REQUEST FOR QUALIFICATIONS

FOR

INSURANCE BROKERAGE SERVICES

Overview

The Philadelphia Housing Development Corporation (“PHDC”) is a nonprofit corporation organized and existing under the laws of the Commonwealth of Pennsylvania.  Its purposes include, but are not limited to, the promotion of sound community development and growth in the City of Philadelphia and the development and rehabilitation of housing for low and moderate-income people.  

I.
OBJECTIVES

PHDC is issuing this Request for Qualifications (“RFQ”) in order to procure a qualified professional firm (Broker) to provide services that will include, but not be limited to: insurance brokerage, insurance administration, loss control and other related miscellaneous services (the “Services”) to PHDC.  The respondent shall demonstrate its capability to adequately meet the demands of PHDC with respect to the requirements of this RFQ.  At its discretion, PHDC may contract with one or more Brokers who will perform and supply all the Services requested pursuant to this RFQ.

II.
RFP PACKAGE

This RFP package shall set forth the information required to be submitted and describe the process used and rights of PHDC with regards to the process.  This RFP package shall consist of the following documents, which are attached hereto: 

· A description of the services and work to be provided by the selected respondent (Scope of Services);

· Qualifications Form

III.
CONTRACT WITH PHDC 

1. The selected Broker(s) shall be able to commence responsibilities for the insurance brokerage services on or about April 1, 2011.  The selected Broker(s) shall negotiate and, assuming the parties agree on terms, enter into a contract with PHDC (the “Contract”).

B.  
Term


The Contract will be for twelve (12) months with options to renew by PHDC for up to two (2) additional twelve month periods or any portion thereof.

C.    
Compensation and Fees


The amount of compensation will be determined by PHDC based upon the responses received.

D. General Terms and Conditions

 
The Contract shall be subject to certain general terms and conditions which cover, but are not limited to, the following:

1. Administrative requirements;

2. Conflicts of interest;

3. Insurance requirements; and

4. Diversity participation.

IV.
CONTENT OF RESPONSE
A.
All responses must be written, complete and address all requested information set forth in the RFQ.  The submission deadline for such responses is 4:00 p.m. on Friday, March 4, 2011.

B.
The outline of services set forth in the Scope of Services is an outline of the minimum services required by PHDC.  In its submission, each respondent is encouraged to provide alternative or additional services and innovative business propositions for services in accordance with the requirements of the RFQ.  A qualified Broker(s) will be selected by PHDC on the basis of their qualifications as determined by PHDC and its representatives.  Interested Brokers are not permitted to contact any markets.

V.        GENERAL

A.
Interested Brokers are not permitted to contact any markets.  Market contact will constitute an event of disqualification and automatically eliminate a Broker from consideration.

.

B.
PHDC reserves the right and may exercise one or more of the following rights and options with respect to this RFQ:  

1. accept one or more submissions; 

2. reject any or all submissions; 

3. use criteria other than price in determining the Broker(s) with which it will contract; 

4. supplement, amend or otherwise modify this RFQ; 

5. cancel this RFQ with or without the substitution of another RFQ; 

6. issue additional or subsequent solicitations for qualifications or proposals;

7. conduct investigations with respect to the qualifications of any Broker;

8. change any time for performance set forth in this RFQ; 

9. waive any non-compliance of any submission with the requirements of this RFQ; 

10. negotiate with one or more Brokers; and/or

11. all of the above as PHDC, in its sole judgment, may deem to be in its best interest.

SCOPE OF SERVICES
The successful Broker(s) shall provide insurance brokerage, insurance administration, loss control and other related miscellaneous services to PHDC. 

A.  Required Insurance Coverage

For each year of any contract with PHDC, and the selected Broker(s) shall provide insurance brokerage services required for PHDC’s insurance program, including, but not limited to, the procurement of necessary insurance coverage. 

The conceptual contract for insurance brokerage services shall recommend, among other things, the structure of the insurance of self-insurance, appropriate coverages, limits and deductibles to be carried.  Broker shall provide his/her recommendations and estimates as to, among other things, cost, available ratings plans, deductible options, and coverage enhancements.

B.  Related Insurance Services


1.
Design, Marketing and Implementation


Develop policies and coverages to protect PHDC and, when necessary, the City of Philadelphia and its consultants, contractors, subcontractors and clients.

Perform all necessary insurance marketing services including, but not limited to, the following:

a.
Finalization of manuscript policies and preparation of all 

materials required in connection with soliciting insurance 
carriers.

b.
Development of criteria for an identification of qualified insurers and, when appropriate, reinsurers, giving due consideration to all reasonable insurance markets throughout the world, including, but not limited to, domestic stock and mutual companies, reciprocals, Lloyds, foreign companies and other markets.  No insurance carrier shall be utilized that is not acceptable to PHDC.

c.
Solicit proposals from insurance carriers, review and evaluate proposals submitted, and make recommendations to PHDC as to such proposals.

d.
Assist in negotiation of the terms of insurance policies.

e.
Place, cancel and otherwise handle all placements, binders, policies and endorsements.

f.
Review policies upon receipt to verify conformance to the specifications and negotiations and request and monitor required changes.



2.
Manual Preparation and Revision for Coverage in Place




Prepare and revise for the approval of PHDC all manuals necessary to assure the proper functioning of PHDC’s insurance program, including but not limited to:



a.
Information as to the scope and limits of insurance policies for PHDC consultants, contractors and subcontractors.

b.
Detailed claims and loss procedures.

c.
Defining the responsibilities of all parties participating in the program.




3.
Policy Administration and Maintenance
a.
Review and approve all premium audit statements and invoices, including verification of all premiums, and provide notices of changes in premiums or terms and conditions, cancellation and all communications from insurers.

b.
Review and process riders, exceptions and other changes to insurance policies, including, without limitation, explanation and recommendations to PHDC.



c.
Issue required certificates of insurance to all insured parties.

d.
Review certificates of insurance to determine their conformance with all requirements and maintain a current file of all such certificates of insurance.

e.
Provide advice to PHDC, including, without limitation, assistance in connection with litigation or other proceedings for the settlement of disputes.

4.
Risk Management Program





Continue to design, develop, implement, modify and administer PHDC’s risk management program, including, but not limited to, the following:

a.
Policy Reviews:  Assist PHDC in the review and development of provisions in contractual agreements relative to PHDC activities.

b.
Contract Reviews:  Assist PHDC in the review and development of provisions in contractual agreements relative to insurance, liability and risk allocation.

c.
Loss Exposures:  Periodically review and identify changes in loss exposure.

d.
Plan:  Assist PHDC in the development of a written risk management plan that covers financial and operational policies and procedures.

5.
Loss Prevention Program

Assist PHDC in establishing, implementing, administering and monitoring a safety and loss prevention program.

6.
Claims Management

Assist PHDC in the investigation of losses and processing of claims.

7.
Risk Management Information System

Design and implement an information system for PHDC to gather, record and report data relating to injuries to persons and damages to property, and all related costs, claims and settlements.  Prepare such reports, explanatory booklets, studies, plans, manuals, policies, rate determinations and analyses as may be necessary or desirable or as may be requested by PHDC in connection with its insurance, risk management and safety and loss prevention program.

8.
Miscellaneous Insurance Services

Assist in administering the insurance program by reviewing the adequacy and limits of insurance coverages.  Maintain and update insurance policies, insurance, risk management and safety and loss manuals and the risk management information system.  Provide insurance administrative services as needed, including, but not limited to, policy placement, certificate issuance, claims processing and premium administration.  

C.  Other Requirements
1.
Oversight, Meetings and Reports

Attendance at meetings at the request of PHDC is expected. The PHDC 
insurance program is administered by the PHDC Legal Department.  Accordingly, the selected Broker(s) shall report to PHDC’s General Counsel. However, 
interaction with PHDC’s Executive Vice President, other executive staff and some general staff members should be expected. PHDC does consult with the staff of the City of Philadelphia Risk Management Division on insurance matters and, therefore, interaction with members of that staff may also occur.

2.
Personnel

The selected Broker(s) shall designate an account manager who shall have overall responsibility for supervision of the Broker’s(s’) performance of this program.  The account manager shall give prompt attention and regard to the instruction, directions and requests of PHDC.  The Broker(s) shall also assign a team of qualified account management, loss control, claim support and risk management staff to provide services outlined herein.

The Broker(s) shall represent that the individuals identified in the submission to PHDC are its full time employees and will be assigned to complete the Broker’s(s’) obligations under this Agreement.  Should Broker(s) propose to replace or substitute any individual(s) previously identified, advance notice shall be provided by the Broker(s) to PHDC so as to permit PHDC a reasonable amount of time to review the qualifications of the proposed personnel before they begin to provide any services.  Any proposed replacement or substitution shall possess like or comparable qualifications to the prior personnel.  PHDC reserves the right to disapprove any such replacement(s) or substitution(s).

3.
Record Keeping

All reports, calculations, estimates and other documents, data or information prepared by the Broker(s) pursuant to the Scope of Services shall remain the property of PHDC and the Broker shall not have the right to use, duplicate or disclose such data or materials, in whole or in part, in any manner and for any purpose whatsoever, without the prior approval of PHDC.

The Broker(s) shall maintain books, records and other compilations of data pertaining to the performance of the provisions and requirements of any contract with PHDC to the extent and in such detail as shall properly substantiate claims for payment thereunder.

All such records shall be maintained for a period of six (6) years, or for longer periods if specified in a contract with PHDC.  All retention periods start on the first day after final payment under the contract.  If any litigation, claim, negotiation, audit or other action involving the records is commenced prior to the expiration of the applicable retention period, all such records shall be maintained until completion of the action and resolution of all issues resulting therefrom or the end of the applicable retention period, whichever is later.

All such records shall be available to PHDC at each selected Broker’s office during normal business hours upon reasonable notice given to the Broker(s), and copies will be provided to PHDC upon request by PHDC.

4.
Minority, Women and Disabled Owned Business Enterprise 
Compliance

It is the policy of PHDC to engage firms who are committed to diversity participation and equal opportunity for minorities, women and the disabled.  In conformance with this policy, Brokers are encouraged to establish subcontracting commitments with minority, women and disabled owned business enterprises (“M/W/DBEs”) on an equitable basis with other firms.  In this regard, we anticipate significant M/W/DBE participation levels.  PHDC 
reserves the right to request this information as well as any additional information at any time prior to the award of the contract.  If Broker(s) fails to detail its best efforts to achieve M/W/DBE participation in subcontracting and employment opportunities, its submission may be deemed incomplete or non-responsive and may be rejected by PHDC.
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QUALIFICATIONS FORM

Contact Person:

Lowell L. Thomas, Esquire

General Counsel

Philadelphia Housing Development Corporation

1234 Market Street, 17th Street

Philadelphia, Pennsylvania  19107

__________________________ acknowledges receipt of PHDC’s Request for Qualifications for insurance brokerage services dated ___________, and hereby submits the following in response thereto:


Instructions:  All items must be completed.  Additional pages, referencing item number, should be attached where more space is required for a full answer.  Charts, diagrams and exhibits may be utilized if desired.

A.

Background Information

1.  Name, address and telephone number of Broker:

2.  Description of Broker’s organizational structure (e.g., corporation, partnership, LLC, etc.)

3.  Confirmation that Broker is currently qualified to do business in the Commonwealth of  Pennsylvania

4.  State of incorporation or organization of Broker

5.  Name, title and business address of person responsible for preparing the response for or on behalf of Broker

6.  Name, title and business address of persons to whom communications respecting the response submitted by Broker should be directed, if different from the person identified in #5 above

B.

Broker’s Experience

1.

Please attach a general statement describing Broker’s size, number of employees, hours of operation and primary business.  Outline Broker’s management and equal opportunity commitment philosophies.

2.

Please attach a description of Broker’s national/local experience in providing insurance brokerage services for governmental/housing authorities or other related entities for which the firm has negotiated and written insurance coverages.  Include dates, locations, scopes of services and a list of three (3) previous contracts requiring work similar to the type identified in the Scope of Services, including the names, titles and telephone numbers of three (3) officials/officers of such clients who PHDC could contact as references.

3.

Please provide a statement and/or information, as well as documentation, regarding Broker’s ability to satisfy state licensing and regulatory requirements.

4.   
Please attach a description of Broker’s financial status in sufficient form and with adequate supporting documentation, to enable PHDC to evaluate the financial qualifications of Broker.  The description and supporting documentation should include, but not be limited to:




a.
Bank references

b.
A copy of the firm’s errors and omissions insurance coverage.  PHDC shall require the successful Broker(s) to provide evidence of errors and omissions (E&O) coverage of not less than five million dollars ($5,000,000).  Such insurance shall extend to any covered act, error or omission in the performance of services under a contract with PHDC committed, or alleged to have been committed, by Broker or any person for whom Broker is responsible.  The certificates of insurance shall be issued by a corporation licensed or authorized by the Pennsylvania Commissioner of Insurance to do business in Pennsylvania.  In the event that the Broker represents that it is partially or wholly self-insured, Broker shall provide evidence (e.g., statement updated to disclose loss contingencies, etc.) which reasonably establishes that it has assets to cover the amount self-insured.  PHDC reserves the right to require, from any Broker representing that it is self-insured, additional information or documentation that substantiates such claim, and may reject as unqualified, any Broker, which in the reasonable judgment of PHDC, cannot document sufficient assets to support the amount of self-insurance claimed.

c.
Broker’s current credit rating information (specify if other than Dunn & Bradstreet).

d.
Broker’s current financial statements and a current audited statement of conditions audited by a certified public account.

e.     
A detailed description of any overdue indebtedness or tax liability currently owed by Broker to any governmental unit or agency, or any outstanding claim or demand related to any such indebtedness.

5.
Please list at least three (3) of the largest carriers used by Broker by line of coverage and premium volume, net of commissions or profit sharing arrangements generated with these carriers.

C.

Broker’s Management Plan

1.    
Please attach information that identifies the person who will serve as     Project Manager, including his or her qualifications, resume, experience in performing and/or managing the work required in the Scope of Services, and a list of three (3) previous contracts in which the person served in a role similar to the project manager identified in the RFQ.  Any such individual shall possess not less than five (5) years of experience in providing work similar to that required under the Scope of Services.

2.   
Please attach information that will identify other personnel who will be assigned to complete the work required under the Scope of Services, indicating the role each will play in completion of the work and including for each person a resume which sets forth his or her qualifications and relevant experience.  Individuals shall have not less than five (5) years experience in providing work similar to that required under the Scope of Services.

3.  

Please identify any potential conflicts of interest of Broker, or any individual or entity associated therewith, that could arise from providing services to PHDC.

4.    

For any work that may be subcontracted by Broker, please identify the subcontractor, the work that may be sub-contracted, the qualifications of the subcontractor to perform the work and three (3) references who may be contacted and can comment upon the subcontractor’s experience in providing work similar to that required under the Scope of Services.

5.
Please attach a detailed proposed work plan for completion of tasks which addresses each component of the work required to be done in the Scope of Services.  The work plan shall identify specific tasks proposed to be performed by Broker, the methodology for completion of the work, personnel assigned to complete each such task and such other information as may be relevant to explaining Broker’s approach to work required to be performed under the Scope of Services.

6.
Please attach a declaration that Broker and its designated subcontractor(s), if any, do not discriminate by race, color, creed, national origin, age or sex in hiring or be placed on the firm’s affirmative action performance.  This declaration must be signed by Broker and any designated subcontractors.  In addition, include information on the utilization of minority group members, women and disabled individuals in the Broker’s workforce in general, and as proposed for this project.

D.

Proposed Pricing


Broker shall submit a description of one or more methods by which it proposes to calculate the fee(s) that it would charge for providing insurance brokerage services to PHDC.  Also, Broker shall indicate the estimated size of its fee(s) or the number of hours expended over three successive years based on the scale of effort you envision for Broker’s role as outlined in this RFQ.

IMPORTANT NOTE:

Policies must be procured net of commission

In view of the varying practices involving compensation, Broker shall state its views on the advantages and disadvantages of customary current fee arrangements.  If Broker recommends additional services not outlined in this RFQ, such services shall be described separately.  Broker shall include an estimated dollar value of any anticipated subcontract, if applicable, including a detailed description of the services to be subcontracted.  Broker shall also identify the subcontractor and set forth the compensation to be paid under any proposed subcontract.

E.

Acknowledgments and Conditions

1.
Broker acknowledges and agrees that it has received, read and agreed to the provisions of this RFQ.  Broker agrees that if its submission is accepted, Broker shall negotiate and, assuming the parties agree on terms, enter into an agreement with PHDC.

2.
Broker acknowledges and agrees that any written response to this RFQ submitted by Broker constitutes a legally binding offer.  A certified copy of Broker’s corporate resolution or other appropriate proof of authority to tender a legally binding offer in response to the RFQ and enter into an agreement with PHDC shall be attached to the submission.

PHDC is soliciting competitive brokerage submissions pursuant to a determination that such a process best serves the interests of the public and not because of any legal requirement to do so.  Broker acknowledges and agrees that it is PHDC’s right to accept or reject any or all submissions, modify or amend with the consent of the bidder any submission prior to acceptance, and waive any informality or effect any agreement otherwise with respect to this RFQ or any submission, all as PHDC in its sole judgment may deem to be in its best interests.






All terms and conditions of the Request for Qualifications






are hereby acknowledged and agreed to:






___________________________________________ 






Broker






By:     _____________________________________ 






Date:  _____________________________________ 




CERTIFICATE OF COMPLIANCE WITH LAWS

Pennsylvania Unemployment Compensation Law

Pursuant to the Laws of the Commonwealth of Pennsylvania, the undersigned hereby certifies under the penalties of perjury that Broker, with ID Number _________________, has complied with all laws of the Commonwealth relating to unemployment compensation contributions and payments in lieu of contributions.

· Compliance may be certified if Broker has entered into and is complying with a repayment agreement satisfactory to the Pennsylvania Secretary of Labor and Industry, or if there is a pending adjudicatory proceeding contesting the amount due pursuant to Pennsylvania Unemployment Compensation Law.

Signed this _______________ day of _______________, 2011.









__________________________________ 









Name of Broker









__________________________________ 









Authorized Signature









__________________________________ 









Name and Title
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