City/Town of _________ Request for Qualifications
Workers’ Compensation Insurance Services
INFORMATION AND INSTRUCTIONS TO APPLICANTS
1 GENERAL INFORMATION
1.1 The submittal must be received no later than 5:00 pm, _______, _______, and be addressed to: City/Town of __________, _________, or via email at ______________.
1.2 To obtain further information required for the submittal, questions should be directed to __________________ at _________ or ___________________.
1.3 The City/Town of ______________ reserves the right to reject any or all submittals, to waive any informality or irregularity in any submittal received, and to be the sole judge of the merits of the respective submittals received. 
1.4 Applicants must be currently licensed in the State of Montana.
1.5 Applicants must have a minimum of ____________ years of experience.
2 ANTICIPATED SCOPE OF WORK
After being selected, the successful applicant will execute an agreement with the City/Town of ________ to facilitate securing workers’ compensation coverage for employees and volunteers from a carrier licensed to do business in the State of Montana. 
3 QUALIFICATIONS FOR SERVICES
Please provide the following information in the submission:
3.1  Company overview, including a summary of the experience of the individual/agency’s key personnel.
3.2 Copy of State License.
3.3 Agency’s total years of experience in the workers' compensation market.
3.4 How many markets/carriers for workers’ compensation does the agency have access to?
3.5 What percentage of agency’s Montana book of business for workers’ compensation is with each market/carrier?
3.6 Describe your agency and its culture.
3.7 What are the key exposures a city/town faces in workers’ compensation?
3.8 Does agency have experience with assisting clients in obtaining an experience modification factor (MOD) from the National Council for Compensation Insurance (NCCI) via the ERM 6 form for self-insured/entities with non-reporting carriers or other means?
3.9 Does agency have experience securing workers’ compensation coverage for volunteers?
3.10 Does agency have experience in securing presumption coverage for volunteer firefighters?
3.11 What does the city/town need to know about the policy the agency would recommend and the process of placing it?
3.12 What involvement does the agency have with workers’ compensation claim filing and/or claim management with clients and/or with the carrier?
3.13 What additional services does the agency offer related to workers' compensation coverage?
3.14 Is there a cost or other limiting factor(s) for the additional services?
3.15 How is the agency paid for placing a workers’ compensation policy?
3.16 Does it cost the city/town more for the policy by using the agency?
3.17 References of local government customers in Montana, if any. 
4 QUALIFICATION SELECTION CRITERIA
Agencies interested in providing the above-described scope of services to the City/Town of ___________ must include a response for each qualification in their submission. Applicants are encouraged to organize their submissions in such a way as to follow the qualifications for services listed above. Information included within the submission may be used to evaluate your agency as part of any criteria regardless of where that information is found within the submission. Information obtained from the submission and from any other relevant source may be used in the evaluation and selection process.
5 SELECTION PROCESS AND SCHEDULE
5.1 A Project Evaluation Committee will evaluate each Proposal according to the above criteria and may select finalists that will be shortlisted for the contract. If interviews are determined to be desirable, the shortlist agencies will meet with the Project Evaluation Committee for interviews. The purpose of the interview will be to expand on the information provided in the submission. Those agencies selected for the shortlist will be provided with additional instruction by the City/Town. Those agencies not selected for further consideration will be notified. Consideration will be given to both the written submission and any oral presentations or interviews. No other factors or criteria will be used in the qualification ranking. 
5.2 The highest ranked agency will be recommended to the Mayor and City/Town Council for contract award.
5.3 Requests for debriefings or selection decisions shall be made in writing to the City/Town. All information submitted by agencies and related to the Project Evaluation Committee evaluations and rankings shall be considered confidential until after contract execution and award by the City/Town council.
5.4 The City/Town will enter a contract upon selection of the agency for the project to be submitted to the City/Town Council for approval. If the selected agency determines not to enter into a contract for service with the City/Town, the City/Town may then contact the second or third highest ranked team until a contract is executed or may decide to terminate the selection process.
