
Project Name

EBMS Request for Proposal Manager
Project Description– Internet based RFP management system.  Permit EBMS to easily enter prospect client information, send information to relative markets, compile quotes, monitor internal and external communications, and send quotes to brokers.  IBN will work with EBMS to assure satisfaction with graphics, layout, ease of use, etc.  

Assumptions – Programming of this magnitude requires hosting entity to have certain specific software extensions.  Price for this project is bid with assumption that EBMS will host on our contracted host server (Pair Inc.) or has in house server that meets similar specifications.  IBN will work with EBMS IT department to confirm compatibility and will send such confirmation in writing to EBMS before any deposit is collected.  Client may choose to host on alternate server but any modifications needed to make software combatable will results in additional charges.  IBN will assign a two person team comprising of a programmer and benefits expert.  Additionally, EBMS will be asked to designate project stakeholders and divide them into two groups.  The first group (individual) will be involved in the day-to-day project deliverables that include providing requested information, monitoring workflow, information needed by various departments, styling, etc.  The second group will be copied on all relevant communications and provided links to mockups.  They are not expected to be involved in the day-to-day issues but their feedback is always invited and welcomed.  IBN anticipates being onsite at key project deliverables but will conduct majority of work via email, phones, and other internet related mediums.  
Project Specifics – EBMS can expect the project to provide the following services and/or meet these specifications:
 
1. Data entry into system will be by EBMS personnel and initial design will not allow for direct online use by brokers.   System will be built to allow this upgrade at later date.  
2. System will substantially but not completely automate current workflow.
a. Quotes will still be received via mail, email, fax etc. and not entered into the system directly by the broker.
b. Broker contact manager will be integral part of system.  Sample
c. EBMS Department Manager will enter some basic information into system and then assign to account manager.   

d. Account manager will enter relevant risk assessment information into system through a combination of manual entry and file upload.  Click here to see sample of employer information that will be manually entered into the system.  Census information and other documents that would be tedious to manually enter into system can be uploaded into server via the browse-upload feature and labeled for quick reference and retrieval.  Sample.   
e. Account manager will compare submitted quote information to online list of require information and allow account manager to easily email broker for missing info and ‘pend’ quote. Most common missing information communications will be provided as radio buttons.  Sample.
f. Internal and external notes and emails will be recorded and organized for easy retrieval.  Particular design emphasis will be on providing detailed history for sold groups.   Sample.  Some of the notes categories will include: 

1. Pre-quote negotiations and contacts
2. Post-quote negotiations and contacts
3. Correspondence with broker
4. Internal notes to file – not sent to anyone in particular.
3. System will have Broker Manager – drop down menu to allow rater to select.  EBMS to define desired contact info (e.g. broker house, broker, phone number, email, etc.)  
4. Market Request Spec Sheet – quote requester will be able to select desired markets from menu.  Sample
5. Online worksheet that will allow rater to check boxes per desired re-insurer to indicate what they want quoted and documents they want attached.  Place for free-form text will also be provided that will allow quote requester to easily communicate information to individual carriers. Sample.
6. System needs to be able to send RFP’s to carriers via email and/or into secure server with login. 
7. Query ability – ability to pull up all quotes sent by a specific carrier to be able to discuss close ratios etc. Sample
8. System will provide list of all Quotes out to market with color code for quick reference of due date.  Number of received quotes and key dates will be displayed.  Sample
9. Clicking on a client on this page will bring back list of carriers that quotes were requested from. Sample
10. Received quotes will be saved to local hard drive and then uploaded into system. Sample.
11. Administrative interface that will allow EBMS to build quote for broker.  Numbers and factors to be manually imported into EBMS quote template.  Quote template will have editable fields.  We will use your current template for system.  (would like to review format as soon as convenient)
12. Client to decide if admin fees will be on same document as stop loss factors or be separate. 

13. When quote is sent, copy automatically goes to sales person. – They will have non-sibling view of system and be able to track quotes.  All relevant information will be available including the ability to easily add notes.  We can also build in a follow up reminder into the system.  Sample
14. Declined quotes – will have library of standard declines and will be sent to sales person for communicating info to broker.  Sales rep will be able to add comments to email and then send.  Sample
15. Once released, system will allow users to type in what happened to quote and if it should be tracked for next year – system can automatically send list of contacts with phone numbers to sales person 9 months later to allow them to proactively go after business.  Sample 
16. System needs to allow for second quote (and third, fourth, etc) to be sent. All released quotes will be displayed and labeled for easy reference.  Client wants system to be housed on their server.  This will be confirmed before contract. 
17. IBN will work with EBMS IT personnel to assure that programming incorporates adequate security.  
Project Protocol – It is suggested that the management of this project follow this high-level outline.  We will, of course, modify to conform to your business needs. 

1. Initial review of project specifications by EBMS management

2. EBMS calls or emails IBN with questions.

3. IBN meets with EBMS in person to review revised specs and to answer any questions. 

4. All project details are posted on the web for all stakeholders to view and are updated regularly.  Project log will include programming schedule, items still-outstanding, links to mock ups for EBMS to review, and other resources that will assure that this project will run smoothly. 

5. Upon approval by EBMS, contract signed and one third deposit collected.   

6. IBN reviews system in detail with ‘front line’ EBMS personnel to assure that system will deliver as intended by management. 

7. IBN submits findings to EBMS Management with any recommendations for modifications of specs and corresponding price changes. 

8. EBMS responds in writing with approval/disapproval for employee recommended modifications.

9. IBN begins to build system.  Key EBMS personnel are cc’d on correspondence and occasionally asked to provide feedback.  Invariably, opportunities and conflicting issues will arise and IBN will submit these to EBMS management with recommended action.  

10. IBN delivers functional beta version.
11. EBMS pays second third of project cost. 

12. EBMS and IBN test system extensively.  

13. Final presentation to EBMS management.  

14. EBMS either approves or submits in writing any discrepancies between designed system and actual deliverable.

15. IBN adjusts system (if applicable) as outlined in contract and resubmits to EBMS management.  

16. After EBMS final approval, IBN schedules onsite training for personnel.  

17. EBMS makes final one third payment.  

Project Changes – Please review this proposal carefully.  We are able to keep our fees reasonable because of the time we spend to fully understanding our client’s desires for their websites.   Requested changes beyond the scope of this written proposal will result in additional charges.  EBMS will be given bid for additional work in writing.  Programming is charged at $150/hour.

Price –Price for this project is $$36,450.  It is our understanding that EBMS desires to host this program on own server.  Consequently, no monthly hosting will be charged.   All required changes to amend software to meet contracted deliverables will be covered in first 12 months.   

