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Each respondent should examine this Request for Information (“RFI”) in its entirety and is responsible for reading the entire document, any addendums and complying with all requirements listed herein.  Any addenda to this RFI will be available to all participating respondents and posted on the University of California’s (“UC”) Strategic Sourcing website located at:
  http://www.ucop.edu/purchserv/rfp/welcome.html.  
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Attachment 6

1.1 ABOUT THE UNIVERSITY OF CALIFORNIA
When it opened its doors in 1869, UC had 10 faculty members and 38 students.  Today, the UC system includes over 220,000 students and more than 180,000 faculty and staff.  The UC has in excess of 1.6 million alumni living and working around the world.  From its inception 20 years after the California Gold Rush, UC and its faculty and students have looked to cross horizons of what they know about themselves and the world in which they live. This was the vision of the pioneers living at the farthest frontiers of the American continent when a University for the Golden State was formed.  As it charts its course through the 21st century, UC is still leading the way at the frontier.

UC’s ten (10) campuses located at Berkeley, Davis, Irvine, Los Angeles, Merced, Riverside, San Diego, San Francisco, Santa Cruz and Santa Barbara provide exciting environments that foster world-class education and research opportunities and generate a wide range of benefits and services that touch the lives of Californians and people everywhere, every day.  
UC’s five (5) medical centers located at Davis, Irvine, Los Angeles, San Diego, and San Francisco deliver the clinical teaching programs of the UC’s medical and health sciences schools and provide first-class medical services to over three million patient visits each year.  The medical centers provide a full range of health care services in their communities and are sites for the development and testing of new diagnostic and therapeutic techniques.  Collectively, these centers comprise one of the largest health care systems in California.

1.2 RFI DESCRIPTION 

UC is a large, complex organization that uses sophisticated business management systems and 
“best practices” to provide quality and timely services to its students, faculty and staff.  Retention of the public’s trust in UC to maintain effective and high integrity management of expenditures is central to UC’s mandate. 
Processes that manage Accounts Payable and Disbursements across the UC system are not tightly integrated. Each UC location operates its own processes and uses a different, customized version of one of several accounting applications. 
The primary owners of each campus system include the Campus Controller and his/her staff.  Financial Management leaders at the Office of the President (“UCOP”)
 are also stakeholders in the campus systems. Jointly, Campus and UCOP managers have authorized a project to review past disbursements
 and identify/recover disbursements considered to be overpayments, unused credits, missed discounts, etc.
UC seeks vendors to perform Accounts Payable and Disbursement Audit and Recovery services across the system with primary focus directed at UC’s ten (10) campuses and the possible inclusion of one or more of the medical centers.
1.3 OBJECTIVE
The objective of this RFI is to assess the current market/industry environment, including identification of firms that possess the capabilities and deliver the services required to meet the needs of UC throughout the phases of the Accounts Payable and Disbursement Audit and Recovery Project (“APDAR”). 
UC wishes to identify parties capable of performing the services required to competently complete the needs of the APDAR. The APDAR scope of services may include, but are not limited to:
· A/P Recovery & Prevention
· Fraud Examination
· Best Practices Evaluation
· Duplicate Payment Screening & Prevention
· Pricing Review
· Unapplied Credit Tracking & Capture
· Value Added Tax Recovery
· Unclaimed Property
· Prevention – Tools for Control
· Outsourced Internal Recovery
· Freight Compliance
· System-wide or Local Contract Compliance
· Returns
· Rebates
· Pricing Programs
· Warranties
· Vendors charging more than system-wide or local Contracts
· Third Party Service Agreements 
· Travel Reimbursements
· Available Payment Discount Terms
UC will use the responses to this RFI to:

1. Identify firms that have recent and relevant experience performing and executing this type of work in a professional and accurate manner.
2. Identify firms that have talented, experienced, and knowledgeable staff with relevant experience handling these types of engagements.
3. Identify firms that have the resources to support their talented, experienced, and knowledgeable staff handling these types of engagements.
4. Identify firms that offer a “best in class” approach and will add value to UC while it completes all phases of the project.
5. Identify and pre-qualify firms that may be invited to submit responses to future Request for Proposal(s) for specific areas of this project if an award is not made as part of this RFI process.
2.0 qualifications/Specifications

UC will only review proposals from firms that meet the minimum qualifications set forth in the section below (Section 2.1, Minimum Mandatory Qualifications). Each RFI Respondent must certify in writing as part of its response that it meets each of the Mandatory Minimum Qualifications. 
In the event that an RFI Respondent is not able to provide all mandatory components of this scope of work, a qualified RFI Respondent is encouraged to sub-contract or partner with other, qualified organizations to submit a complete response. In the event of a sub-contract or partnership between two (2) or more RFI Respondents, UC will finalize only one (1) agreement with the lead contractor/partner;  the activities and deliverables of the sub-contractor(s) or partner(s) will be supervised by the company awarded the contract.
The following sections (2.1 and 2.2) outline the Minimum and Additional qualifications to which an RFI Respondent must reply to be considered responsive. 
2.1 MINIMUM MANDATORY QUALIFICATIONS 

2.1.1           An RFI Respondent must provide examples of prior experience with Accounts Payable and Disbursement Audit and Recovery Services, preferably in the higher education market segment. 
Demonstrate, in your response, that you have, during the past five (5) years, experience of at least three (3) years successful completion of Accounts Payable and Disbursement Audit and Recovery projects for entities comparable to UC. You should include demonstrations of your work in the following deliverables: 
-
Project plan with target outcomes and timelines  
-
Summary of your process to complete the audit and recovery, including:  
· Analysis of the collected data
· Delivery of findings to establish a baseline of current performance
· Provision of results against an appropriate peer group and against world class best practices 
2.1.2
Summary of proposed recommendations for implementing changes to alleviate these issues in the future.   
2.1.3
On-line collaboration tools for input and review by team members.
2.2. ADDITIONAL QUALIFICATIONS 
Each firm providing a response to the RFI that meets the Minimum Mandatory Qualifications will be further evaluated for its demonstrated knowledge of and experience in Accounts Payable and Disbursement Audit and Recovery services; its organizational structure; and the experience of its staff.
2.2.1
Provide a statement describing your firm’s overall experience in the field of Accounts Payable and Disbursement Audit and Recovery services.  Discuss contracts with major United States universities comparable to UC and institutions or businesses of comparable size, decentralization of processes and systems, complexity, and geographic diversity.
2.2.2
If your firm is a previous or current Contractor to any UC organization, please identify the campus or medical center location, department for which work is (or was) provided, the contract term dates, contract number, services provided, and dollar amount of contracts for the prior five (5) years.

2.2.3
Provide examples of how your organizational structure assures accountability of and accessibility to assigned staff. 

2.2.4
Provide an overall description of your firm: 
· Date established 
· Business structure (corporation, partnership, etc.) 
· Ownership 
· Key management 
· Annual revenues 
· Headquarters location 
· Offices identified to support a potential future relationship with UC
· Number of employees engaged in actual consulting
2.2.5
Describe the extent to which key persons will be available and accessible to a future UC project.
2.2.6
Provide a statement and chart describing the organization’s structure and how the project staff fits into the structure.  List the titles and hourly billing rates of the persons you plan to assign to a UC project and who may work on future fraud examinations.
2.2.7
Provide resumes for the staff you expect to assign to this project that highlights relevant experience.
2.2.8
Describe any databases or tools that your firm uses “in house,” or has access to that would be relevant to and available for this project.  Include the age of the data, the size, and the type of data available.
2.2.9
Provide three (3) existing client references that are knowledgeable about the firm’s work for current or recent engagements.  The references should be selected for their similarity in scope and complexity to the tasks for which the UC is seeking services.  Provide names, titles, addresses, telephone numbers and e-mail addresses for the references.  Indicate the purpose of the contract for each supplied reference.
2.2.10
Provide three (3) references of companies that have terminated similar contracts with your firm in the last three (3) years. Provide names, titles, addresses, telephone numbers and e-mail addresses for the references.  
3.0 
proposed fee structure

An RFI Respondent must provide a copy of their normal fee structure based solely on contingency fees for recovered funds for an account of this size. Use the format found in Attachment 4 to provide this information. 
Please know that for funds recovered from disbursements made with United States federal government funds, no contingency fees can be charged since regulations prevent the UC from paying fees for the recovery of federal dollars. All other recovery work will be completed and compensated based on a pre-established contingency fee. 

4.0 other requirements

4.1
All submitted responses will become the property of The Regents of the University of California.
4.2
UC reserves the right to reject any and all responses received and not award a contract.
4.3
The review will be confidential between the parties during the RFI Evaluation Process. However, all documents will be subject to public disclosure in accordance with the State of California Public Records Act following contract award, unless they are declared proprietary following review by the appropriate UC parties. Bid response(s) which are incorporated into any resulting contract(s) with UC may be subject to the State of California Public Records Act (CA State Government Code 6250, et. seq.).  This RFI, together with copies of all documents pertaining to any award, if issued, shall be kept for a period of five (5) years from date of contract expiration or termination and made part of a file or record which shall be open to public inspection.  Certain private, trade secret or confidential information may be considered exempt from the California Public Records Act.  Any trade secret or company confidential information submitted as a part of this bid should be clearly marked “Trade Secret Information” or “Confidential Information.”  

Should a request be made of UC for access to the information designated “Trade Secret Information” or “Confidential Information” by an RFI Respondent and, on the basis of that designation, UC denies the request, the RFI Respondent may be responsible for all legal costs necessary to defend such action if the denial is challenged in a court of law.
5.0 RFI Process Time Line

Any RFI Respondent interested in submitting a response to this RFI should do so according to the following schedule. An RFI Respondent may be disqualified for failing to adhere to the dates and times for performance specified below; please note that dates are subject to change at UC’s discretion.
	Release of RFI
	August 10, 2010

	RFI Respondent’s Questions Deadline
	4:00 p.m. PDT - September 16, 2010

	UC Response to Questions
	4:00 p.m. PDT – September  24, 2010

	RFI Respondent’s Intent to Respond Due
	4:00 p.m. PDT – September 30, 2010

	Responses Due
	4:00 p.m. PDT – October 12, 2010

	Notify finalists for Finalist Presentations
	4:00 p.m. PDT – October 20, 2009

	Potential Contract Award
	December 1, 2010


UC does not guarantee the above schedule and reserves the right to modify this schedule to best meet its needs.  
6.0 RFI RESPONDENT INSTRUCTIONS

6.1 Notice of Intent to Respond
A prospective RFI Respondent intending to submit a response should submit a completed Notice of Intent to Respond, Attachment 6, on or before the date indicated on the RFI schedule above. The notice should name the RFI Respondent's principal representative for the remainder of the RFI process; provide full contact information (office address, telephone number(s) fax number, and e-mail address). The Notice of Intent to Respond must be submitted to the RFI Administrator named on the cover page to the RFI. 
6.2 REQUIRED ANSWERS
The following questions are designed to provide UC with a solid understanding of your products, processes, and capabilities as a potential supplier of Audit and Recovery services.  You are asked to answer all questions thoughtfully and fully.  UC is looking for responses well beyond your ordinary marketing and sales materials and asks that you refrain from including standard promotional pieces as your answers.
6.2.1
Audit and Recovery Lifecycle
6.2.1.1
Provide a copy of a typical project plan for Audit and Recovery services.  Please supply any standard documentation that supports your project plan.
6.2.1.2
Describe your project start-up:  implementation, introductions, initial implementation, and training.
6.2.1.3
What information will you request from UC and in what form?  What are the system requirements for delivery and management of any information required to successfully complete the project?
6.2.1.4
Explain, in as much detail as possible, your methods to audit historical data, identify potential over, duplicate, or incorrect payments, and how your methods ensure recognition and collection of the maximum amounts available.
6.2.1.5
Describe your communication process to recover over, duplicate or incorrect payments once identified.  Supply copies of any standard correspondence that you use to request recovery of funds.
6.2.1.6 How do you track and follow-up on requests to recover over, duplicate or incorrect payments?  
6.2.1.7 Within the lifecycle of your Audit and Recovery work, explain your standard separation of duties between your firm and UC.  What functions and actions will you call on UC to support and when?  How much time will you spend on-site at Campus locations versus the work performed at your own facilities?  What support do you need from a Campus to be efficient and successful?
6.2.1.8 Will you process all 10 Campus locations simultaneously or one (two, three…) at a time?  What is your expected project duration start to finish (as best as you can estimate)?
6.2.1.9 Describe your reporting to UC.  What reports do you provide weekly, monthly, quarterly to inform UC of your progress and success?  Please provide copies of any standard reports.  Explain what information is available on-line and what information is available by written reports.
6.2.1.10
Explain all support functions you expect UC to deliver to the project.
6.2.2
UC does not permit any of its data to be sent off-shore or accessed by off-shore contractors or sub-contractors. Confirm that your firm can and will work within these strict guidelines and all others set forth in Appendix DS attached to this RFI.
6.2.3
Provide access to a demonstration website to allow UC to review and familiarize itself with your on-line tools and reporting.
6.2.4
Describe your hiring, training and licensing/accreditation processes used to ensure that all employees are highly skilled and efficient when working on an Audit and Recovery project,  Are your employees who have access to confidential client data bonded, and do you complete thorough background checks before hiring and granting access to client data?
6.2.5
Describe in complete detail the processes you use to protect confidential client data.  How do you store data and keep it safe?  How do you prevent any potential loss of data to internal or external sources? Explain your policies regarding use of client data within your firm.  How do you ensure that employees do not remove client data from your premises or misuse that data in any manner?   
6.2.6
If your firm is awarded a contract, will the UC be your largest client?

6.2.7
Describe any planned events between now and December 31, 2011 that may affect your firm’s ability to complete a UC Audit and Recovery project (either favorably or unfavorably).  Do you plan to introduce any new software or hardware that will increase your efficiency and capacity?  Are you the subject of any litigation that could distract your firm from a UC project?  Do you plan any acquisitions or mergers that would change your capacity or ability to complete a UC project?  Are any management or ownership changes scheduled that may improve or detract from your ability to execute on a UC project?
6.2.8
Supply three (3) references of businesses, universities or governments presently using your services. These references should be similar to UC in size and complexity.  Please include: contact names, addresses, telephone numbers, and e-mail addresses for each reference; please also provide a description of the current and past scopes of work for the references.
6.2.9
Clearly state which services listed in Section 1.3 are offered by your firm.  Identify which services are your first- and second-tier competencies. Explain any limitations you have providing any of the services to the UC.
6.3 VENDOR Correspondence/NotificationS
6.3.1 Correspondence/Notifications: 
All correspondence regarding this RFI must be written, not verbal, and delivered by United States Postal mail, overnight courier or e-mail.  

All Respondents must submit the name and contact information for one (1) single-point-of-contact for all RFI correspondence.  From the time that your firm names its single-point of contact until an award is announced, all RFI correspondence must exchange only between the designated single-point- of-contact and the UC RFI Administrator, whose contact information appears on the cover page of this RFI.

This single-point-of-contact approach must be strictly followed and will be monitored to ensure equal, fair, and consistent distribution of relevant information and RFI updates to all prospective RFI Respondents.
6.3.2 Vendor Questions & UC Answers
All inquiries, questions, and requests for clarification of the contents of the RFI must be in writing and addressed to the UC RFI Administrator on or before 4:00 p.m. PDT, September 16, 2010.
When UC’s response to an inquiry constitutes a modification or addition to the original RFI, the reply will be issued in the form of an amendment to the RFI. All inquiries must include:

1. You company's name, address and telephone number

2. A clear and concise question

3. References to specific sections and sub-sections within the RFI
4. Reference the UC RFI number in all correspondence
Answers to questions submitted by any RFI Respondent will be distributed to all RFI Respondents without reference to the inquirer’s identity.  
6.4 Modifications of the RFI

Modifications and clarifications to the RFI document may be made only by UC.  Any modification will be issued either as an amendment to the original document or as a “Q&A” clarification and posted to the UCOP Strategic Sourcing Website at:

 http://www.ucop.edu/purchserv/rfp/welcome.html 
It is the responsibility of each Respondent to frequently check this website for amendments, notifications, and answers to questions. E-mails regarding updates to the website will not be sent.
UC may extend the due date for all Respondents due to significant revisions or amendments.  UC reserves the right to withdraw or cancel the RFI at any time and subsequently re-issue the RFI in the same or modified format.

6.5 RFI RESPONSE ACCEPTANCE
The RFI Response must be complete, submitted on the forms provided or in the format indicated, and comply with all specifications and legal requirements set in this RFI.

UC reserves the right to reject any RFI submissions which are:

· Incomplete or non-responsive
· Generally unprofessional
· Late 
If, at any time, it is found that a person, firm or corporation in his/her/its response to this RFI, or to which an Agreement has been awarded, has colluded with any other party or parties, UC reserves the right to reject the proposal(s) and/or terminate any Agreement(s) so awarded and all parties involved in the collusion shall be liable to UC for all losses or damages which UC may suffer.

6.6 Withdrawals or Modifications of PROPOSALs

Once submitted, proposal documents may not be modified.

Proposals may be withdrawn.  To do so, submit a written request to that effect on company letterhead and signed by an authorized representative of your company to the UC RFI Administrator.
6.7 Submittal Costs

UC is not liable for any costs incurred by prospective Respondents.  Each Respondent is responsible for all costs associated with information, proposals, evaluations, materials, visitations, and demonstrations. UC will not reimburse Respondents to this RFI for costs incurred in preparation of their response.

6.8 Disclosure of Records/Confidentiality of Information

Response(s) which are incorporated into any resulting contract(s) with the UC may be subject to the State of California Public Records Act (CA State Government Code 6250, et. seq.).  This Request for Information, together with copies of all documents pertaining to any award, if issued, shall be kept for a period of five (5) years from date of contract expiration or termination and made part of a file or record which shall be open to public inspection.  Certain private, trade secret or confidential information may be considered exempt from the California Public Records Act.  Any trade secret or company confidential information submitted as a part of this response should be clearly marked “Trade Secret Information” or “Confidential Information.”  

Should a request be made of the UC for access to the information designated “Trade Secret Information” or “Confidential Information” by the RFI Respondent and, on the basis of that designation, UC denies the request, the RFI Respondent may be responsible for all legal costs necessary to defend such action if the denial is challenged in a court of law.
7.0 Response To RfI 

7.1 Instructions for Responding to this Request for Information:
· Answers should be provided in a Word Document that is set up in the following order:
-     The Response Cover Sheet
-
The Questions found in Section 2.0 with your answers following each question
-
The Fee Structure/Rate Card
-
Any attachments you feel help showcase the talents of your firm related to your experience in this industry 
· Answers should be as brief as they can be, while also being full and complete.
· Attachments may be necessary for some questions to further clarify or illustrate a response.  In those cases, please scan those documents, use some widely accepted method (such as Exhibit Number ___ for answer ___ or page numbers) to make it easy for the evaluators to find the referenced attachment.
· Hard Copy response documents, both the Original and the requested copies, must be printed double sided on no less than 30 percent post consumer waste paper, divided into the appropriate sections, submitted in binders and organized exactly as in this document. Please include a Table of Contents at the beginning of the document.   
7.2 Response Cover Sheet/Respondent Identification and Classification
Provide a cover sheet for your response, which contains:

The following text: Response to University of California #UCOP/Accounts Payable Recovery Services RFI/2010 
· Company name and address for primary U.S. location or headquarters 
· Company primary contact name and title

· Primary contact telephone number, fax number and e-mail address (and mailing address if different from above)

· Signature of a representative of your company duly authorized to enter into responses that could result in a contract

NOTE: Only the Original response, submitted to the UC RFI Administrator, should contain the original signature of your company’s representative.  All additional copies should have copies of the Original response cover page.
8.0 RFI Respondent Checklist

This section is provided in the interest of making it easier to submit a complete RFI package.  Please review all items (as noted below), in your RFI packages prior to submission of your response.

On or before the RFI Due Date please provide the following:

· One original RFI response – One hardcopy and the other on a CD-ROM submitted by certified or overnight mail

· All files and attachments as stated in the RFI including:
· A completed UC Business Information Form 

· (If applicable) Certification by the U.S. Small Business Administration
· Certificate(s) of Insurance as required in the sample Professional Services Agreement
· A completed Response Cover Sheet

Send as follows:
Alan Moloney


Director, Strategic Sourcing

University of California

Office of the President


1111 Franklin Street, 10403


Oakland, CA  94607

� EMBED Unknown ���








� The Office of the President is located in Oakland, California.


� Expect to review twelve (12) months of disbursements at each Campus but the final scope of analysis will be defined by negotiations with each individual Campus.
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