University of Houston - Clear Lake 

Commodity Code: 946-33
Notice of Request for Proposal

In compliance with Chapter 2254, Texas Government Code, the University of Houston - Clear Lake furnishes this notice of request for proposal.   The University of Houston - Clear Lake seeks proposals from a firm to provide debt collection services for collecting unpaid student accounts.  The University invites firms with demonstrated expertise, experience, and success in collecting unpaid student accounts to submit comprehensive responses to this request for proposal.  Interested parties are invited to express their interest and describe their capabilities on or before Wednesday, September 17, 2008, at 3:00 p.m.    

The term of the contract is to be for a four (4) year period beginning on or about November 1, 2008 and ending September 30, 2012, subject to one (1) year renewal option.  Further technical information can be obtained from Mr. John Cordary, Associate Vice President, Finance, at cordary@uhcl.edu or 281-283-2135.  All proposals must be specific and must be responsive to the criteria set forth in this request. 


SCOPE OF WORK: The firm that is selected for award will assume responsibility for all of the following, without limitation:

(a) collecting Accounts referred by the University;

(b) complying with all federal and state law and regulations and Board of Regents and University policies and procedures applicable to collection of Accounts and to confidentiality of student information; 

(c) monitoring all acts and/or omissions related to Services, in order to ensure compliance with all terms and conditions set forth in this RFP and in any contract that results from the University's selection of a the firm;

(d) maintaining an accurate, complete, and current data base of information regarding Accounts referred by the University;

(e) upgrading and patching the firm's and/or the University's information University capabilities, such that the University is able to electronically transmit and receive information to and from the firm's;

(f) generating reports and financial statements, in formats acceptable to the University, about Accounts assigned by the University for collection; and 

(g) maintaining a surety or fidelity bond throughout the duration of any contract for Services that is executed between the firm and the University. 

INFORMATION ABOUT THE UNIVERSITY OF HOUSTON - CLEAR LAKE: The University is a state institution of higher education located in an urban, metropolitan environment.  A premier teaching institution, our campus serves nearly 7,800 students.  The University has four (4) colleges and offers a host of undergraduate, graduate, and professional degree programs in a variety of disciplines; courses are conducted throughout most of the calendar year.   

GENERAL INSTRUCTIONS: Submit one (1) original and two (2) copies of your proposal in a sealed envelope to: Ms. Debra Carpenter Executive Director Procurement & Payables, University of Houston - Clear Lake, 2700 Bay Area Boulevard, Bayou Building Room 2123, Houston, Texas 77058-1098 before Wednesday September 17, 2008 at 3:00 PM. The original shall be prepared on a word processor and formatted in at least 10-point-font that is clearly readable.  The copies shall be of good, readable quality.  

COMPLIANCE WITH RFP REQUIREMENTS:  By submission of a Proposal, a Proposer agrees to be bound by the requirements set forth in this RFP.  The University, at its sole discretion, may disqualify a Proposal from consideration, if the University determines a Proposal is non-responsive and/or non-compliant, in whole or in part, with the requirements set forth in this RFP.

SIGNATURE, CERTIFICATION OF PROPOSER:  The Proposal must be signed and dated by a representative of the Proposer who is authorized to bind the Proposer to the terms and conditions contained in this RFP and to compliance with the information submitted in the proposal.  Each Proposer submitting a Proposal certifies to both (i) the completeness, veracity, and accuracy of the information provided in the Proposal and (ii) the authority of the individual whose signature appears on the Proposal to bind the Proposer to the terms and conditions set for in this RFP.  Proposals submitted without the required signature shall be disqualified. 

OWNERSHIP OF PROPOSALS: All Proposals become the physical property of the University upon receipt.

USE, DISCLOSURE OF INFORMATION: Proposers acknowledge that the University is an agency of the State of Texas and is, therefore, required to comply with the Texas Public Information Act.  If a Proposal includes proprietary data, trade secrets, or information the Proposer wishes to except from public disclosure, then the Proposer must specifically label such data, secrets, or information as follows:  "PRIVILEGED AND CONFIDENTIAL -- PROPRIETARY INFORMATION."  To the extent permitted by law, information labeled by the Proposer as proprietary will be used by the University only for purposes related to or arising out of the

  (i) evaluation of Proposals,

 (ii) selection of a Proposer pursuant to the RFP process, and

(iii) negotiation and execution of a Contract, if any, with the Proposer selected.

RESCISSION OF PROPOSAL: A Proposal can be withdrawn from consideration at any time prior to expiration of the Deadline for Proposals pursuant to a written request sent to Ms. Debra Carpenter.

REQUEST FOR CLARIFICATION: The University reserves the right to request clarification of any information contained in a Proposal.

QUESTIONS BY PROPOSERS:  The deadline for questions submitted by Proposers is 12:00 PM CST on September 5, 2008.  The University will accept no questions after this date.  Questions must be submitted in writing; the question, written University response, and addenda, if any, related to the RFP will be distributed no later than Tuesday September 9, 2008 at the close of business at 5:00 p.m. to all Proposers who have submitted questions.  If the University determines a question has been sufficiently answered in the RFP, the inquiring Proposer will be referred to the relevant section of the RFP.  Questions must be emailed to Ms. Debra Carpenter at carpenter@uhcl.edu.

ADDENDA TO THE RFP: Each Proposer will be provided with copies of University-approved addenda, including amendments, if any, to the RFP.  If and as necessary, as determined by the University, Proposers will, in turn, be allowed time to revise or supply additional information in response to such addenda.

PRE-PROPOSAL CONFERENCE: There will not be a pre-proposal conference.

COMMUNICATIONS WITH UNIVERSITY PERSONNEL: Except as provided in this RFP and as is otherwise necessary for the conduct of ongoing University business operations, Proposers are expressly and absolutely prohibited from engaging in communications with University personnel who are involved in any manner in the review and/or evaluation of the Proposals; selection of a Proposer; and/or negotiations or formalization of a Contract.  If any Proposer engages in conduct or communications that the University determines are contrary to the prohibitions set forth in this section, the University may, at its sole discretion, disqualify the Proposer and withdraw the Proposer’s Proposal from consideration.

EVALUATION OF PROPOSALS: The Proposals will be reviewed in accordance with the criteria set forth in this RFP.  Proposals that are

  (i) incomplete,

 (ii) not properly certified and signed,

(iii) not in the required format, or

 (iv) otherwise non-compliant, in whole or in part, with any of the requirements set forth in this RFP may be disqualified by the University. 

INFORMATION REQUESTED: Each firm must respond fully and accurately to all requests for information and/or documentation sought by this RFP.  Each firm must provide information about all of the following in support of its Proposal:

(A) Business: Financial Information:

      (i) Provide current DBA name and registration of the firm;

     (ii) Provide any other names under which the firm has operated/performed collection services (include the reason(s) for the name changes); 

    (iii) Describe your form of legal entity (sole proprietorship / corporation/ limited partnership/partnership);

     (iv) Provide name(s) of owner(s); partners; limited partners, or shareholders (if an S corporation); 

      (v) Provide, as applicable, name of parent corporation / entity; 

     (vi) Provide location(s) of corporate office(s)/regional office(s)/local office(s);

    (vii) Provide name(s), title(s), phone number(s), and fax number(s) of main contact(s) to be assigned as account representative(s) to University and their experience in the industry and tenure with your company; 

   (viii) Insurance carriers(s), types, and amounts of coverage currently maintained by Proposer; 

     (ix) Include your most current financial statements;

(B) Services, Reports, and Billing:

      (i) Describe the services the Proposer is able to provide;

     (ii) Provide examples of reports provided to customer; 

    (iii) Provide examples of letters sent to debtors;

     (iv) Describe other collection services the firm is able to provide to the University;

      (v) Describe your policies and procedures for handling complaints about personnel/collection activities as well as ensuring confidentiality and privacy of information pertinent to accounts referred for collection;

     (vi) Describe your information University's, including capabilities, both present and future, for storage, processing, transmittal, receipt, and retrieval of University collections data, and interaction/communication/reporting capability; 


(C) Fees: 
      Please provide a fee schedule for the services that will be provided in accordance with the terms of this request for proposal; 

(D) Experience: 

      (i) Provide an overview of your firm, including whether you would be considered a local, regional, or national firm and the demographics of your client base;

     (ii) Describe the resources available to your firm to aid in the recovery of the bad debts; 

    (iii) Indicate the number of years The firm has performed collection services; 

     (iv) Describe your experience with collection services and, more specifically, for colleges or universities;

      (v) Provide a list of college or universities for whom you perform tuition and fee debt collection services;

     (vi) Provide the number and dollar amount of accounts currently under contract  segregated by type of account;

    (vii) Provide the percentage of accounts collected by the firm and time frames during which such collections were accomplished;

   (viii) Provide a description of the qualifications and experience of those engaged in debt collection activities; 

     (ix) Indicate the number of accounts typically assigned to any one collector;

      (x) Describe the ongoing training required of personnel engaged in collection activities;

     (xi) Describe the procedures background/security checks performed on personnel engaged in debt collection activities;

    (xii) Indicate whether you intend to subcontract any aspect of the collection services and if so the service and vendor identified;


(E) References:
 Provide three (3) references (must be from universities of higher education of similar size in terms of student enrollment) for whom the firm currently provides tuition and fee collection services, with names, titles, and phone numbers of contacts; 


(F) Legal Information:  
Is your firm, or any professionals employed by your firm, currently a defendant in any criminal proceedings or under criminal investigation, or being subject to any proceedings involving alleged securities violations; or any administrative action, including state and or federal regulatory agency proceedings, which resulted in censure or the suspension or revocation of any licenses?  If yes, please describe.   


DISCUSSIONS WITH PROPOSERS: The University may conduct discussions and/or negotiations with any Proposer that appears to be eligible for award ("Eligible Proposer") pursuant to the selection criteria set forth in this RFP.  In conducting discussions and/or negotiations, the University will not disclose information derived from Proposals submitted by competing Proposers, except as and if law requires disclosure.

MODIFICATION OF PROPOSALS: All Eligible Proposers will be afforded the opportunity to submit best and final Proposals if

(a) negotiations with any other Proposer result in a material alteration to the RFP and

(b) such material alteration has a cost consequence that could alter the Proposer's quotations regarding rates for Services.

SELECTION OF PROPOSER: The Proposer or Proposers selected for award will be the Proposal, as presented in response to this RFP and as determined by the University in accordance with the evaluation criteria set forth in this RFP, to be the most advantageous to the University.   As a result of this RFP the University reserves the right to award to multiple vendors if it is in the University’s best interest. Proposers acknowledge that the University is not bound to accept the lowest-priced Proposal.

EVALUATION OF PROPOSALS: Submission of a Proposal indicates the Proposer's acceptance of the evaluation process set forth in this RFP and the Proposer's acknowledgement that subjective judgments must be made by the University in regard to the evaluation process.

CRITERIA FOR EVALUATION: Evaluation of Proposals and award to the Selected Proposer will be based on the following factors, as weighted and listed as follows: 

 (i) Demonstrated ability of the Proposer to fulfill current and predicted System needs (40%);

(ii) Stability and success of the Proposer's business profile (40%); and

iii) Rates for Services quoted (20%).

NOTE: The University may also consider other information it deems relevant to the selection of a Contractor.

TERMINATION: This Request for Proposal in no manner obligates the University of Houston - Clear Lake to the eventual purchase of any services described, implied or which may be proposed until confirmed by a written contract.  Progress towards this end is solely at the discretion of the University of Houston - Clear Lake may be terminated without penalty or obligation at any time prior to the signing of a contract.  The University of Houston - Clear Lake reserves the right to cancel this RFP at any time, for any reason and to reject any or all proposals.
