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Release Date: November 8, 2017 
Public Announcement: Press Telegram, November 8, 2017 
Quotes Deadline: November 27, 2017  
Bidder’s Conference: There will not be a bidder’s conference for this request. 
 
 
Questions pertaining to this Request for Quotes (RFQ) must be communicated in 
writing and received via email by November 21, 2017, at 3:00 PM (Pacific Time). 
Questions must be sent to the email address below and should include the 
Proposer’s name and reference to the appropriate page and section number of the 
RFQ. Questions and answers will be posted on the SELACO WDB webpage listed 
below by November 22, 2017 at 5:00 PM (Pacific Time):  
 
 

Contact: Sandra Michel, Policy and Compliance Director 
sandram@selaco.com 

 

 

 

10900 183rd Street, 
Suite 350 
Cerritos, CA 90703 

  Request for Quotes 

SELACO WDB 403(b) Plan 
Third-Party Administration 2017-2018 

mailto:sandram@selaco.com
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I.   GENERAL AND BACKGROUND INFORMATION 

 

 

A. GENERAL INFORMATION 

 

You are invited to submit a quote to furnish Professional Pension Administrative services to 

the Workforce Development Corporation of Southeast Los Angeles County, Inc. (d/b/a 

Southeast Los Angeles County Workforce Development Board (SELACO WDB). The 

purpose of these services will be to provide technical assistance for the operation and 

administration of the SELACO WDB’s 403(b) plan as a contract third party administrator.  

 
 

B. THE AGENCY 

 

SELACO WDB is a private, non-profit entity incorporated in the State of California and 

exempt under Section 501(c)(3) of the Internal Revenue Service Code.  It is formed by a 

public joint powers authority consisting of the cities of Artesia, Bellflower, Cerritos, 

Downey, Hawaiian Gardens, Lakewood, and Norwalk to serve as the grant recipient and 

administrative entity for the Southeast Los Angeles County Workforce Development 

Opportunity Area.  

 

SELACO WDB is an equal opportunity employer and contractor and does not discriminate in 

contracting on the basis of sex, marital status, age, race, creed, color, disability or physical or 

mental condition, religion, national origin or ancestry, political affiliation or belief, or 

heritage. In order to comply with federal procurement regulations and SELACO WDB’s 

Procurement Policies, consideration in the contracting process will be given to small and 

minority owned firms, women's business enterprises and labor surplus area firms, all of 

which are encouraged to respond to this Request for Quotes. 

 

SELACO WDB is responsible for the receipt, disbursement and safeguarding of 

approximately $8,500,000 in funding per year over the past three years; which it uses to 

provide a variety of workforce development, education and training programs to eligible 

individuals.  SELACO WDB also receives other federal, state and local funding in lesser 

amounts that is for purposes generally related to its primary mission in workforce 

development.  
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C.   SCOPE OF WORK 

 

As a third-party administrator, responsibilities will include: 

 

 Preparation of "signature-ready" Form 5500 and required schedules 

 Annual IRC 404(a) deductibility test; 

 Annual IRC 410(b) ratio percentage test; 

 Annual IRC 415 excess annual additions test on respective plan; 

 Annual IRC 416 Top-Heavy test; 

 Contribution calculation - Contribution advice letter 

 Administration assistance throughout the year 

 Assist SELACO WDB with terminated participant distributions 

 Assist SELACO WDB  with participant loans 

 Summary Annual Report (SAR) 

 Annual participant vested interest report on any employer contributions 

 Plan Administration records retention while an active client 

 

 

II.  QUOTE INSTRUCTIONS 

 

 

A. INSTRUCTIONS  
 

Each Quote must be in accordance with the provisions of the Request for Quotes (RFQ) 

described herein.  Before preparing a quote, carefully examine the RFQ and become fully 

informed as to all existing conditions. 

 

Submission of a quote shall be considered evidence that the firm has fully studied the RFQ 

and that your firm is satisfied as to the conditions to be encountered in performing the work 

and the requirements of the RFQ. 

 

The quote shall be signed by an authorized representative of the firm.  The firm shall furnish 

documentation that the person signing the quote is empowered with signatory authority for 

the firm. 

 

 

 

B. SUBMISSION OF THE QUOTE 

 

For consideration, Quotes must be submitted no later than 3:00pm on November 27, 2017. 

Quotes received after the deadline will not be considered.  Please refer to the Tentative 

Solicitation and Engagement Schedule on page 6 of the RFQ. 

 

Quote Submittals must be sent via email, with a subject title Response to Request for Quote 

for Third-Party Administration Services to: 

 

Sandra Michel: sandram@selaco.com  
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Quotes by facsimile are not acceptable. 

 

 

C. QUESTIONS AND CLARIFICATIONS 

 

All questions, interpretations, or clarifications, either administrative or technical, must be 

requested in writing via email and received by SELACO WDB no later than November 21, 

2017 and directed to: 

 

Technical:  

Chau Diep: chaud@selaco.com 

 

Administrative:  

Sandra Michel: sandram@selaco.com 

 

All questions will be answered in writing , posted on the SELACO WDB website and 

conveyed to all firms on SELACO WDB’s Offeror’s List. 

 

 

 

III.   QUOTE FORMAT 

 

 

To facilitate the review of the quotes by SELACO WDB, the quote shall conform to the 

format outlined below.  Failure to submit the quote in this format may be cause for rejection. 

 

A.   Section 1  Cover letter with a brief statement describing agency, qualifications of  

                                    staff, and recent experience. 

 

B.   Section 2 Fee Schedule, with the total all-inclusive maximum price; must   

contain all direct and indirect costs. 

 

All costs identified should be necessary and reasonable. 

 

C.   Section 3  Description of services identified in the fee schedule: 

 

C. Section 4  Resumes for staff involved in performing the services identified in the  

                              fee schedule. 

 

 
 

 

 

IV.  EVALUATION AND SELECTION PROCESS 

 

 

mailto:chaud@selaco.com
mailto:sandram@selaco.com
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A. EVALUATION PROCESS 

 

The quotes will be evaluated in detail. Proposers may be asked to present and explain their 

quotes at management and technical levels. The quote which then appears functionally most 

favorable will be compared to other quotes for cost purposes. This analysis will examine 

difference in costs and benefits. Cost differences must be justified by the value of greater 

benefits. The detailed evaluation may result in selection of several proposers. Before final 

award, SELACO WDB may meet with these proposers for staff interviews. Upon selection 

of a proposer by the SELACO WDB’s Governing Board, contract negotiations will be started 

as soon as possible. If a contract for any reason cannot be negotiated, another proposer may 

be selected. SELACO WDB reserves the right to negotiate a contract with one or more 

proposers. Only one contract, however, will be awarded. 

 

 

B. EVALUATION PROCEDURE 

 

The evaluation will be performed by a committee recommended by the Executive Director.  

The SELACO WDB’s Governing Board will make the final selection decision. SELACO 

WDB may require representatives of the proposer to make oral presentations or to provide 

written clarification of the quote. The assessment shall be based upon the judgement of the 

evaluators from their reviews of the documentation provided in the quotes. 

 

 

C. NOTIFICATION OF AWARD  
 

It is expected that a decision selecting the successful audit firm will be made within 10 days 

of the closing date for the receipt of quotes. Upon conclusion of the final negotiations with 

the selected agency, all Offerors submitting quotes in response to this Request for Quote will 

be notified of the name of the selected agency.  

 

 

D. RIGHT OF REJECTION 

 

SELACO WDB reserves the right to reject any or all quotes. 
 

 

 

E. APPEAL PROCEDURES 

 

 

The SELACO WDB shall consider any protest or objection regarding the award of a 

contract, provided it is filed within fifteen (15) calendar days immediately following the date 

of notification of the recommendation to award a contract.  

 

 

An appeal must be based on at least one of the following reasons: 

1. The action of the Quote Review Committee contradicts applicable laws and regulations. 



 6 

2. It can be demonstrated that material was submitted in a timely and proper manner and, 

pertinent to the decision for award(s) was not presented to the Committee. 

 

All appeals must be in writing and mailed or hand delivered.  SELACO WDB’s Executive 

Director with the support of the Contracts and Compliance Department will review all 

submitted appeals and will present them to the SELACO WDB for final decision. 

Appeals must be addressed to:  
 
The SELACO Workforce Development Board 
Attention:    Yolanda Castro, Executive Director 
         CC: Sandra Michel, Contracts and Compliance Manager 
 

The SELACO WDB will respond in writing to the appeal within fourteen (14) working 

days of the close of the protest period. Notification will include the final decision on 

the protest and the basis for the decision. 

 

 

 

V.  Tentative Solicitation and Engagement Schedule 
 

 

Release of Solicitation November 8, 2017  

Last Day to submit 

Questions & Clarifications 

November 21, 2017 

Response Due Date November 27, 2017  before 3:00pm 

Quote Review November 28 through December 1, 2017 

Notice of Selection December 8, 2017 

Contract Negotiation December 8 through December 15, 2017 

Third-Party Contract 

Implementation 

January 1, 2018 

 

 

 


