITY CA 99 48/MCS-90 (N/A IF COVERED UNDER AN IN-TRANSIT EXTENSION OF     A CONTRACTOR’S POLLUTION LIABILITY INSURANCE POLICY)


· [bookmark: rcw"51"]  WORKER'S COMPENSATION INSURANCE FOR WASHINGTON STATE AS REQUIRED BY TITLE 51 RCW.


|X|  UMBRELLA/EXCESS/BUMBERSHOOT LIABILITY INSURANCE OVER CGL/MGL/AUTOMOBILE LIABILITY  


MINIMUM LIMIT OF LIABILITY SHALL BE |_| $1,000,000 CSL |X| $4,000,000 CSL ($5,000,000 MINIMUM TOTAL LIMITS REQUIREMENT)


|_|   CONTRACTOR’S POLLUTION LIABILITY INSURANCE. MINIMUM LIMITS OF LIABILITY SHALL BE |_| $1,000,000 |_| $      EACH CLAIM WITH A MINIMUM AGGREGATE LIMIT OF 200% OF THE EACH CLAIM LIMIT.  THERE SHALL BE NO REQUIREMENT FOR A DEDICATED PROJECT AGGREGATE LIMIT PROVIDED THAT THE CONTRACTOR SHALL (1) SUBMIT TO THE CITY WITH ITS INSURANCE CERTIFICATION A WRITTEN STATEMENT FROM ITS AUTHORIZED INSURANCE REPRESENTATIVE THAT THE FULL MINIMUM AGGREGATE LIMIT IS AVAILABLE AND HAS NOT BEEN IMPAIRED BY ANY CLAIMS RESERVED ON ANOTHER PROJECT, AND (2) THEREAFTER, UNTIL THE COMPLETION OF THE WORK, THE CONTRACTOR SHALL PROVIDE NOTICE IN WRITING TO THE CITY WITHIN TEN (10) DAYS OF CONTRACTOR’S CONSTRUCTIVE KNOWLEDGE OF ANY PENDING OR ACTUAL IMPAIRMENT OF THE AGGREGATE LIMIT.


 |_|  AVIATION LIABILITY INSURANCE WITH MINIMUM LIMITS OF |_|$1,000,000 CSL OR |_| $      CSL


 |X|  PROFESSIONAL LIABILITY INSURANCE WITH MINIMUM LIMIT OF LIABILITY $10,000,000 PER CLAIM AND AGGRAGATE


 	 |_|  WATERCRAFT/P&I LIABILITY INSURANCE WITH MINIMUM LIMITS OF LIABILITY $     


 |_|  SHIP REPAIRER’S OR MARINA OPERATOR’S LEGAL LIABILITY INSURANCE COVERING THE VENDOR’S LIABILITY FOR LOSS OR DAMAGE, INCLUDING LOSS OF USE, TO OWNERS OF WATERCRAFT WHILE IN THE VENDOR’S CARE, CUSTODY AND CONTROL FOR THE PURPOSE OF BEING REPAIRED OR SERVICED.  


	MINIMUM LIMITS OF LIABILITY SHALL BE $      EACH VESSEL


|_|   JONES ACT LIABILITY WITH MINIMUM LIMITS  |_| $1,000,000 OR $     .


|_|   U.S.L. & H. LIABILITY INSURANCE WITH MINIMUM LIMITS OF LIABILITY $     


|X|   TECHNOLOGY ERRORS & OMISSIONS (E&O):  WITH MINIMUM LIMIT $10,000,000 each claim


|X|   Crime Fidelity, Theft, Disappearance & Destruction Liability (to include Employee Dishonesty, wire 	transfer, forgery & mail coverage) WITH MINIMUM LIMIT $5,000,000 per occurrence.


	|X|Provide Required Notice of Cancellation to Another Entity Endorsement Required (ISO Form CR 20 17)


	|X|Joint Loss Payable Endorsement Required (ISO Form CR 20 15)


|X|	Information Technology -Network Security (Cyber) Liability and Privacy Liability WITH MINIMUM LIMIT $10,000,000 per occurrence and annual aggregate. This shall include, but not be limited to, coverage for any actual or alleged breach of duty, neglect, error, act, mistake, omission, or failure arising out of Service Provider's Internet and Network Activities including coverage for, but not limited to, the following events, :


· An attack that has the intent to affect, alter, copy, corrupt, destroy, disrupt, damage, or provide unauthorized access or unauthorized use of Service Provider's or Vendor’s computer system;


       Computer Crime or Information Theft;


       Denial of Service;


       Extortion;


       Introduction, implantation, or spread of a Computer Virus;


       Loss of Service;


      Unauthorized Access or Use, including the gaining of access to Service Provider's or City of Seattle’s computer systems by an unauthorized person or persons or an authorized person in an unauthorized manner.





TERMS AND CONDITIONS:


1. City of Seattle as Additional Insured: The CGL/MGL insurance shall include “the City of Seattle” as an additional insured for primary and non-contributory limits of liability.





2. No Limitation of Liability: Insurance coverage and limits of liability as specified herein are minimum coverage and limit of liability requirements only.  They shall not be construed to limit the liability of Vendor or any insurer for any claim that is required to be covered hereunder to less than the applicable limits of liability stated in the declarations.  Moreover, the City shall be an additional insured, where additional insured status is required, for the full available limits of liability maintained by vendor, whether those limits are primary, excess, contingent or otherwise.  Vendor expressly understands and agrees that this provision shall override any limitation of liability or similar provision in any agreement or statement of work between the City and Vendor.





3. Claims Made Form:  If any policy is written on a claim made from, the retroactive date shall be prior to or coincident with the effective date of this contract.  Claims made coverage shall be maintained by the Vendor for a minimum of three (3) years following the expiration or earlier termination of this contract, and the Vendor shall provide the City with evidence of insurance for each annual renewal.  If renewal of the claims made form of coverage becomes unavailable or economically prohibitive, the Vendor shall purchase an extended reporting period (“tail”) or execute another form of guarantee acceptable to the City to assure financial responsibility for liability assumed under the contract.





4. Deductibles and Self-Insured Retentions:  Any self-insurance retention or deductible in excess of $ 25,000 that is not “fronted” by an insurer and for which claims the vendor or its third-party administrator is directly responsible for defending and indemnifying must be disclosed on the certificate of liability insurance.  Vendor agrees to defend and indemnify the City under its self-insured or deductible layer and upon City’s request advise the full delivery address of the individual or department to whom a tender of a claim should be directed.   





5. Notice of Cancellation:   Under RCW 48.18.290 (1) (a) and (b) (“Cancellation by insurer”) applicable to insurers licensed to do business in the State of Washington, the City, as a certificate holder for the insurance requirements specified herein and an additional insured, has an interest in any loss which may occur; written notice of cancellation must therefore be actually delivered or mailed to the City not less than 45 days prior to cancellation (10 days as respects non-payment of premium).  As respects surplus lines placements, written notice of cancellation shall be delivered not less than 30 days prior to cancellation (10 days as respects non-payment of premium).





6. Qualification of Insurers:  Insurers shall maintain A.M. Best’s ratings of A- VII unless procured as a surplus lines placement under RCW chapter 48.15, or as may otherwise be approved by the City.





7. Changes in Insurance Requirements: The City shall have the right to periodically review the adequacy of coverages and/or limits of liability in view of inflation and/or a change in loss exposures and shall have the right to require an increase in such coverages and/or limits upon ninety (90) days prior written notice to the Vendor.  Should Vendor, despite its best efforts, be unable to maintain any required insurance coverage or limit of liability due to deteriorating insurance market conditions, it may upon thirty (30) days prior written notice request a waiver of any insurance requirement, which request shall not be unreasonably denied.





8. Evidence of Insurance:  


a. A certificate of liability insurance evidencing coverages, limits of liability and other terms and conditions as specified herein;


b. An attached designated additional insured endorsement or blanket additional insured wording to the CGL/MGL and (if required) Contractor’s Pollution Liability insurance policy.





At any time upon the City’s request, Vendor shall also cause to be timely furnished a copy of declarations pages and schedules of forms and endorsements.  In the event that the City tenders a claim or lawsuit for defense and indemnity invoking additional insured status, and the insurer either denies the tender or issues a reservation of rights letter, Vendor shall in addition cause a complete and certified copy of the requested policy to be timely furnished.





Send evidence of insurance to the City at the addresses at the top of this form. If any questions or issues, contact the City of Seattle Risk Management Division at direct telephone extension (206) 386-0071 or by email at riskmanagement@seattle.gov .





NOTE: CERTIFICATES WITHOUT ATTACHED ADDITIONAL INSURED ENDORSEMENT OR BLANKET ADDITIONAL INSURED WORDING WILL NOT BE APPROVED!
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GENERAL



NON-DISCLOSURE AGREEMENT and ACKNOWLEDGEMENT OF OBLIGATIONS UNDER WASHINGTON PUBLIC DISCLOSURE ACT




THIS NON-DISCLOSURE AGREEMENT AND ACKNOWLEDGEMENT OF OBLIGATIONS UNDER WASHINGTON PUBLIC DISCLOSURE ACT (the “Agreement”) is dated as of [Insert Date] between [Insert Company Name] (herein referred to as Vendor) located at [Insert Company Address] and City of Seattle, Purchasing Division (herein referred to as City of Seattle, or City) located at 700 5th AV #4112, Seattle, WA 98124 (collectively referred to herein as Party, or Parties).


RECITALS



A. In connection with the evaluation or pursuit of certain mutually beneficial business opportunities, Vendor and City of Seattle may disclose valuable proprietary information to each other relating to their respective operations and businesses.



B. The City of Seattle has issued a Request for Proposal (RFP) for a Meter Data Management System to which the Vendor wishes to respond. Vendor and City of Seattle would like to protect the confidentiality of, maintain their respective rights in, and prevent the unauthorized use and disclosure of such information associated with and exchanged during the RFP process. Both parties also recognize that records used or retained by the City and that contain such information are public records under the Washington Public Records Act, RCW 42.56, and as such must be promptly disclosed upon request unless statutorily exempted from disclosure.


AGREEMENT




Vendor and City hereby agree as follows:



1. Confidential Information. As used in this Agreement, “Confidential Information” means all information of either Party that is not generally known to the public, whether of a technical, business or other nature (including, without limitation, trade secrets, know-how and information relating to the technology, customers, business plans, promotional and marketing activities, finances and other business affairs of such Party), that (i) is disclosed by one Party (the “Disclosing Party”) to the other Party (the “Receiving Party”), and (ii) if in tangible form, is marked or identified within thirty (30) days following disclosure as confidential or, if oral, is identified as confidential in writing within thirty (30) days following disclosure. “Confidential Information” also includes all information concerning the existence and progress of the Parties’ dealings.



2. Use of Confidential Information. The Receiving Party, except as expressly provided in this Agreement, will not disclose the Disclosing Party’s Confidential Information to anyone without the Disclosing Party’s prior written consent. The Receiving Party will not use, or permit others to use, Confidential Information for any purpose other than evaluating and implementing a business opportunity between the Parties. The Receiving Party will take all reasonable measures to avoid disclosure, dissemination or unauthorized use of Confidential Information, including, at a minimum, those measures it takes to protect its own confidential information of a similar nature.



3. Exceptions. The provisions of Section 2 will not apply to any information that (i) is or becomes publicly available without breach of this Agreement; (ii) can be shown by documentation to have been known to the Receiving Party at the time of its receipt from the Disclosing Party; (iii) is rightfully received from a third Party who did not acquire or disclose such information by a wrongful or tortuous act;(iv) can be shown by documentation to have been independently developed by the Receiving Party without reference to any Confidential Information; or (v) is contained in records released by the City in response to a public disclosure request and in a manner that is consistent with Paragraph 5 of this Agreement. 


4. Receiving Party Personnel. The Receiving Party will restrict the possession, knowledge, development and use of Confidential Information to its employees, agents, subcontractors and entities controlled by it (collectively, “Personnel”) who have a need to know Confidential Information in connection with the purposes set forth in Section 2. The Receiving Party’s Personnel will have access only to the Confidential Information they need for such purposes. The Receiving Party will ensure that its Personnel comply with this Agreement.



5. Disclosures Required by Law.  Vendor acknowledges that any records (including but not limited to proposal submittals, the Agreement, and any other contract materials) they submit to the City become public records under Washington State law (see Washington Public Records Act, RCW 42.56). Public records must be promptly disclosed upon request unless a statute exempts disclosure. Exemptions include but may not be limited to those discussed in RCW 42.56.330 (Public utilities and transportation), RCW 42.56.420 (Security), and RCW 42.56.270 (Financial, commercial, and proprietary information). Public-disclosure exemptions are narrow and specific. Vendor should advise the City of information they believe legitimately fits within a public-disclosure exemption. The City of Seattle has no obligation to assert an exemption from disclosure. If Vendor believes that its records are exempt from disclosure, it is obligated to seek an injunction (see RCW 42.56.540).



If the City of Seattle receives a public disclosure request for records that Vendor has identified as “proprietary information,” the City will notify Vendor of the request and postpone disclosure briefly Twenty (20) working days from the date of receipt of the public disclosure request to allow Vendor to file a lawsuit to enjoin disclosure by obtaining an injunction and to serve the City with that injunction. If Vendor does not within this time obtain an injunction prohibiting disclosure and serve that injunction upon the City, the City may disclose the requested records (or any part of records not subject to the injunction). The City of Seattle will disclose only such information as is, in the City's sole discretion, required by the public disclosure request. Vendor acknowledges that the City will have no obligation or liability to Vendor if the records are disclosed pursuant to this Paragraph.



6. Ownership of Confidential Information. All confidential Information will remain the exclusive property of the Disclosing Party, and the Receiving Party will have no rights, by license or otherwise, to use the Confidential Information except as expressly provided herein. No patent, copyright, trademark or other proprietary right is licensed, granted or otherwise conveyed by this Agreement with respect to Confidential or other information. No warranties of any kind are given by either party with respect to the information provided to the other.



7. Independent Development. The Disclosing Party acknowledges that the Receiving Party may currently or in the future be developing information internally, or receiving information from other parties, that is similar to the Confidential Information. Accordingly, nothing in this Agreement will be construed as a representation or agreement that the Receiving Party will not develop, or have developed for it, products, concepts, systems or techniques that are similar to or compete with the products, concepts, systems or techniques contemplated by or embodied in the Confidential Information, provided that the Receiving Party does not violate any of its obligations under this Agreement in connection with such development.



8. Injunctive Relief. The Receiving Party acknowledges that disclosure or use of Confidential Information in violation of this Agreement could cause irreparable harm to the Disclosing Party for which monetary damages may be difficult to ascertain or be an inadequate remedy. The Receiving Party therefore agrees that the Disclosing Party will have the right, in addition to its other rights and remedies, to seek and obtain injunctive relief for any violation of this Agreement.



9. Limited Relationship. This Agreement will not create a joint venture, partnership or other formal business relationship or entity of any kind or an obligation to form any such relationship or entity. Each Party will act as an independent contractor and not as an agent of the other Party for any purpose, and neither will have the authority to bind the other.



10. Cumulative Obligations. Each Party’s obligations hereunder are in addition to, and not exclusive of, any and all of its other obligations and duties to the other Party, whether express, implied, in fact or in law.



11. Entire Agreement; Amendment. This Agreement constitutes the entire agreement between the Parties relating to the matters discussed herein and may be amended or modified only with the mutual written consent of the Parties.



12. Scope; Termination. This Agreement is intended to cover Confidential Information disclosed by each Party both prior and subsequent to the date hereof. This Agreement automatically will terminate at the end of one year after the date first set forth above or upon the completion or termination of the Parties’ evaluation or pursuit of the business opportunities described in Recital A, whichever is earlier, provided, however, that each Party’s obligations with respect to the other Party’s Confidential Information will survive completion or termination of the dealings between the parties for a period of two (2) years after the date of termination.



13. Non-waiver. Any failure by either Party to enforce the other Party’s strict performance of any provision of this Agreement will not constitute a waiver of its right to subsequently enforce such provision or any other provision of this Agreement.



14. Governing Law; Etc. This Agreement will be governed by internal laws of the State of Washington, USA, without reference to its choice of law rules, and may be executed in counterpart copies. Any action arising out of or related to this Agreement shall be brought in the state or Federal courts located in Washington, and Party consents to the jurisdiction and venue of such courts. If a provision of this Agreement is held invalid under any applicable law, such invalidity will not affect any other provision of this Agreement that can be given effect without the invalid provision. Further, all terms and conditions of this Agreement will be deemed enforceable to the fullest extent permissible under applicable law, and when necessary, the court is requested to reform any and all terms or conditions to give them such effect.



IN WITNESS WHEREOF, the Parties have executed this Agreement on the date first written above.



[Insert Company Name]


By:
_________________________________
Date: _____________________




(Signature)




_________________________________
__________________________



(Print Name)





(Print Title)



CITY OF SEATTLE, PURCHASING DIVISION


By: 
__________________________________
Date: _____________________





(Signature)




_________________________________
__________________________



(Print Name)





(Print Title)



General Non-Disclosure Agreement
Page 5 of 5


Between [Insert Company Name] and City of Seattle



Dec 15, 2006
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SCERS Data and Systems Environment


Current Computing Environment


SCERS applications reside within the City of Seattle’s computing infrastructure. SCERS Information Technology works closely with two City departments for application and infrastructure support: 


· The Department of Information Technology (DoIT) is led by the City’s chief technology officer (CTO). DoIT is responsible for the City’s IT infrastructure, security, platform standards, communications, and data center operations. It also manages the City’s Microsoft email and productivity software. An on-premise PAS solution will reside in the City’s data center. 


· The Department of Finance and Administrative Services Business Technology (FAS BT) has responsibility for city-wide line of business (LOB) enterprise applications. In addition, SCERS has a formal agreement with FAS to provide development and maintenance support for its Retirement Information System (RIS II) under SCERS management. 


Together, DoIT and FAS BT provide the technology platforms and technical resources to support SCERS applications. The following table depicts the support stratification for applications utilized by SCERS:


			Department


			Application Profile


			SCERS Applications





			DoIT


			IT infrastructure 


			· IT Strategic planning and standards


· Security


· HW/SW/OS


· Network infrastructure


· Desktop configuration management & support


· Data center operations and service desk


· Enterprise application support


· Seattle.gov website 


· Email, Microsoft Office and SharePoint


· SQL Server database administration


· CA Autosys (for job scheduling)





			FAS BT


			City-Wide LOB Enterprise Applications


			· Retirement Information System II (RIS II)


· HR & payroll system 


· Enterprise financial system 


· Customer service request (CSR) 


· Treasury operations management system


· Oracle database administration











City Computing Environment – Infrastructure


The table below describes the computing environment currently in place at the City. SCERS operates on the City’s network and within its firewall. 





			Item


			Environment/versions





			Productivity software


			Currently MS Office 2010; City departments are or will be moving to Office 365 (Office 2013) in 2015/2016.





			Browser(s)


			Currently IE9. The City is migrating to IE11 in December 2014. Any responsive vendor should take great care in ensuring that the application is capable of supporting all versions of IE into the future as the City will be driven to move forward in support of Office 365 which only supports the current version of IE and one version back (i.e., IE10 and above).





			Databases


			Oracle and Microsoft SQL Server are the City’s database standards. 





			Servers


			Windows 2008 R2 minimum, but plan on certifying on Windows 2012; UNIX- Linux, Solaris, IBM AIX servers.





			Desktops


			Windows 7 but plan on certifying any desktop components on future versions of Windows.





			Networking


			Cisco network infrastructure


Juniper Firewalls


F5 BigIP Load Balancers





			VPN


			The City provides three levels of VPN access:


1. Web access VPN via a City-owned or employee-owned computer using remote desktop or Citrix server to specific applications for vendor use. 


2. Full Access VPN: full-tunnel access to the City network via an SSL tunnel. Requires a City-owned computer.


3. Vendor VPN: provides limited access to the City network for maintenance and support purposes. Vendor VPN is restricted to specific devices or files that the vendor supports.











Additional Description on Major Systems (LOB Applications)


This section provides additional information about the computing systems that most directly impact the core business functions at SCERS. 


Retirement Information System II (RIS II)


Custom developed by SCERS, the Retirement Information System (RIS II) utilizes an Oracle 11g database to store member data imported from HRIS/EV5 and is updated with additional data elements during operational retirement system processing, including members’ accumulated contributions with interest (ACWI) value.


RIS II uses a Microsoft Access run time user interface to access Oracle database tables hosted on a server in the City’s datacenter. The RIS II database resides within the City’s EV5 environment and is supported by the EV5 development team under the direction of SCERS. For some functions, RIS II is tightly integrated with EV5, using views to directly access EV5 tables. RIS II is supplemented by a set of Excel spreadsheets and Access databases (for querying). 


This is the second generation of RIS. The original system was developed around 1993 in R:Base 4.5+, a DOS desktop database, and the system is still constrained by that original architecture. The system was ported to Oracle in July 2013. It continues to receive maintenance and prioritized high value enhancements. The system provides the following functionality:


· Addition of new members and retirees


· Maintenance of member and retiree data


· Maintenance of member status


· Calculation of ACWI


· Production of member reports and statements


SCERS has internal staff with defined roles to maintain RIS II and custom Microsoft Access databases and reports, but also utilizes analysts and developers from the City’s Department of Financial and Administrative Services (FAS) for complete application support. The FAS staff members are not dedicated exclusively to SCERS. SCERS anticipates a reduction in the level of resource needed to support RIS II beginning in 2015. 





			System


			Role


			FTE


			Department 





			RIS II 


			Technical lead/PM


			0.5


			SCERS





			RIS II


			Systems analyst/QA


			1.0


			SCERS





			RIS II


			Business analyst


			1.0


			SCERS





			RIS II


			Developers


			1.0


			FAS





			RIS II


			DBA


			0.5


			FAS





			EV5


			Developer/analyst


			0.5


			FAS











[image: C:\Users\weitzk\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\5U7LLRJN\RIS II System Overview (2).bmp]





HRIS/EV5 Retired and Active Member Payroll


EV5, also know as HRIS (Human Resource Information System) is the City’s on-site HR and payroll system. It is an ADP Enterprise Version 5 (EV5) system that is a variant of the Oracle PeopleSoft HCM Software Solution. The system manages all payrolls, including bi-weekly payroll for active employees, monthly payroll for retirees and semi-monthly payroll for lump sum payouts. All City employee data since 1995, including demographic and job-related data, is maintained in this system. EV5 contains payroll (check) data from December 26, 1995 forward. There was no conversion of historical payroll data from the previous system into EV5. Data prior to EV5 resides on payroll ledgers in member’s files, printed payroll records, and microfiche. 


EV5 has three payrolls. When members move from active employment to retirement or if they withdraw their retirement funds, their current employment is ended in the GEN payroll and a new employment with a new employee number is created in the RMO payroll in EV5. 


1. GEN – Active employee payroll 


· Bi-weekly on Friday, with an additional payroll at year-end for adjustments 


· Payroll run is for over 11,000 employees, including non-members of SCERS and employees not eligible for SCERS membership (e.g., uniformed police and fire, LEOFF retirement) 


· Includes the processing of retirement contribution deductions for active members of SCERS


2. RSE – (Retirement semi-monthly) lump sum retirement payouts 


· Twice monthly


·  Includes withdrawals and other lump-sum payouts for SCERS


3. RMO – (Retirement monthly) regular retirement payroll


· Monthly


· Includes regular retirement benefit payments for SCERS


· Police pension 





SUMMIT (PeopleSoft Financials)


SUMMIT is the City’s financial accounting system. It is used to pay out lump sum and other non-recurring SCERS payments via accounts payable and to maintain the general ledger. 


The major accounting functions included in SUMMIT are:


· General ledger


· Accounts payable


· Accounts receivable


· Purchasing


· Billing (charge back)


· Project costing


· Labor distribution


· Asset management


Note: In addition to the data maintained in these three core systems (RIS II, EV5 and Summit), additional information may need to be imported from Microsoft Excel spreadsheets. Other records—historical payroll data, for example—must be taken from physical member files, microfiche, and paper payroll records. SCERS is investigating the feasibility of using imaged member files to collect data that is currently only available in hard copy format and use it to populate RIS II. 


Customer Service Request (Motorola CSR) 


Motorola’s Premier One customer service request (CSR) system is the City’s CSR system. SCERS uses the CSR to track and manage member service requests and work queues and gather data on contact metrics. The system is managed out of the City of Seattle’s Finance and Administrative Services and used by a number of City departments. The system was implemented for SCERS in April 2014. 





STORM (Seattle Treasury Operations Revenue Management)


STORM, the City of Seattle Treasury Operations system, is an IT software package solution (iNovah) from System Innovators. iNovah is a browser-based software package that manages the payment collection and processing activities from all City of Seattle collection sources. The software comes with a full complement of tools including cashiering, payment balancing, payment administration, query, reporting, import, export and configuration modules. The application is customized to interface to several applications, import payment files from various sources, and export transaction data to host systems within the City, including updating Summit general ledger.





SCERS Data Information


The following table provides information on data found in EV5 or RIS II. 





			Data Conversion Subject Areas and Estimated Data Volume








			Subject Area


			Data Set


			Type


			Estimated Volume





			Demographic Information


			Personnel information: includes retirees and active, terminated, vested, non-vested and deceased members, and employee non-member information 


			Oracle Tables


			70,000 records with demographic related information to date





			Demographic Information


			Beneficiary information


			Oracle Tables and paper in member files


			20,000 paper and electronic records with beneficiary demographic information to date





			Portability Information


			Portability confirmation documentation


			Letters in member files


			500-600 active members





			Accumulated Contributions with Interest


			Contribution and interest transactions


			Oracle Tables


			9.5-10M to date





			Service Credit


			Retirement eligible hour transactions


			Oracle Tables


			4.7M to date





			Employee Contributions


			Pre-1992 employee normal (retirement) contribution record (yellow ledger cards)


			Cards in member files


			1,500-1,600 active members





			Employee Contributions


			Buy back/redeposit information


			Oracle Tables


			22,000 to date





			Employee Contributions


			Payroll deductions


			Oracle Tables


			12,500  per pay period





			Benefit Payments


			Pension payroll transactions


			Oracle Tables


			6,500 per month





			Member Withdrawals


			Payroll transactions


			Oracle Tables


			10 twice monthly





			King County Employee Contributions


			King County SCERS member payroll


			Oracle Table


			56 per month











Data Unique to Member Files


The following data only exists in the member’s physical file. This is a list of data elements where the member file contains the master record:


· Application for service retirement


· Signed retirement checklist


· Photo ID


· Copies of marriage certificatew


· Copies of birth certificates or passport Info


· Copies of social security cards


· Signed W4P forms


· Signed direct deposit authorization forms


· Signed name change forms


· Medical and dental enrollment applications


· Requests to cancel medicalor dental insurance


· Pension award letter authorization 


· Death notification contact information


· Death certificate


· Last check prorate calculation


· Overpayment documentation


· Application for withdrawal of contributions


· Withdrawal calculation worksheets


· Warrants


· Copies of checks payable


· Copies of checks received


· Buy back and redeposit calculation worksheets


· Member communications about purchasing time


· Pre-HRIS record of member withdrawals


· Signed exempt membership election forms


· Signed temporary membership election forms


· Requests for pension account balance


· Benefit estimates


· Pre-1992 contribution records (the pre-1992 contribution records are currently being transferred to electronic Excel files)


· Pre-1992 time loss records


· Pre-1992 non-taxable contribution records


· Final calculations worksheets


Data Unique to Microfiche 


The following is a description of member data that is needed from microfiche for the years 1987 through 1991.


SCERS uses microfiche to verify hours worked between 1987 and 1991 when the contribution (ledger) cards don’t have a clear normal contribution amount. Normally hours worked are determined by the contribution amounts received. If there is a contribution less than the expected rate, time loss is calculated. If the expected rate is not easily determined, the microfiche records are used to calculate the hours worked for the time period in question. The microfiche records also have temporary and regular hours listed, which are needed when calculating buy backs of service credit or verifying a membership date in the retirement system. The microfiche records also contain retirement numbers for contributing members of the system. In some cases the only way SCERS can locate an inactive member’s record is by using the retirement number in the microfiche records. The microfiche records also contain hourly rates for the recorded year. This helps in determining the cost to buy back service hours. 
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SCERS Retirement Plan Summary


Membership


City of Seattle employees can become members of SCERS in multiple ways:


· Full-time City employees (including library employees, who are also City employees) are automatically enrolled in the City’s retirement system upon being hired, unless hired into an exempt or temporary position. 


· Exempt employees are allowed to opt-in to the plan at any time. 


· Temporary employees have the option to enroll after completing 1044 hours and then again after 10,440 hours of service. 


· In addition to City employees, SCERS serves a small and decreasing closed population of former city employees who were transferred to King County Metro as part of an organizational merger. These employees elected to remain with the City’s retirement system and continue to contribute.


· Once enrolled, members cannot withdraw from the plan except in the events of separation from city employment or terminal illness. City of Seattle uniformed police and fire department personnel are excluded from joining SCERS. 


Contribution Rates


Contribution rates are recommended annually by the Board based on the system’s actuarial valuation. The rates are then negotiated and approved by the City Council before becoming effective. Employee contributions, which are automatically deducted on a pre-tax basis, are currently 10.03 percent of salary. The City’s contribution to the retirement fund varies but is equal to or greater than the employee’s contribution and is based on actuarial information provided by Milliman. 





Accumulated Contribution with Interest (ACWI) 


Interest on a member’s accumulated contributions is calculated weekly. With the new PAS implementation, SCERS is interested in calculating interest less frequently (e.g., monthly or quarterly) and will need the system to pro-rate a member’s ACWI between periods.


Contributions are subject to two different interest rates depending on when the contributions were received:


· Members earn interest at an annual rate of 5.75 percent on contributions made on or before December 31, 2011. 


· The interest rate for contributions made after December 31, 2011 varies each year and is set at the July Board meeting for implementation the following January. 





			Interest Rates on Member Contributions Year 


			Contributions Received on or before December 31, 2011 


			Contributions Received after December 31, 2011 





			2011 and before 


			5.75 percent 


			N/A 





			2012 


			5.75 percent 


			4.47 percent 





			2013 


			5.75 percent 


			3.33 percent 





			2014 


			5.75 percent 


			2.91 percent 











With the new PAS implementation, SCERS is interested in calculating interest less frequently (e.g., monthly or quarterly) and will need the system to pro-rate a member’s ACWI between periods.


Vesting


Members are considered vested if they have a minimum of five (5) full-time years of service credit with SCERS or in combination with a system which has portability with SCERS. Non-vested members are encouraged to withdraw their funds unless they intend to claim portability and establish dual membership. A non-vested member can leave their funds—which only include the member’s contributions and interest—in the system, but they only accrue interest for approximately two years from the date of separation.


Portability 


Portability refers to an agreement between the City of Seattle, the City of Tacoma, the City of Spokane, and eligible retirement plans in Washington state to allow portability of retirement benefits between eligible organizations. Benefits under portability include combining time worked under these retirement systems to qualify for retirement and to determine the salary factors used by each respective system. Once qualified, each system will calculate retirement separately using the highest average salary, regardless of the system in which it was earned. Members receive a separate retirement check from each retirement system based on the amount of service in each. Portability does not mean a transfer of service credit earned in one system to another retirement system. 





Benefit Estimates


SCERS provides members with two methods for estimating benefits: 


An on-line retirement benefit calculator on the SCERS’ website. 


Members can request a benefit estimate from SCERS. A SCERS-prepared retirement estimate will include a member’s unmodified or “straight” monthly benefit as well as the monthly benefit for each of the different retirement options available to the member. It is based on an in-depth, pay-period-by-pay-period review of a member’s service records. It can include buy back cost information. This estimate is extremely manually intensive to produce and can require information from multiple systems, spreadsheets, the member’s physical file, microfiche, and old payroll records. Estimates currently have a six to eight week lead time, and longer if there is dual membership. 


Buy Backs (or Service Purchase)


Under certain conditions, SCERS allows members to purchase service credit for time previously worked or lost. The cost of buy backs varies depending on the type and timing. Some buy backs require members to pay the actuarial cost of the retirement benefit being purchased. Other buy backs require a payment of previously withdrawn employee member contributions with interest. Interest in this case is the actuarial assumed rate of investment return, currently 7.75 percent per year. Time purchased at this cost is credited with the service time it represents. There are multiple payment options for buy backs. Payment for service credit purchased at retirement must be in the form of a personal check or rollover from deferred comp or other IRA. Payment for service credit during a member’s career at the City can be in the form of a personal check, rollover, or through payroll deductions. Payments through payroll deductions are charged a financing fee equivalent to the assumed rate of investment return, currently 7.75 percent per year. 





Qualified Domestic Relations Orders (QDRO)


In Washington state, a public employee’s retirement benefit constitutes marital property that must be taken into account when property is divided in the event of a marital dissolution. Members who become divorced or legally separated can have their retirement account divided up through a property division order called a qualified domestic relations order (QDRO).


Loans


SCERS does not allow members to borrow from their retirement accounts. 


Disability Retirement


SCERS will provide permanent disability retirement and temporary total disability retirement for members who qualify. Members must apply for disability retirement following a carefully prescribed process. Applications for disability retirement are reviewed and approved by the Board of Administration. 


Death Benefits for Active Members


SCERS offers death benefits to active members in the form of a lump sum or installments paid to a beneficiary or estate, or as a benefit to a surviving spouse or domestic partner. Active employees are automatically members; retirees have the option to retain the benefit for $12 annually, deducted from the February pension payment. 


Death Benefit Program 


The intended purpose of the death benefit is to help cover burial costs. The benefit is $2,000 and payable only to a member’s named beneficiary on file with the SCERS at the time of the member’s death. 


Retiree Medical and Dental Coverage 


SCERS offers retirees the option to continue self-paid medical coverage through SCERS by either electing COBRA or one of SCERS’ retiree health plans. These health plans are administered by the City of Seattle. Dental coverage is also available under COBRA or through a third-party plan that is offered to City retirees. 


Final Average Salary and Service Credit 


In accordance with the City of Seattle municipal code, a member’s retirement benefit is the higher of the outputs from two formulas:


· Service retirement formula: (service credit) x (yearly factor) x (final compensation), up to 60 percent of final compensation; or


· Contribution-based formula (two-times match): the lifetime annuity purchased by the employee contribution plus interest multiplied by two.


SCERS has two different calculations for service credit depending on a member’s service history: 


· (Last day of service) – (first day of service) calculated in years for full-time, continuously serving members with no time loss; or


· (Service hours) / 2,088 for all other members.


Final compensation is the highest average retirement-eligible compensation over 52 consecutive pay periods. Retirement eligible compensation excludes overtime.


Retirement Options


SCERS has several options for retiring members. In addition to an unmodified monthly benefit, also known as a “straight” benefit, the plan offers several options. Retirement options A through E provide for a beneficiary by modifying the monthly benefit amount. Options G or F must be combined with a straight benefit or one of the standard options A through E. 





			Option


			Option Description





			A


			Option A provides a slightly reduced monthly benefit for the retiree’s life. When the retiree dies, the beneficiary receives a lump sum refund of any remaining ACWI account balance.





			B


			Option B pays a slightly higher monthly benefit than option A for the retirees’ life. Option B is similar to option A, except that upon a retiree’s death, the beneficiary will receive monthly (annuity) payments until the total payments made equals the total contributions/interest at the time of retirement.





			C


			Option C provides a modified monthly benefit to the retiree until death and then payment of a retirement allowance to the beneficiary up to a guaranteed period of years from the date of retirement. This is also known as “term certain” and is offered in terms of five (5) years, ten (10) years, fifteen (15) years, or twenty (20) years.





			D


			Option D provides a modified monthly benefit for life. After the retiree’s death, the spouse or domestic partner will receive one-half of the benefit each month for life.





			E


			Option E provides a modified monthly benefit for life. After the retiree’s death, the spouse or domestic partner will receive the same monthly benefit for life.





			F


			Option F must be taken in combination with a straight benefit or one of the standard retirement options (options A through E). This option is available to members who retire before they are eligible to receive social security benefits, and is intended to create a level income stream by inflating the amount of the City retirement benefit up until the point the member is eligible for social security.





			G


			Option G must be taken in combination with a straight benefit or one of the standard retirement options (options A through E). Option G allows a retiree to withdraw a lump sum payment at retirement which is equivalent to either 100 percent of their employee accumulated contributions with interest, or 50 percent of this amount. Taxes are withheld on the amount withdrawn unless the lump sum is rolled over into a qualified IRA.














Appendix D2: Retirement Plan Summary	Page 4 of 4


SCERS-RFP-3881


2014-11-25			










image24.emf

D3 - Glossary of  Terms.docx




D3 - Glossary of Terms.docx

City of Seattle SCERS PAS RFP No. 3881 








Glossary of Terms


			Term 


			Definition





			945


			Tax reporting document for non-payroll payments.





			1099R


			Tax document sent to all payees.





			Accumulated Contributions


			The total sum of all employee contributions plus accumulated interest.





			Active Death


			Death of an active member prior to retirement. 





			Active Member


			An active member is one who is enrolled in SCERS and still working for the City of Seattle.





			ACWI


			Accumulated contributions with interest.





			ACWI1


			Accumulated contributions with interest for contributions made prior to 1/3/2012.





			ACWI2


			Accumulated contributions with interest for contributions made on or after 1/3/2012.





			Ad-hoc Payment


			An off-cycle payment that must be issued outside of the standard monthly or semi-monthly schedule.





			AD&D


			Accidental death and disability.





			ADP


			Automated Data Processing; the payroll outsourcing provider for the City.





			Alternate Payee


			Individuals or entities that have a record in the PAS system and are receiving a benefit from SCERS, but are not a SCERS member in their own right. Examples are beneficiaries, QDROs, garnishment payees.





			ARSCE


			Association of Retired Seattle City Employees.





			Benefit Estimate Tool


			MS Excel spreadsheet used to calculate a retirement estimate.





			Buy Backs


			A purchase of service time intended to close an eligible gap in a members’ service in exchange for contribution and accrued interest equal to what would have been made during that gap period.





			COBRA


			COBRA is an acronym for the Consolidated Omnibus Budget Reconciliation Act of 1985. It is a federal law which gives employees and their dependents the right to continue medical and dental coverage on a self-pay basis under certain circumstances when they would otherwise be ineligible for City health benefits. Coverage is usually limited to 18 months. It is one of the options available to members when they retire from the City.





			Continuance 


			The continuance of a retirement benefit to an associated payee, either in whole or in part, according to the rules dictated by the member’s retirement option.





			CPI-W


			Seattle-Tacoma-Bremerton (STB) Consumer Price Index for Urban Wage Earners and Clerical Workers. Used for calculation of the indexed benefit. The CPI-W is released every June for the prior year. 





			Credited Interest


			Members who were enrolled in the retirement plan prior to January 1, 2012 earn interest at an annual rate of 5.75 percent on contributions made on or before December 31, 2011. The interest rate for contributions made after December 31, 2011 varies each year.





			CSR


			Customer service request. SCERS uses the City’s Motorola Premier One customer service request system to track service requests and service metrics. 





			Deferred Member


			A member that left employment with the City but left accumulated contributions on deposit at SCERS. Deferred members have enough accumulated contributions to receive a benefit upon retirement (see also Non-vested Member).





			Disability Committee


			The Disability Committee is made up of three members of the Board of Administration. It is conducted as an ad hoc committee that functions outside of the regular board meetings. The Disability Committee’s decisions with regard to a member’s disability retirement application are based on the medical records and evaluations made by the Medical Panel. If the Medical Panel assessment shows that the member is permanently and totally disabled from work at any position in the City, the application for permanent disability is granted; otherwise it will be denied. The member has the right to attend the meeting. 





			DRO Recipient 


			Domestic relations order. A non-member ex-spouse or registered domestic partner RDP receiving a separate benefit payment.





			Dual Membership


			See Portability.





			Eligibility Service


			Service credit unit used to determine whether or not a member is eligible for a retirement benefit.





			Eligible Retirement Plans


			Organizations that have portability established include the following (note, this is not an exhaustive list):


· Tacoma Employees’ Retirement System (TERS) 


· Spokane Employees’ Retirement System (SERS) 


· Washington Public Employees’ Retirement System (PERS I, II, & III) 


· Washington School Employees’ Retirement System (SERS II & III) 


· Teachers’ Retirement System (TRS I, II, & III)


· Law Enforcement Officers/Fire Fighters Retirement System – Plan II (LEOFF II) 


· Washington State Patrol Retirement System (WSPRS)





			Employee Number


			A unique number assigned to the employee when the employee is hired and a record is created in EV5 for the employee. When the employee retires, a new employee number is created. Beneficiaries also have employee numbers assigned when they are set up in EV5 to receive retirement benefits. 





			EV5/HRIS


			Enterprise Version 5, which is the software used for the City’s Human Resources Information System. This is the City’s payroll system which is also used to generate retirement payroll, and into which SCERS staff members enter retirement payroll changes. Various reports are generated from EV5 in support of the payroll process. Staff can then verify changes in pay rate or time off without pay by querying EV5.





			ESS


			The City’s employee self-service web portal.





			Exempt Employee


			Exempt employees are not required to join SCERS and can elect to join at any time. 





			Final Compensation


			Final average salary, calculated over 52 pay periods.





			FML


			Family medical leave.





			Former Member


			A member that has left City employment and withdrawn their accumulated contributions.





			GL


			General ledger, maintained in the City’s financial administration system SUMMIT.





			Independent Medical Examination (IME)


			Physician’s review of medical records and a physical examination of the member to determine disability.





			Indexed Benefit


			The retiree’s initial benefit adjusted for inflation.





			JV


			Journal voucher.





			LEOFF


			Law Enforcement Officers’ and Fire Fighters’ Retirement System.





			Live Checks


			Physical checks issued by the City Treasurer.





			Medical Panel


			The Medical Panel is made up of one or more physicians or surgeons that have been appointed by the SCERS Board of Administration.





			Milliman


			Actuary, they provide actuarial services to SCERS. 





			Non-vested Member


			A member that has left active employment and has less than five years of service credit but has left their accumulated contributions on deposit with SCERS. Non-vested members are entitled to their accumulated contributions but are not eligible for retirement benefits. 





			Open Enrollment Period


			Period of time during which retirees may change their medical and dental coverage elections without a qualifying life event.





			Permanent Disability


			A key requirement for receiving permanent disability retirement from SCERS is that you are no longer employable in any City position due to a totally disabling medical condition.





			Portability Claim Form


			A form the member must complete to initiate the process of establishing portability between eligible retirement plans.





			Portability 


(also Dual Membership,  Reciprocity)


			Agreement with other reciprocal agencies to honor service credit earned with those agencies for retirement eligibility consideration. Under the rules for portability, a former employee may redeposit previously withdrawn funds while employed with a reciprocal agency.


A dual member must meet the following criteria:


· He or she was a member or became a member of a system on or after July 1, 1988.


· He or she is a member of multiple eligible systems.


· He or she has never retired from an eligible system. 


· He or she is not receiving a disability retirement or disability leave benefit.





			Portability Redeposit


			City employees who withdraw their contributions upon leaving City employment and take a job with another jurisdiction or organization covered by a portable pension plan may want to redeposit their contributions into SCERS. This recaptures service credit for past City employment. 





			Portable Systems


			See Eligible Retirement Plans.





			Post Retirement Cost of Living Increases


			Every November, retirees benefits are increased to provide the highest benefit calculated.





			PPE 


			Pay period end date.





			QDRO


			Qualified domestic relations orders. The legal document explaining how retirement assets must be split due to a marital dissolution. In Washington state, a public employee's retirement benefits constitutes marital property that must be taken into account when property is divided in the event of a marital dissolution. The QDRO can award an interest in the member's account to the ex-spouse, or split the account into two separate accounts if the member is a vested member of the retirement system.





			RCLEA


			Retired City Light Employees Association.





			RDP


			Registered domestic partner.





			Redeposit 


			The process by which a member pays back previously withdrawn contributions and interest.





			Rehire


			A member or former member returns to City service in a position that potentially qualifies for retirement service.





			Rehired Retiree


			A retiree who returns to City service and may have some portion of their benefit suspended.





			Represented Assignment


			A job classification for which there is union representation and bargaining.





			Retired Member


			A member that has retired from the City and is currently receiving a benefit.





			Retirement Number


			A unique number assigned to an employee when a retirement record is created for the employee. The service retiree retirement number is the same for their beneficiaries that receive benefits. 





			Retirement Service Credit


			Retirement service credit is accumulated for periods of time when both the member and the City make contributions to SCERS. Service credit has changed three times over the years. 


1. If an employee was regularly appointed to a permanent position prior to January 1, 1988, the member will receive credit for the initial 1,044 hours (six months full-time) of City service when the member retires, even though no contributions were made for those months.


2. If the employee was appointed to a permanent position between January 1, 1988 and December 31, 1998, there was a six-month waiting period before eligibility for membership. The member only receives service credit for the time the member made contributions. Since no contributions were made during the first six months, those months do not count towards service credit unless the member purchases this service time (see buy backs).


3. If the employee was hired after December 31, 1998 into a regularly appointed, non-exempt position, they became a SCERS member and made contributions upon employment, without a six-month waiting period. Therefore, your service credit started immediately. 





			RetNo


			Retirement number.





			RIS-II


			The Retirement Information System, second generation. This system utilizes an Oracle database to store member data imported from EV5 and is updated with additional data elements during operational retirement system processing, including members’ accumulated contributions with interest (ACWI) value.





			RMO


			Retirement monthly payroll processing. EV5’s and ADP’s payroll process term. 





			RSE


			Retirement semi-monthly payroll processing. EV5’s and ADP’s semi-monthly process term.





			RSS


			Retiree self-service, SCERS’ online self-service portal for updating retiree information such as changing address, changing tax withholding, and viewing pension statements.





			SCERS


			Seattle City Employees' Retirement System.





			Self-Pay


			Members who are eligible for health benefits, but their retirement benefits are not sufficient to cover that cost. They pay the difference monthly via personal check.





			Service Request 


			A request for service initiated by a member and fulfilled by SCERS staff members. Service requests are logged and tracked in the CSR system.





			SMC 4.36


			The section of the Seattle Municipal Code (SMC) that covers SCERS.





			Static Interest Rate


			Interest rate applied to contributions made prior to 1/3/2012:


· Annual rate = 0.0575


· Weekly rate = 0.000841311





			STORM


			System used by SCERS and Treasury to track incoming cash receipts.





			Straight or Unmodified Benefit


			The maximum monthly retirement benefit a member can individually receive for the rest of his or her life.





			SUMMIT


			The City’s general ledger accounting and financial administration system; a PeopleSoft implementation.





			Temporary Employee


			Temporary, term-limited, interim, intermittent, or part-time assignment less than 20 hours per week. These employees have an opportunity to become a member of SCERS within six months after completing 1,044 hours of continuous straight-time service. They have another opportunity again within six months after completing 10,440 hours of continuous straight-time service. 





			Terminal Illness


			A member can make early withdrawal of their accumulated contributions with interest if the member has a terminal illness. A physician must attest that the member's illness is likely to cause their death within a period of 24 months.





			Variable Interest Rate


			Interest rate applied to contributions made on or after 1/3/2012. This rate can change and is currently:


· Annual Rate = 0.03333


· Weekly rate = 0.000630152





			VEBA


			Voluntary Employee Benefit Association is used to convert up to 35 percent of a member’s sick leave balance to pay towards medical premiums. The VEBA reimbursement letter is prepared by SCERS, but the management of the VEBA account and premium reimbursement is managed by a third party, Meritain.





			Vested Member


			If the member has a minimum of five full-time years of service credit in SCERS or in combination with a system which has portability with SCERS, the member is considered vested in SCERS and may elect to leave funds with SCERS until they reach an age at which they become eligible for retirement.
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