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State of Wisconsin Investment Board
Records Information Management Consulting
Request for Information (RFI)
091108-SC



Issued:  September 26, 2008



Responses Due:  October 10, 2008, 2:00 PM CST







Questions concerning this RFI should be directed to:
Sharon Cunningham, Records Officer
State of Wisconsin Investment Board
Email: sharon.cunningham@swib.state.wi.us



I.   Introduction

The State of Wisconsin Investment Board (SWIB) is issuing a request for information (RFI) from consultants having qualifications and experience to assist SWIB in refining its records management program.  SWIB desires a consultant who is able to assess the current status of SWIB’s program relative to best practices for investment organizations and applicable program and legal requirements, identify program gaps, and recommend methods, processes and approaches to upgrade the program.   

Background Information.  

The State of Wisconsin Investment Board (SWIB) is charged with the responsibility of investing the assets of the Core Retirement Investment Trust (Core Fund) and the Variable Retirement Investment Trust (Variable Fund) of the Wisconsin Retirement System as well as several smaller trusts serving the State of Wisconsin and local municipalities. As of December 31, 2007, assets under management totaled approximately $93.7 billion. 

The Core Fund, the primary retirement fund, is a fully balanced fund containing public equity, public fixed income, real estate, private equity, and multi-asset classes, totaling approximately $80.7 billion as of December 31, 2007. The Variable Fund is an all public equity fund, totaling approximately $7.1 billion as of December 31, 2007.  Exhibit A includes a copy of the latest Annual Report.

SWIB is vested with authority to manage trust fund assets under Chapter 25 of the Wisconsin State Statutes. The members of the Board, in conjunction with the Executive Director, who serves at the pleasure of the Board, determine policies and make decisions concerning the administrative and investment operations of the Fund. 

All employees work in SWIB’s offices in downtown Madison, Wisconsin.  SWIB also contracts with external fund managers and outside advisors.
II. Scope of the Request

Vendors are asked to provide a written response to the questions in the Vendor Response Section of this document that address SWIB’s objectives.  SWIB may then request a meeting in our offices for a more in-depth discussion of the response.  After we have gathered adequate information, we will determine the exact scope of the engagement and may send out a targeted RFP with a more specific list of deliverables.

This request for information is not intended to result in a contractual relationship.

Applicable Program Requirements:
· Satisfy state records retention requirements;
· Readily tag and retrieve information required in response to litigation or freedom of information act requests;
· Conform to Chartered Financial Analyst (CFA Institute) standards; 
· Develop and implement well-defined ways for investment staff to handle, save and dispose of electronic and paper information and records that are part of the investment process;
· Assist the entire organization in more efficiently managing e-mail, other correspondence, contracts and other records in electronic or paper form.

Desired Records Management Program Improvements:
· Complete inventory and classification of agency-wide record series;
· Assessment of applied retention schedules; 
· Annual training and education of staff;
· Updated management policy, to include a clear definition and illustrations of records, and periodic review of policy; 
· Mitigation of risk associated with litigation;
· Development of electronic records management tools(s).

Objectives to be addressed by the consultant (preliminary scope of project):
· Best practices in records management at investment or financial organizations similar in size, mission, and methodology;
· Systems/processes commonly used for records management in like organizations;
· Assessment of SWIB’s business processes and comparison to industry best practices;
· Assessment of organizational roles as they apply to accountability for records identification, maintenance, and retention;
· Assessment of electronic systems utilized across agency work groups;
· Assessment of electronic records management tools;
· Identification of all applicable state and federal regulations;
· Assessment of compliance monitoring and best practices; 
· Assessment of records management workflow and improvement recommendations;
· Assessment of resource requirements, current and future.


III. RFI Responses

Interested vendors should submit a response answering the questions in section IV. Vendor Response. Responses should be no longer than 30 pages. Responses may be submitted electronically (preferred) in either Office XP, Office 2007 or Adobe Acrobat formats. Written responses will be accepted if electronic is not possible. The responses to the requested information and any supplemental materials should be returned to the following address no later than October 10, 2008 at 2:00 PM CDT.

sharon.cunningham@swib.state.wi.us

OR


Common Carrier:	US Postal:
State of Wisconsin Investment Board	State of Wisconsin Investment Board
Attn: Sharon Cunningham	Attn: Sharon Cunningham
121 E. Wilson Street	PO Box 7842
Madison, WI 53703	Madison, WI 53707-7842


IV. Vendor Response

Vendors submitting a response to this RFI should answer the following questions. Additional information regarding your records management consultation service is welcome. Responses should be no longer than 30 pages, organized into the following sections.

COMPANY INFORMATION
1. Introduce your organization (e.g., parent, age, size, number of customers, offices, number of employees, etc.). Please include ownership structure.
2. Identify contact name(s) and information for questions we might have concerning this information and the products and services you offer.
3. List any relevant web sites for your company and its offerings.
4. Describe your services strategies, including markets served. Include information regarding any strategic partnerships or alliances with other technology or service organizations.
5. Identify major customers that use your services and are willing to serve as a reference. Please provide the appropriate contact information. We are especially interested in public pension funds and state governments. Large corporate client references are also acceptable. 
6. Discuss the number of staff that would be assigned to the project and educational background and experience related to investment-related records management.

PROCESS AND APPROACH INFORMATION
7. Explain what your firm can do to help SWIB with this project.  Outline the approach your firm would take to meet SWIBs objectives.  Specify timelines and SWIB resource requirements. 
8. Identify experience with objectives listed in the Scope of Request section.  
9. Indicate whether and to what extent your firm has peer group data on records management practices.
10. Discuss value in visiting other public pension funds or similar organizations to view their programs and ask them questions and recommend firms to visit.  Indicate your firm’s willingness to arrange and coordinate agendas for these meetings. 
11. Describe similar projects that you have completed, including the names of the clients and a contact/reference.
12. Indicate whether your proposal includes a risk assessment.  Explain.

PRICING INFORMATION
13. Provide estimate of project costs and elements of your firm’s pricing model.

Timetable:

RFI responses due to SWIB by October 10, 2008 2:00 pm CST.
Tentative on-site meeting dates: October 27 - October 30, 2008
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