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Greater Tompkins County Municipal Health Insurance Consortium
Audit Committee
Thursday, March 20, 2014 — 2 p.m.

Ithaca Town Hall

Agenda

Call to Order

Approve Minutes of February 20, 2014 meeting

Report on Responses to RFP’s for Medical and Prescription Claims Auditing
Services

Update on Recertification Process following Board of Directors meeting and
adoption of forms

Review final draft Procurement Policy

Other Items

Adjournment

Future Agenda Items:
Review Financial Statements (April)

Review results of State Audit (Sept.) *Results not received as of 11/27/13
Become familiar with Enterprise Risk Model (Don Barber requested)



. Draft 02-26-2014
Minutes re

Greater Tompkins County Municipal Health insurance Consortium
Audit Committee
February 20, 2014 - 2:00 p.m.
Ithaca Town Hall

Attendees: Steve Thayer, Judy Drake, Chuck Rankin (arrived at 2:09 p.m.), Laura Shawley,
Scott Weatherby

Guests: Steve Locey and Judy Taber, Locey & Cahill; Rick Snyder, Tompkins County
Finance Director

Call to Order
Mr. Thayer called the meeting to order at 2:08 p.m.
Approval of Minutes of January 16, 2014
It was MOVED by Ms. Shawley, seconded by Ms. Drake, and unanimously adopted by

voice vote by members present, to approve the minutes of January 16, 2014 as submitted.
MINUTES APPROVED.

Update on Reqguest for Proposals for Medical and Prescription Drug Claims Auditing
Services

It was reported eight responses to the Request for Proposals were received, of which
only a couple responded to both services. Due to an oversight not all of the responses were
received in an electronic format and they will be scanned and sent to Mr. Locey for an initial
review and evaluation. A subcommittee was established (Mr. Thayer, Ms. Shawley, and Mr.
Rankin) to review the responses and Mr. Locey’s summary and will meet prior to the next
meeting on March 20™.

Continued Discussion of Recertification Process

Comments submitted by Don Barber, Board of Directors Chair, were circulated as he
was unable to attend the meeting. Mr. Barber suggested as part of its fiduciary responsibility
the Committee consider developing a recertification process for all covered lives within the
Consortium and new employees as opposed to doing a full eligibility audit. The Committee
concurred with Mr. Barber’s opinion.

Mr. Locey distributed an updated packet of forms that are proposed for use in a
recertification process that includes a spouse, dependents, and a domestic partner. He said he
will check the rules relating to the children of domestic partner.

Mr. Weatherby questioned how frequently this information would be requested. Mr.
Locey said for dependents the information would be requested only once. For a spouse the
information would need to be updated periodically. Mr. Locey did not recommend it be done
annually and suggested every three years.

AGENDA PACKET PAGE 1



Consortium Audit Committee
February 20, 2014

Development of a Procurement Policy

Following a review of an initial draft policy suggestions were incorporated; a revised
policy will be presented at the next meeting for a final review before being submitted to the
Board of Directors. Mr. Snyder will ask his staff to review the document as well.

Treasurer’s Report

Mr. Snyder reported the audit will begin the week of March 20". They are working on
financials and the State report and hope to have information ready by the next meeting. Mr.
Locey reported that the Consortium finished the year with approximately $3.5 million in net
income even after paying the initial assessments back to municipalities. He reported on
ancillary benefits and said he believes there is how a complete packet that everyone can be
provided that includes contact information, enrollment information, and fees. Ms. Drake said a
meeting that was scheduled with insurance clerks and Lincoln Financial will be rescheduled.

State

Mr. Locey reported one of the findings from the State audit was related to external
appeals that the Consortium was not aware of. As a result a memorandum of understanding
has been drafted and reviewed by attorneys that requires Excellus and ProAct to notify the
Consortium when an external appeal is initiated and also on the outcome of the appeal. He said

the Board will consider adoption of those documents at its February 27, 2013 meeting.

Adjournment

The meeting adjourned at 3:17 p.m.

Respectfully submitted by Michelle Pottorff, Administrative Clerk
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Consortium Procurement Policy — Draft #3

Greater Tompkins County Municipal Health Insurance Consortium

PROCUREMENT POLICY

All procurements made by the Greater Tompkins County Municipal Health Insurance Consortium
involving the expenditure of the Consortium funds will be made in accordance with the following procurement
standards.

Purchases will be reviewed by the Consortium Treasurer to prevent duplication and to ensure that costs
are reasonable.

METHODS FOR PROCUREMENT

Procurements shall be made using one of the following methods:

A. Verbal or Written Quotations

Purchases which cost between $1.00 and $499.99 may be made by authorized purchasers
using the purchaser’s best discretion with expense(s) to be directly paid or reimbursed by
the Consortium upon receipt of a valid proof of purchase (i.e. receipt or invoice). Efforts
will be made to get the lowest and best price, but written documentation is not required.

Purchases which cost between $500.00 and $2,999.99 require three verbal (telephone)
quotes. A memorandum shall be prepared detailing the date of contact, company name,
contact person, pricing, and delivery terms. Purchaser shall make every attempt to ensure
fair and competitive pricing.

Purchases of supplies, equipment, and professional services between $3,000.00 and
$20,000.00 require written quotations. Reasonable attempts shall be made to obtain a
minimum of three responses. Documentation detailing such attempts shall be prepared
and filed with the paid bill file.

B. Bids or Request for Proposals

Bids will be sought for purchases of goods or equipment that exceed $20,000. Detailed
specifications will be developed for approval by the Consortium prior to posting on the
appropriate website(s). Bids shall be awarded to the lowest responsible bidder(s) meeting
all specifications with acceptable deviations. Bids shall be awarded by the Board of
Directors.

Request for Proposals shall be sought when the cost for services is expected to exceed
$20,000. Specifications shall be developed and approved by the Consortium prior to
posting on the appropriate website(s). As a general rule, Request for Proposals shall be
posted on the appropriate website(s) for a minimum of twenty-one days. The Board of
Directors shall authorize the award and contract for the requested service(s).
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Consortium Procurement Policy — Draft #3

e Request for Proposal specifications shall detail the following:

Scope of Services
Evaluation Criteria
Project Schedule
Contract Term

Eall A

Contract shall be awarded to the offerer that submits the proposal determined to be in the
best interest of the Consortium once proposals have been reviewed and, if needed,
negotiated. Written evaluations of each response must be provided.

e The Consortium reserves the right to reject all proposals, to negotiate with an offerer, and
to solicit new Request for Proposals if determined to be in the best interest of the
Consortium.

1. CONTRACTS

e Generally, all procurement involving services will require a written description of the
service or, when applicable, a written contract.

e A contract for professional services shall be for up to three years with the option to renew
for an additional two years.

e All contracts shall contain a cancelation clause which allows the Consortium to cancel
any contract for cause. All contracts shall contain a cancellation clause which allows the
Consortium to cancel any contract without cause with either a 30 or 60 day notice.

e All contracts shall contain indemnification and hold harmless language and shall state
required insurance coverage as deemed sufficient and appropriate by the Board of
Directors.
1. DOCUMENTATION

e Supporting documentation for purchases that do not require bidding or seeking proposals
shall be retained and filed by the Consortium Treasurer or designee.

e All bid and proposal responses shall be filed and maintained in accordance with the New
York State Records Retention laws, in the Tompkins County Finance Department,
Purchasing Division.
IV. ADDITIONAL GUIDELINES FOR RFP DEVELOPMENT (SEE ATTACHED)

Please see the following page for additional guidelines for writing an RFP.
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Consortium Procurement Policy — Draft #3
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GUIDELINES FOR WRITING AN RFP

Include Rules for Submitting a Proposal — The rules for submitting a proposal (instructions) must
be included in the specifications. Respondents will need to know who, where, and how (format)
to submit their response.
Make it a Performance Specification — Describe the performance desired rather than specifying
the exact goods or services that are required. For example, a janitorial contract for providing a
“clean work environment” should outline the program goals and ask for the qualifications of the
Respondent’s personnel rather than telling them the number of people needed to perform the
work, their required qualifications, or the number of times they must perform certain tasks.
Keep it Non-Proprietary — Do not specify the service so narrowly that it fits only one provider.
Disclose the Contract Term - In the Statement of Work explain the term of the contract.
Disclose Award Criteria & Weights - Disclose the criteria that will be used to evaluate the
proposals and the weight that will be given to each criterion. This lets the Respondents know
what is important and how their proposals will be judged.
Require Only What Will be Evaluated - Do not ask for information that will not be considered in
making the award and that will contain a cost to the Respondent to provide (such as financial
statements). The Respondents will pass along that cost to you in their proposals so ultimately
you would pay for something you did not intend to use.
Do Not Over Specify - Do not ask for services that are not necessary. If you are not willing to pay
for additional services, do not include them in the specifications unless you include them as
“options”. To avoid the appearance of an arbitrary award, identify the priority of options that
will be selected if funds are available. For example: “within budgetary limits, options will be
awarded in the following priority: A, B, C, and F.”
Hold a Pre-Solicitation Conference if Necessary — A pre-solicitation conference may be necessary
to give Respondents a chance to clarify the specifications and propose changes or corrections to
them.

Checklist for Developing RFPs

Meet and discuss the end-user’s needs before and during development of the RFP.

Establish the award criteria and include it in the RFP.

Explain award criteria and how to evaluate the proposals that are received.

Set up the scoring method and evaluation team before mailing the RFP.

Determine if you will hold a Pre-Solicitation Conference.

Determine the contract term and any options for extension.

Establish a timeline for the RFP to include, at a minimum, the following:
> Release Date

Ending Date for Questions

Pre-Solicitation Conference Date, Location and Time

Due Date

Award Date

Contract Commencement

YVVVVYVY
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