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To be eligible to respond to the RFP, a respondent must meet all applicable requirements within this Minimum Qualifications Checklist. The Minimum Qualifications Checklist must be completed electronically and returned to MCPS and HEK in both an electronic and hardcopy manner. 

	Certifications
	Yes
	No

	Organization / Market Focus 

	1. 
	Respondent certifies that they have over ten (10) years of experience providing administration services to 403(b) and 457(b) plans.
	
	

	2. 
	Respondent confirms that they have at least five (5) current 403(b) and 457(b) clients with an employee population in the 5,000+ range for which they provide administration services.
	
	

	Recordkeeping / Administration

	3. 
	Respondent guarantees that all contributions are invested within 2 business days of funding.
	
	

	4. 
	Respondent shall accept electronic payroll & employee data updates every payroll cycle to a secure site.
	
	

	5. 
	Respondent has the ability to provide reverse payroll feeds.
	
	

	6. 
	Respondent agrees to accept loan repayments via Automated Clearing House (ACH) or payment voucher.
	
	

	7. 
	Respondent has the capability to approve unforeseeable emergency distributions (hardships) and to process Qualified Domestic Relations Orders (QDROs) without MCPS involvement.
	
	

	8. 
	Respondent has the ability to process enrollments online or via a Voice Response System.
	
	

	9. 
	Respondent shall notify participants of amounts due for required minimum distributions and perform all services to distribute required amounts.
	
	

	10. 
	Respondent shall provide a common remitter/administrative service capable of managing legacy vendors and participants will be able to view balances at those legacy vendors online.
	
	

	11. 
	Respondent shall serve as fiduciary to plan participants for any investment advice it offers.
	
	

	12. 
	Respondent shall distribute final benefit packages directly to participants/beneficiaries.
	
	

	13. 
	Respondent certifies that, in the event of a disaster, all operations will be restored within 2 business days following the beginning of the service outage.
	
	

	14. 
	Respondent shall provide a fully functional participant website to access plan documents, forms, account balances, educational information, retirement calculators and to initiate transactions.
	
	

	15. 
	Respondent will hold in confidence all participant information received from MCPS or the participant as may be required to complete the services of the contract.  Respondent shall protect all information received from misuse, espionage, loss or theft.  The information will not be used for the purpose of solicitation in any form.
	
	

	16. 
	Respondent agrees to provide recordkeeping services for plans utilizing customized documents.
	
	

	17. 
	Respondent agrees that all revenue sharing generated by the plans is the property of the plans. 
	
	




	18. 
		Indicate with which of the following vendors you currently have Information Sharing Agreements:

	Vendor
	Have Information Sharing Agreement in Place? (Y/N)
	Specify Number of Clients

	Fidelity Investments
	
	

	Hendershot Financial (Lincoln Investment)
	
	

	Lincoln Financial Group
	
	

	Metlife Resources
	
	

	Morgan Stanley Wealth Management (Transamerica)
	
	

	TIAA-CREF
	
	

	T. Rowe Price
	
	

	VALIC
	
	

	Voya (formerly ING)
	
	



	N/A
	N/A

	Regulatory / Compliance / Reporting

	19. 
	Respondent shall provide and distribute plan sponsor reports.
	
	

	Communication / Education

	20. 
	Respondent agrees to provide dedicated representatives who will agree to comply with fiduciary standards under ERISA. 
	
	

	21. 
	Respondent confirms dedicated representatives for MCPS will be compensated on a salaried basis only and compensation will not be based on advice delivered/or sale of any products or services.
	
	

	22. 
	Respondent confirms that it will not pay commissions, fees, or any incentives to any bargaining unit (association) group or employee of MCPS.
	
	

	23. 
	Respondent will provide dedicated Customer Service Representatives (CSRs) to MCPS to handle all plan participant inquiries.
	
	

	24. 
	Client Service Team assigned to MCPS should have a minimum of 5 years of experience.
	
	

	Conversion / Implementation

	25. 
	Incumbent vendor(s): If you intend to respond then you agree to continue to administer the Plans as you have been administering the Plans immediately prior to any notification of termination of your services. You also agree to provide a de-conversion team and to not charge any incremental fees for this process or for requested files.
	
	

	26. 
	Potential vendor(s): If you intend to respond and are selected to recordkeep the Plans, then you agree, if ever terminated, to administer the Plans as you have been administering the Plans immediately prior to any notification of termination. You also agree to provide a de-conversion team and not charge any incremental fees for this process or for requested files.
	
	

	Investment Offerings / Flexibility

	27. 
	Respondent must offer a complete open architecture investment platform allowing MCPS complete access to mutual funds, including money market funds, for investment selection. Respondent must be able to recordkeep the mutual funds on the MCPS Investment Lineup (Appendix D)
	
	

	28. 
	Respondent confirms there is no proprietary requirement in the lifestyle/lifecycle/TDF classes.
	
	

	29. 
	Respondent agrees to offer a managed account option.
	
	

	30. 
	Respondent agrees to offer a self-directed brokerage account option.
	
	

	Fee Structure / Flexibility

	31. 
	Respondent shall be able to assess fees on a per participant basis.
	
	

	32. 
	Respondent, if currently an approved MCPS vendor, shall agree to share participant information for all existing MCPS clients with the successful respondent.
	
	

	33. 
	Respondent is willing to establish performance guarantees and put fees-at-risk for non-compliance with established performance metrics.
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