4.3 Bidder’s Proposal Part II – Bidder Information

4.3.1 Section 1 – General

In this section, the bidder shall provide the following basic information about its firm and staff:

1. State the name and address of your company. Provide the name, title, address, telephone and fax numbers, and email address, of the contact person whom the Office of the State Treasurer should contact with questions regarding the proposal(s).

2. Give a brief history of your company.

3. Banking institutions responding to this RFP will provide the type of charter and list the applicable regulatory bodies.  If the banking institution has been subject to any regulatory filings during the preceding five years, the finding(s) must be described along with the steps taken to remediate the findings.
4. Provide an organizational chart for your company and the professional staff to be assigned to this relationship.

5. Provide audited financial statements for the past three years.
6. Provide copies of the all of the following that are  prepared by, or on behalf of, your company
· SAS-70 and/or internal control audit.  If both are completed, both should be submitted.
· Most recent Call Report

· Internal Control Opinion

· Ethics Policy

· Corporate Governance Policy
· Business Continuity/Disaster Recovery Plan

7. Provide URLs for the company website, and the web pages for company history and corporate governance.

4.3.2 Service Group 1, Core Depository/Disbursement Services

A. GENERAL INFORMATION
1. Does the respondent wish to submit a proposal for core depository/disbursement services?

Yes _____ No _____
2. If the response directly above is Yes, please continue with the core depository and disbursement services questionnaire and include the applicable attachment in the sealed cost proposal.  Included are yearly volumes for CDR accounts and EFT transactions.  If the response directly above is No, please continue with section4.3.3:  Lockbox Services.

3. Include three (3) references in the Attachment that use this or a similar service.  If a bid is submitted for multiple components, references can be combined where multiple services are provided.

4. Can the responding banking institution meet the daylight overdraft levels listed in Section 1.3?

Yes _____ No _____

5. Describe any increased daylight overdraft levels that can be supported by the responding banking institution in excess to the above limits, including the Federal Reserve Bank net debit cap category and daily and two-week average net debit caps as of the most recent call report date.

6. Describe the effects of Federal Reserve Bank daylight overdraft controls on customer wire transfers; identifying any periods during the business day when transfers may be delayed to any degree.

7. Describe how your banking institution will measure the State’s daylight overdraft status throughout the day.  Will this information be available in real-time?
Yes _____ No _____
If Yes, please describe the delivery method(s).
B. DEPOSITORY SERVICES: For the “Depository Mandatory Services” outlined in part II of the “Scope of Services,” please provide the following infrmation indicating the banking institution’s ability to provide the following. Please add a section explaining any additonal comments or issues relative to the mandatory requirements.
	Mandatory Service Requirements:
1. Notification of availability of funds no later than 7 A.M. every banking day through a secure Internet browser.

Same day availability for items on depository, ACH deposits, wire transfers, cash, and for any checks for which the banking institution receives same day credit.

Next day availability on checks from all local financial institutions, and for any other checks for which the banking institution receives next day credit.

For all other items, the banking institution should provide the same availability that it receives to the State of Vermont.

2. Provide daily balance information and detail on debit and credit items and adjustments via a secure Internet browser.

3. Provide same day credit as good ledger balance for all funds deposited prior to cut-off (4:30 PM ET minimum).

4. Provide standard depository bags and accept secured two-keyed bags/bins for deposits by selected agencies.

5. Meet depository and NSF requirements.

6. Provide automatic daily movement of deposits in various core accounts to a master concentration account.

7. Record serial/sequence numbers from deposit tickets and make this information available for viewing and/or research of deposits.

8. Deposit slips and deposited items will be imaged, and images will be available for at least 90 days from the date of deposit on the bank’s secure electronic banking application.

9. Images of deposit tickets and deposited items can be provided to the State along with a software application to index, search, and display the images.

10. Remote deposit capture software and hardware is available for high and low deposit volume agencies.

11. Meet daylight overdraft requirements previously specified.

12. Meet collateral requirements previously specified.

13. Provide overnight sweep with collateralized repos.

14. Provide line of credit services as previously specified.

15. Provide night deposit services as previously specified.

16. Provide Canadian dollar and foreign check and currency deposit services as specified.
Optional/Desired Services; see also section 4.4, section 3 Proposed Value-Added Options:

1. Ability to strip bank accounts and give same day credit on the daily ACH debit transmission.

2. Exceed 4:30 PM ET daily cash deposit cut-off (specify).

3. Exceed minimum availability schedule.

4. Additional overnight sweep options (provide detail in attachment).

5. Link depository accounts to concentration by ZBA.

6. Automatically represent NSF items up to a predetermined dollar amount prior to returning them to the State (specify).
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Please answer each question below describing how your financial institution currently deals with or is proposing to deal with this particular component of the RFP.

1.  Provide a schematic of the flow of funds from the multiple depository accounts to the master concentation account. Include timelines and method of funds transfer.

2. What types of concentration methods does your banking institution offer?  Are comparisons of the various methods available?  If so, provide them with the response.

3. Does your banking institution offer concentration services as stand-alone products, or does it require the use of other banking services?  If the use of other services is required, list these services and describe their required use.

4. Describe any special control features that are appropriate for us to consider in selecting a concentration method.

5. What back-up procedures does your banking institution recommend for the concentration system?

6. Please describe additional computer-based services including imaging, ad-hoc reporting, and download capability to Excel or Word.

7. Does the banking institution evaluate individual accounts for determination of overdraft status, or the entire relationship?  Describe methodology.
8. Describe your banking institution’s policy on counting cash deposits at the teller line.

9. Describe your banking institutions ability to do late-day repo investments.  Where can the rates be located?  What is the cut-off time?

10. Do you use any third parties for collection services? If so, specify.

11. Describe your retention schedule for the paper copies of deposit tickets and deposited checks.

12. Describe available options for transporting deposits from State operations locations that are geographically far away from a branch of your banking institution to a branch.  Include either the direct costs associated with such transportation, or the methodology that would be used to determine the cost of transportation.

13. Provide an overview of remote deposit capture service offerings, details of batch processing options, daily cutoff times, service “up-time” history, and describe your conversion capabilities for current high-volume users of remote deposit capture.

14. Provide copies of standard business deposit account agreements and signature cards.

C. CONTROLLED DISBURSEMENT: For the “Controlled Disbursement Services” outlined in part II section 2.2.1, please provide the following information indicating the banking institutions ability to meet these service requirements:

	Mandatory Service Requirements:

1. Provide full account reconciliation.

2. Provide electronic bank statements.

3. Report the check presentments to the State of Vermont by 10 A.M. daily.

4. The financial institution will transmit files of paid, stopped, or cancelled items on positive pay accounts daily.

5. Ability to provide variable rules (30, 90, 120 days) for honoring checks from date of issue for specific accounts.

6. Minimum 2:00 pm ET deadline for reject/approval of positive pay items.

7. On-line imaging available for positive pay system investigation of suspect checks.

8. On-line check inquiry and stop payment orders with minimum of overnight processing of stop pays.

9. On-line ability to retrieve images of paid items.

10. On-line printing of canceled checks copies.

11. Supply check stock for all accounts includes in this service group.

12. Provide an outstanding checklist in check number sequence.

Optional/Desired Services:

1. On-line, real-time processing of stop pays (stop authorized at time of entry).
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Please answer each question below describing how your financial institution currently deals with or is proposing to deal with this particular component of the RFP.

1. Based on the last business day of the month cut-off, when will the Office of the State Treasurer receive bank statements and the reconciliation?

2. How long will your banking institution keep images and/or microfilm of paid checks?

3. How long does it take to provide a copy of a paid check?

4. Describe your banking institution’s approach to controlled disbursement for general expense/payable.  Include a flow chart of the process and time frames.

5. Identify the site(s) of controlled disbursement operation for the State of Vermont.  Include location and whether it is a branch/operations facility, affiliate, or a correspondent financial institution.

6. For each applicable location, identify date operation began, the number of active customers and volume data.  Volume data should include daily clearing (dollars and items) and its percentage of current system total capacity.

7. If the location is an affiliate or correspondent financial institution, what service guarantees are in place?  Provide a financial assessment.

8. If the controlled disbursement location is an affiliate or a correspondent financial institution, how does your banking institution guarantee it will be able to pay all State of Vermont checks?

9. Is any part of your controlled disbursement service outsourced to third parties?  If so, describe.

10. What is the average length of time required to process checks after presentment?

11. If rejected or damaged checks are cleared after notification, how is the resulting overdraft handled?

12. How are rejected items, including damaged checks, reprocessed?  How long does it take?

13. Describe the check presentment process, including the time frames for check presentment and notification to the State of Vermont.  Please provide the following check presentment information.  Include the following:

· The time notification is received from the Federal Reserve and clearinghouses.

· The time of first notification to the State of Vermont.

· The percentage of daily clearings included in first notification for your banking institution’s customers.

· The time frame for other notifications during the day and your banking institution's percentage of daily clearings associated with these.

14. Explain your banking institution's policy for accepting over-the-counter presentments, including the latest time they will be accepted. How will they be handled for cash management purposes?
15. Explain your banking institution's policy for accepting direct sends, including the latest time they will be accepted. How will they be handled for cash management purposes?
16. Provide the percent of average daily total dollar amount represented by over-the-counter presentments and direct sends.

17. For each time your banking institution has missed the first notification deadline during the past 90 days, please provide the dates, circumstances, and the time frame when notification was subsequently made.

18. In addition to the on-line balance reporting system, what back-up systems are available to report presentments?

· Fax

· Telephone

· Other:  ___________________________________

19. How are rejected items reported in the notification of total clearings?

20. Provide a complete explanation of your banking institution's requirements for ACH or other next-day funding methods.

21. Provide the locations of each branch that would cash “on us” checks.  In the event your banking institution does not have branch capability, provide written agreements that allow checks drawn on your banking institution to be cashed fee free.  Provide your financial institution’s check cashing policy in detail.

22. What is the maximum daily limit on over-the-counter presentments?

23. Describe additional Information technology services including imaging, ad-hoc reporting and download capability to Excel or Word.

D. ACH
	Mandatory Service Requirements:

1. Files can be received through electronic transmission.

2. Magnetic tape or portable media are available as backup for file transfer.

3. Financial institution must provide processing in multiple fed windows on a daily basis.

4. Files are authenticated and encrypted.

5. ACH transmissions accepted in all NACHA approved formats.
6. The banking institution must provide a daily file transmission, in NACHA format, of all notifications of direct deposit and ACH credit returns and rejections, ACH pre-note rejections, and notifications of change.

7. Return notifications (Rejections, Notification of Changes) must be made available through on-line PC-based systems.

8. The direct deposit and EFT calendar is maintained by banking institution.

9. Banking institution notification if files not sent in conformance with calendar.

10. Confirmation of all transmissions of direct deposit and EFT files per the instruction.

11. The ACH system will support the following report options:

· Individual profiles (individual and financial institution account information)

· Individual transactions

· Transactions by settlement date

· Pre-release transactions

· Repetitive items by individual

· Settlement report by effective date

· End-of-month summary reports

12. In addition to automated transmission, on-line bank system will permit ACH initiation.

13. On-line reports must be capable of being exported to excel, or other databases.

14. The banking institution can process ACH debit transactions and interface with The State of Vermont’s web-based electronic payment programs.

15. Security procedures for the transmission and confirmation of ACH files (describe in an attachment).

16. Back value will take place on all bank-related errors.

17. Future value dating is available on all direct deposit and EFT transactions (specify maximum).
18. The financial institution shall remove items drawn on itself from ACH files prior to transmitting files to the ACH network.
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Please answer each question below describing how your financial institution currently deals with or is proposing to deal with this particular component of the RFP.

1. Does your financial institution provide acknowledgments when it receives a file transmission?  If so, describe the level of detail, the information required, and the reconciliation procedures involved.  Is notification of transmission incumbent on the State of Vermont?

2. Describe the financial institution’s process for pre-notification.

3. Describe how your financial institution handles returned pre-notifications.

4. Describe how returned money items are handled.

5. Will your financial institution provide any assistance in marketing direct deposit to our employees or EFT to our vendors?  If so, describe what your financial institution offers.

6. Does your financial institution provide on-line access to a master database of ABA transit routing codes?  If so, describe how this can be accessed, whether there are any limitations on its use and how updates to the database are handled.

7. How can your financial institution help correct ABA transit routing numbers for closed or merged institutions?

8. Describe your financial institution’s process for reversing and deleting items.

9. Can your financial institution provide an ACH warehousing capability?  If so, indicate the maximum warehousing periods (by ACH transaction type) and how long changes can still be made before release from warehouse status.
10. Please list your fed windows and the time you require the file to be received and balanced in your system.

11. For each of the ACH formats listed below, by what methods can the financial institution deliver remittance information to the customer?  Please attach a sample of each type of report you send.

	Delivery Method
	ACH Format

	
	CCD
	CCD+
	CIE
	CTX

	Transmission to mainframe
	
	
	
	

	Transmission to PC
	
	
	
	

	Transmission to network
	
	
	
	

	Bank information reporting service
	
	
	
	

	Tape/cartridge
	
	
	
	

	Secure Internet delivery
	
	
	
	

	Disk
	
	
	
	

	Email
	
	
	
	

	Fax
	
	
	
	

	Hard copy report
	
	
	
	

	Other (Describe)
	
	
	
	


12. Are there a maximum number of characters that the financial institution can report in a reference number, e.g., invoicing number, purchase order number, contract number?  If yes, how many characters can be reported?
13. Does the financial institution report payment and remittance information to the customer:

a. On the day it is received?

b. On settlement date?

c. On the day following settlement?
E. WIRE TRANSFER
	Mandatory Service Requirements:

1. The following (domestic U.S.) funds transfer initiation capabilities are available through the on-line system:

· Automated, repetitive

· Automated, non-repetitive

· Manual, repetitive

· Manual, non-repetitive

· Drawdown transfers

· Freeform transfers

· Internal bank (book) transfers

All of the above must be available through back-up systems, including:

· Phone authorization

· Fax authorization

· On-line authorization

2. On-line inquiry on status of wires is available on demand through on-line systems.

3. All properly executed wires, including intrabank and interbank, will be posted within one hour of receipt.

4. Wire transfer system reports.  Provide samples/outlines of reporting options in an attachment.

5. Future value dating is available on all wires.

6. Files are authenticated and encrypted.

7. Back value will take place on all bank-related errors.
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Please answer each question below describing how your financial institution currently deals with or is proposing to deal with this particular component of the RFP.

1. Describe your financial institution's controls to prevent file loss, duplicate transmissions, and acceptance of duplicate returns, and whether these controls differ by type of application.

2. Describe your financial institution's security system in general, indicating any procedures that are required for specific transactions.

3. Does your financial institution operate its own money transfer system or does it operate through a correspondent financial institution or a third-party vendor?  Please describe your system, including the interface to Federal Reserve.

4. What are the deadlines associated with each form of wire initiation by type (intradistrict, interdistrict, book, drawdown) and methods?

5. For future value dating, how long can these be established from date of entry?

6. What are the hours of operation of the money transfer division or department?  Is there an emergency contact?
7. Describe the steps necessary to establish repetitive and non-repetitive funds transfer, e.g., set up, steps, and notification time.
8. How often does the financial institution update the file for financial institution confirmation and Fedwire reference numbers?

9. Do we have the ability to change, add or delete an item after transmission to your financial institution?  If yes, describe the procedures.

10. To what extent is there financial institution personnel direct intervention in wires?  Are wires automatically released or is there manual review prior to release?  How are we notified of problems?  How are we notified of returned items?

11. In the event of an error how are back value adjustments handled?

12. Provide data for the past year showing the amount of downtime for your financial institution's processing system.

13. Describe how you will deal with a wire request after normal hours of operation.
	Mandatory Service Requirements:

1. Ability to support a minimum $50 million daylight overdraft, with $175 million capacity on certain defined dates annually.
2. Ability to apply stop payments and voids on the business day on which they are entered by the State.

3. Entry and reporting of stop payments and voids by State employees via a secure internet application

4. Items returned as Not Sufficient Funds shall be represented prior to being returned to the State.  Only items returned twice or marked “Do Not Represent” or with similar language will be charged back to the State

5. The financial institution has the ability to pull “on-us” transactions from deposits and payment files and process them internally without sending the items into the collection and payment networks.

6. A range of overnight and short-term investment options are available to the State for cash management purposes.

7. Line of credit products are available if needed by the State for short-term funding should the State’s cash flow projections indicate a period when disbursements were expected to exceed deposits.

8. Monthly float analysis reporting is available that is compatible with CMIA reporting requirements.

9. Collateralization of substantially all State deposits can be provided to the expected level defined above.
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F. OTHER CORE DEPOSITORY AND DISBURSEMENT SERVICES

Please answer each question below describing how your financial institution currently deals with or is proposing to deal with this particular component of the RFP.

1.
Describe the overnight and short-term investment options available to the State.

2.
Describe line of credit options available to the State, and the policies and procedures which would be used in relation to a line of credit with the State.

G. INFORMATION SYSTEMS

	Mandatory Service Requirements:

1. The ability to retrieve on-line data on a secure Internet browser.
2. Password protected system operating via a modem or secure internet browser that provides:

· Daily reporting of ledger, collected and available balances in aggregate for all linked accounts and for individual accounts.

· Account detail for the current month and one-month prior.

· For the pooled concentration account, daily interaction reporting to linked accounts.

· Wire transfer initiation and authorization.

· For controlled disbursement accounts:  daily information as to presentments, items paid, stop payments, stop payment removals, manual adjustments to the issuance file, and exception items.

· Upload/transmission of ACH transactions.

· State of Vermont originated stop payments of checks.

3. The MICR encoding on deposit slips will be cross-referenced to the system, which will report this as an identifier on the daily report.

4. ACH and wire debits and credited must be separated.

5. Monthly statements of accounts must be available.

6. Electronic transmission will be used to transmit full reconcilement data on  disbursement accounts identified by the Office of the State Treasurer.  A hard copy is also required.

7. All credit deposits that are subjected to a back value will be reported on back value log.

8. Item tracking system is available on all deposits.

9. Provide a monthly float and check clearance report.
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Please answer each question below describing how your financial institution currently deals with or is proposing to deal with this particular component of the RFP.

1. Describe your information system product, including optional modules.  Describe what current and historical information is kept in the system and what transactions can be implemented through this system.

2. Provide a sample copy of a concentration account and other related reports.  Indicate which reports are accessible on-line.  Data on presentation and method of calculation of cash balances and cash position should be included.

3. How long is information maintained?  Is the full history accessible on-line?  If not, describe the procedures for accessing the information.

4. Will the postings from controlled disbursement accounts and other accounts linked to the main account be accessible through a detailed report of the main account, or must we access each account separately?  Provide a sample or describe the level of detail available in both cases.

5. Provide your financial institution's minimum and recommended hardware and software requirements.
6. Describe the system security alternatives your financial institution offers, including what passwords, authentication and/or encryption techniques are available, and how sophisticated and flexible they are.  Include any appropriate comparisons.

7. Describe your financial institution’s security measures and their performance in comparison to industry benchmarks.

8. Describe financial institution's contingency plans for cases where your system is inaccessible on-line.  Also indicate the number of occasions and amount of system downtime over the past year.

9. Describe the procedures for adding, modifying or eliminating a reporting (collection) location.

10. Where are master file and transaction information maintained?  How can this information be accessed?

11. Are there different controls for repetitive, non-repetitive and freeform wire transfers?  If so, describe them.

12. Can an ACH concentration be changed after it has been reported but before it has been cleared?  If so, describe the procedures, including deadlines, liabilities (for changes) and other limitations.

13. Are there specific times during the business day or during the month when wire transfers are more likely to be delayed?

14. Describe how returned items for checks and ACH transactions are handled.  How and when will we be notified about returned items?

15. Do you offer on-line access to returned items, including images of the front and back of checks?  If so, describe the service.  Include cost data in the sealed dollar cost bid under optional services.

16. Are there dollar limits on any concentration transactions?  If so, describe these limits.

17. Can we establish controlled disbursement accounts that can be tied to our main concentration account?  Are there any limitations on the type, e.g., depository account vs. disbursement account?  Describe any limitations.
4.3.3 Service Group 2, Lockbox services

This service group will be analyzed separately from the other component banking services.  Failure to propose on this item will not exclude the financial institution/vendor from consideration for other component services.  Lockbox services may be awarded separately although integration with the other component banking services will be considered a factor in making the selection.  Please see Attachment D for the pricing forms.

The Cost Proposal must be submitted under separate cover in a separate sealed envelope.  Failure to meet this requirement will result in disqualification of the bid.
A.  PROPOSAL SUBMISSION

1. Does the financial institution/vendor wish to submit a proposal for lockbox services?

Yes _____
No _____

2. If the response directly above is yes, please continue with the lockbox questionnaire and include the applicable attachment in the sealed cost proposal.  If the response is no, please continue with Section 4.3.4 Merchant Card Processing Services.

3. Attach three (3) references that use this or a similar service.  If a bid is submitted for multiple components, references can be combined where multiple services are provided.

For the following Mandatory Services, please indicate availability by your financial institution/vendor by marking the appropriate column.  If “Equivalent Service Provided” column is marked, please provide a narrative explanation.  Individual Lockbox requirements can be found in Attachment B.
	Mandatory Service Requirements:

1. Provide both wholesale and retail lockbox services that can be customized to meet State needs.

2. Data from all payments must be captured by either a combination of OCR and manual entry, EFT, or entirely by manual entry.

3. Process all receipts and documents received within twenty-four hours of mail pick-up.

4. Make mail pick-ups daily prior to 8 A.M.
5. Make multiple daily mail pickups if required

6. Unique post office box numbers will be established for all accounts as requested by the State.

7. Accommodate specific priority processing instructions issued by the State based on types of processing and dollar amounts.

8. Must have the ability to accommodate both scan-line and barcode technology.

9. Batches will not consist of more than 100 transactions validated in numerical order from 00 through 99.  Batches will be limited to types of items per instructions provided by the State.

9. Receipts can be transmitted to the State by the following methods:

· Internal Book Transfer

· Fedwire

· ACH

· Zero balance concentration

10. A validation tracking number must be assigned to all checks and supporting documentation to provide a full audit trail.

11. All checks and money orders must be restrictively endorsed and microfilmed or imaged.

12. Balance all batches.

13. A daily deposit cycle will commence at 6:00 A.M. and close at 6:00 P.M. of the next business day, unless otherwise instructed.  All work presented during that time will be considered the work of the date closing.

14. On the last day of the fiscal year, cut-off can be amended so that receipts received through the end of that day can be segregated from other receipts for the cycle.
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	15. Office of the State Treasurer and other participating agencies and departments must receive the total funds collected, one and two-day float by 9 A.M. each day.  The selected financial institution/vendor must implement an on-line network to provide the following information daily:

· Dollar amount deposited

· Dollar amount to be transferred

· Account number(s) to which credit was applied

· Number of deposit transactions

16. Good funds will be determined, at a minimum, based on the Federal Reserve availability schedule.

17. Good funds will be transferred daily.

18. Checks returned for Not Sufficient Funds will be re-deposited by the financial institution/vendor prior to being returned to the State.

19. Provide a detailed disaster recovery plan.

20. Provide an analysis of each depository account monthly, with a copy delivered to the contract manager and the State Treasurer.

21. The facility at which the lockbox items will be processed is a secure facility, meaning secure and limited access
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Please answer each question below describing how your financial institution currently deals with or is proposing to deal with this particular component of the RFP.

GENERAL

1. How long has your financial institution/vendor been providing wholesale and retail lockbox services?

2. Are processing facilities owned, managed or operated by a third party?  If so, where is the lockbox facility located? What provisions are made to guarantee service quality and continuance?  What is the physical address of the primary facility at which State of Vermont lockbox items would be processed?

3. For both retail and wholesale lockbox operations (list separately), list the average monthly volumes for the last twelve months, i.e., items, dollars, number of lockboxes, number of customers.
4. How does the current level of service relate to your overall capacity?

5. Provide a flow chart and narrative to describe your proposed method of lockbox processing from receipt of mail at the lockbox through assignment of availability.  Include a description of each key task/function, the provider of the service (financial institution or third party), cutoff times, the associated time frames for completion, and security over each step of the process.  State specific variances to general financial institution processes must be outlined here.

6. List the type and quantity of equipment to be used for lockbox processing for the State.  This listing should be comprehensive and include specific equipment used for opening, extraction, sorting, data capture, MICR encoding, endorsement, microfilming (if used), remittance processing, and data transmission.

7. If the same equipment is used for other clients, both wholesale and retail processing, how is the work prioritized?

8. List your peak processing periods and describe the method of accommodating these volume fluctuations.

9. For each site and work shift, provide the number of proposed full- and part-time employees to be involved in the following lockbox functions in operations servicing State accounts.  This may be submitted as an attached schedule.

· Supervision

· Processing

· Customer Service

· Support (mailroom, proof/encoding, computer operations, and other clerical tasks)

10. What are the average years of experience of staff assigned to lockbox operations and the average turnover percentage for supervisory, processing, customer service and support staff?

11. Describe your company’s service offerings related to optical character recognition, scan-line processing, character amount recognition, and legal amount recognition, and describe how these service offerings would be applied to lockbox processing for the State of Vermont.

12. List all holidays, inactive weekend hours, or any other days and times when receipts will not be processed.  Describe how these will impact funds availability.

13. Describe your lockbox customer service support function, including the number of accounts each representative handles and the average turnaround time on inquiries.

14. Is there a specific service representative assigned to each account?

15. Are there standard turnaround times for customer service requests?  If so, specify for specific tasks (i.e., check photocopies, fax copies, lockbox transmission).  Does the financial institution/vendor measure its performance against these standards?  Specify results.

16. List the key quality and quantity control measures or techniques used to monitor and evaluate processing.  Describe error control procedures that are employed.

17. Describe what differentiates your lockbox services from other lockbox service providers.  How do you plan to keep this product line current and competitive?

18. Do you participate in the Bank Administration Institute's Cash Management Quality Forum?  If so, please provide your report on primary quality indicators (error rates) for the past year.  Also, include any additional error reports or service quality measures you provide to your lockbox customers.  If your financial institution does not participate in the quality forum, please provide service quality reports using other benchmarks.

19. Will an audit trail be printed as a cross-reference on each check and remittance document?

20. Describe your contingency plans for equipment, power or other failures that could affect lockbox services or information reporting of lockbox data.

21. What is the anticipated lead-time necessary to bring the State on as a new customer?  What is the required lead-time for changes in processing requirements?

22. Do you outsource any of the services requested in this RFP?  If yes, please discuss.
23. Describe the process that would be used to communicate and manage any significant change in service, e.g., a change in primary lockbox processing site or changes to coupons or statement rendering, during the term of a contract with the State of Vermont.
24. Provide three to five references and contact information, preferably within our industry or with comparable processing needs, which are currently using your lockbox services.  Select a mix of long-standing and new customers and indicate how long they have been customers.

25. The Office of the State Treasurer is open to new ways to conduct business.  If you have an innovative way to provide the services requested, please include your proposal in a separate presentation.  Please note you must bid on the specifications outlined in this section.

PROPOSED SERVICES

Based on the proposing financial institution’s/vendor’s review of Attachment B, please provide an overview of your proposed plan and arrangements to complete the scope of work.  This plan should include any recommended alternatives or approaches to meeting service needs.  The ability to respond to this question and analyze the delivery of these services and provide recommendations is considered essential to the provision of lockbox services.
DISASTER RECOVERY AND BACK-UP

Provide any additional information specific to lockbox system disaster recovery and back-up that is not already included in the financial institution/vendor’s answers to the general response section above.

POSTAL SERVICES
1. Which post office or substations will you use to provide services?  What is the proximity to the lockbox operation site?

2. Do you offer 5- or 9-digit unique zip codes?

3. Is your zip code included in the first sort at the post office?

4. Do you or the post offices perform the fine sort by box number?

5. If you perform the fine sort, describe the equipment used and its capability (e.g., can it read bar codes?).

6. How long does it take from mail pick-up at the post office to delivery at the lockbox department?

7. Does your personnel or contract courier pick up mail?  Describe any contractual requirements with a third party that could impact the State’s processing.

8. List your post office processing hours for each day of the week.

9. List your post office pick up schedule for each day of the week.

LOCKBOX PROCESSING

1. What are the scheduled deposit times and, for each, indicate estimated percent of daily mail received and percent of daily deposit completed?

2. Describe how checks that are received after our deposit cutoff time will be handled.

3. What is the average processing time (from receipt time at lockbox to point of deposit) for a lockbox item?

4. Do you guarantee that all checks will be processed within a specific time after they are received at the financial institution/vendor?  If so, what is the maximum time you guarantee and what happens if you fail to meet the deadline?  If not, please provide an estimate of how long processing should take.

5. List all barcode types that can be accommodated.
6. Where are checks MICR encoded?

7. How is availability assigned?  Is it done on an item-by-item basis?  Is a “float factor” used?  Describe in detail.

8. Will our checks be assigned availability continuously as they are released for collection, or will assignment be made periodically on a batch basis during the day?

9. Provide a copy of the availability schedule that will be used for our account.

10. How frequently will your financial institution/vendor update our availability schedule?  What factors are used to analyze this?

11. Can you provide an availability end-point analysis on a periodic basis?  If so, explain how this report can be obtained.  Any charges for such a report should be included in an attachment of the sealed dollar cost bid as an optional service.

12. Provide the number of drawee financial institution/vendors in the geographic area serviced by our lockbox for which we will receive immediate availability on weekdays.

13. Provide the number of direct sends in the geographic area served by our lockbox that will be made on normal weekdays:

Direct sends to:  Number/day

Correspondent banks

Federal Reserve Bank

Regional Check Process Centers (RCPCs)

High dollar group sorts

IMAGING

1. Do you offer image enabled lockbox processing services, e.g., image lift, image capture?  If so, describe available service and pricing options.
2. Do you offer remote lockbox services?  If so, describe available service and pricing options.

3. How long have you been offering imaging services?

4. How many customers use your imaging services?  If your financial institution/vendor uses image processing, provide the image retention period for customer service purposes.

5. Do you include accompanying documents as part of the imaged file, or only copies of the checks?

6. Is CD/DVD technology available for storage of data?  How is it accessible?  What indices are used?

7. Describe the financial institution/vendor’s process for ensuring that all checks and documents are imaged and that the images are readable, i.e., clear, straight, not overlapping.

8. Describe the security measures in place to prevent unauthorized access to physical or electronic copies of checks and other lockbox documents.

9. For what period of time are images available online?

LOCKBOX INFORMATION REPORTING

1. What mechanisms are available to transfer funds from a lockbox depository account to the State’s concentration account?  Please specify any financial institution/vendor internal requirements?  What are the time frames associated with transmission.
2. At what time of day are DDA balances available?

3. Can you combine multiple deposits into one daily ledger credit and provide separate information as to the amount and time of each deposit?

4. List the electronic payment formats your lockbox can accept, along with the timing of ledger credit and the transfer of payment information to us.

5. Describe any special or priority processing services you offer for key customers.

6. Do you separate ledger credits and related information for remittances processed on weekends and holidays?

7. Can your financial institution/vendor's system accommodate multiple batch numbers for different types of processing (e.g., paid-as-billed, paid differently, etc.)?

8. How are out-of-balance problems detected and corrected?

9. Is an audit trail maintained for all processed items linking them to output reports?  What documentation or audit trail is provided for corrections made by the operator?

10. Will copies of remittance documents and back-up information processed by the lockbox be available to the State the next day?  How will this be accomplished?

11. Describe any plans you have for modifying your lockbox services, such as acquiring new hardware, over the next year.  How will these impact the State?

4.3.4 Service Group 3, Merchant Card Processing Services

1. General Information

1. Does the financial institution wish to submit a proposal for merchant services?

Yes _____ No _____

2. If the response directly above is yes, please continue with the merchant services questionnaire and include the applicable attachment in the sealed cost proposal.   If the response is no, please continue with Section 4.4
3. Include three (3) references that use this or a similar service.  If a bid is submitted for multiple components, references can be combined where multiple services are provided.

For the following Mandatory Services, please indicate availability by your financial institution/vendor by marking the appropriate column.  If “Equivalent Service Provided” column is marked, please provide a narrative explanation.

	Mandatory Service Requirements:
1. Process MasterCard, VISA, Discover and American Express Transactions.

2. Process Debit Card Transactions.

3. Process transactions through settlement networks such that the State receives credit within 48 hours after the payment and credit records are sent.

4. Provide sufficient information on deposit credits to allow the State to identify which department or agency location is receiving the credit.

5. Periodic reporting can be provided according to the requirements defined above.

6. Establish separate merchant numbers and terminal ID numbers for each agency and location accepting credit and debit card payments to allow the Office of the State Treasurer to identify each location processing transactions.

7. Provide training to State personnel for payment acceptance, processing, retrievals, PCI/DSS, etc.

8. Provide support for the development and implementation of new applications and new agencies accepting card payments.

9. Provide a dedicate account manager, and dedicated customer service personnel

10. Accept data transmission via dial-up modem 

Additional Optional Services

1. Provide alternatives for departments with high dollar average transactions where card processing fees may make credit/debit card payment cost prohibitive.

2. Provide development, implementation, training, and support, for internet based card processing applications as requested by State departments.
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Please answer each question below describing how your financial institution currently deals with or is proposing to deal with this particular component of the RFP.

1. List all payment networks with which you currently interface for merchant card processing, and the technical requirements instituted by each network for communications interface.  The bidder should be prepared to complete technical specifications for all communications protocols for each payment network on request.
