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RESOLUTION NO. 004-2017 – ADOPTION OF ADMINISTRATIVE PROCEDURES FOR HANDLING 

REQUESTS FOR PROPOSALS 

 
 MOVED by Mr. Thayer, seconded by Mr. Salton, and unanimously adopted by voice vote by 
members present.  

 
            WHEREAS, a need has been identified to establish administrative procedures relating to the 
manner by which requests for proposals are handled administratively by the Consortium, and  
 
            WHEREAS, this process is intended to ensure continuity in the process used for issuing 
proposals through to execution of a contract, now therefore be it 
 
            RESOLVED, on recommendation of the Audit and Finance Committee, That the following 
Administrative Procedures for Handling Requests for Proposals is hereby adopted: 
 

 The Executive Director will monitor expirations dates of contracts and notify the Audit and 
Finance Committee of upcoming RFP’s that need to be issued or the need to issue an RFP for 
new services (see Consortium Procurement Policy). 

 The Executive Director will work with the Consultant to develop a draft RFP and present to the 
appropriate Consortium committee for approval to issue the RFP.  The Board of Directors shall 
approve the issuance of RFPs for Medical Claims Administrator, Pharmacy Drug Manager,  
Consultant, Executive Director, any other RFP for services being provided for the first-time.  
RFPs for routine services (auditing, actuary) may be issued upon approval of the appropriate 
Consortium committee.   The committee recommending the issuance of an RFP will consider and 
make a recommendation on the creation and membership of a special committee to review 
responses. 

 The Administrative Clerk will distribute final RFPs electronically to companies that have 
responded previously and any others suggested by the Executive Director, Consultant, or 
Treasurer. The document will be posted on both the Consortium website and the New York State 
Purchasing website. 

 RFP’s will be submitted to the attention of the Administrative Clerk. 

 As responses are received they will be forwarded by the Administrative Clerk to the Consortium’s 
Executive Director and Consultant.   

 Any questions submitted will be forwarded to the Executive Director and Consultant upon receipt.  
If an addendum is warranted it will be developed as quickly as possible and provided to the 
Administrative Clerk.  The Administrative Clerk will distribute it electronically to the initial 
distribution list and post on the Consortium and New York State Purchasing websites.  

  If an addendum is issued less than four calendar days prior to the due date the response due 
date shall be extended by four days from the date the addendum was issued.   

 If a committee has been established to review responses, the Administrative Clerk will set 
meetings and provide the membership with all responses. 
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 The Executive Director and the Consultant will present the Audit and Finance Committee with a 
report on the responses and a recommendation or the recommendation of the review committee.  
The Audit and Finance Committee shall make a recommendation to the Board of Directors.  Per 
the Consortium’s Procurement Policy written evaluations of each response must be provided and 
the Board of Directors shall authorize the award and contract for the requested service(s). 

 Upon approval of a contract the Administrative Clerk will work with the Executive Director to  
secure a contract.  The County’s Contracts Coordinator will review contracts prior signing by a 
Consortium representative.  

 The Administrative Clerk will see that a contract is signed by all parties to the agreement, return a 
copy of the agreement to all parties, and file a copy in the Consortium’s records and with the 
Consortium Treasurer.    

* * * * * * * * * 

 
 
 
 
 
 
 
 
STATE OF NEW YORK     ) 
                                     ) ss: 

COUNTY OF TOMPKINS ) 
 
 I hereby certify that the foregoing is a true and correct transcript of a motion adopted by the 
Greater Tompkins County Municipal Health Insurance Consortium on March 23, 2017. 
 
 
 


