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I. INTRODUCTION 
 

A. PURPOSE OF THIS REQUEST FOR PROPOSALS 
 

The State of New Mexico Education Trust Board (the “Board” or “Agency”) issues this 
request for proposals (the “RFP”) from investment management or other financial 
services firms with specific 529 experience or similar investment businesses interested in 
serving as the Program Manager for two qualified tuition plans established and 
maintained by the Board pursuant to Section 529 of the Internal Revenue Code of 1986, 
as amended (“Section 529” and the “Code”, respectively). The qualified tuition plans 
today include a direct-sold plan, The Education Plan (“TEP” or the “Direct Plan”),and an 
advisor-sold plan, Scholar’s Edge, (“SE” or the “Advisor Plan”). Collectively TEP and SE are 
referred to as the “New Mexico Program”, the “Program” or the “Plans”. 

 

The Board seeks to offer a Program that is uniformly recognized as one of the best in the 
country based upon the quality of the underlying funds, the breadth of investment 
options offered, competitive pricing and an advanced technology platform, including 
omnibus relationships with national broker-dealers for SE.  The Board intends to engage 
a Program Manager from among responding firms (each an “Offeror”) that demonstrates 
the greatest ability to provide the services specified in Part II of this RFP, Scope of Services 
(the “Services”), and as set forth in the sample Program Manager Agreement, (the “Form 
Contract,” included in EXHIBIT B, with the final version referred to as the “Contract”). The 
Offeror should clearly demonstrate an ability and willingness to work with a New Mexico- 
based marketing firm to promote the Direct Plan, link to the Board’s front-end marketing 
website for the Direct Plan, provide a thoughtful explanation on the appropriateness of 
enrollment-based target date portfolios, and ensure the Board that it can flawlessly 
execute a Program Manager transition. 

 

The Board has entered into a Termination Agreement with the Current Program Manager 
(defined herein). Under that Agreement the current program management contract will 
terminate upon the completion of a conversion of all assets and accounts to the New 
Program Manager (defined herein). The initial term of the Contract will be for seven (7) 
years, which is expected to run through June 30, 2026. The Board in its sole discretion 
will have the option to renew the Contract for one or more three-year extension terms. 

 

Proposals from prospective Program Managers are due by March 29, 2019. Part III, 
Response Timeline and Format, of this RFP provides complete details on the timeline and 
requirements for submitting the proposal. 

 

B. BACKGROUND INFORMATION 
 

The Board was established pursuant to the Education Trust Act (New Mexico statute: 
NMSA 1978 § 21-21K-1 through 21-21k-47NMSA (the “Education Trust Act” or the “Act”), 
which gives the Board the authority to promulgate rules to carry out the Act; contract 
with one or more financial institutions to manage the education trust fund and the 
separate trust accounts and do those things necessary or convenient in accordance with 
the Education Trust Act to carry out the provisions of the Act.  The Act also creates the 
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education trust fund (the “Trust”). The Board administers the Trust. It does not receive 
State appropriations. 

 
Effective July 1, 2015, the Board retained OFI Private Investments Inc. and Oppenheimer 
Funds Distributor Inc. (collectively the “Current Program Manager” or “OFI”) to provide 
investment, marketing, administrative and distribution services for the Program. The 
Current Program Manager acts on behalf of the Board, subject to the terms of a contract 
that was set to expire on June 30, 2020 but will terminate earlier, as described below. 
Trust assets are invested in the portfolios recommended by the Current Program 
Manager and approved by the Board. The Current Program Manager manages the 
investments and reinvestments of the Trust assets in accordance with the Board’s 
Investment Policy Statement and Monitoring Procedures and Criteria (included in EXHIBIT 
A). The Current Program Manager also provides services relating to establishing accounts, 
marketing and distributing the Program nationwide, and keeping records for and 
providing customer service to the Program. 

 

In light of an expected corporate acquisition of the Current Program Manager, in January 
2019 the Board and the Current Program Manager entered into a Termination Agreement 
that aligns with the Program conversion to the Offeror that is chosen to serve as the 
Program Manager as a result of this RFP (the “New Program Manager”). 

 
The following table shows summary information on Program assets and accounts as of 
December 31, 2018. 

 

 Assets Accounts 

Direct Plan (TEP) $522,447,930 22,905 

Advisor Plan (SE) $1,727,121,929 102,041 

Total $2,249,569,859 124,946 
 

The following charts on the next page show growth of Program assets and accounts since 
December 31, 2009. 
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Additional information about the Program, including the New Mexico 529 College Savings  
Program Quarterly Report for the period ending December 31, 2018, can be found on the 
Board’s website under Meetings and Reports, Program  
Reports: http://www.nmetb.org/reports/. 

 

C. EXECUTIVE DIRECTOR 
 

The Executive Director listed below is responsible for the conduct of this procurement 
and is the person authorized to enter into or administer contracts on behalf of the Board. 

 

Name: Ted Miller, Executive Director 

Address: New Mexico Education Trust Board 

1516 Paseo de Peralta 
Santa Fe, NM 87501 

Telephone: (505) 982-4099 
Email: NM.ETB@state.nm.us 

 
 

All responses delivered via express carrier must be addressed to the Executive Director at 
the address provided above. 

 

Any inquiries or requests regarding this procurement should be submitted in writing to 
the Executive Director. Offerors may contact ONLY the Executive Director regarding this 
procurement. 

 

Other State employees, Evaluation Committee members or advisors to the Board do not 
have the authority to respond on behalf of the Board. 
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D. MINIMUM QUALIFICATIONS 
 

To be considered for selection, the following minimum qualifications must be met by the 
Offeror, as evidenced by a completed and signed Appendix C to your response. Failure to 
meet any of the Minimum Qualifications may result in the disqualification of the Offeror’s 
response. 

 

1. The Offeror has a minimum of five years’ experience (as of December 31, 2018) 
with Section 529 plans or with investment businesses that require the same or 
similar services to those described in the Scope of Services set forth in Part II of 
this RFP. 

 

2. The Offeror includes investment manager(s) with total firm assets in excess of $5 
billion and proposed underlying funds must have at least a three (3) year live (i.e., 
not simulated or back tested) GIPS compliant performance history for the period 
ending December 31, 2018. Note: Asset information for each Offeror should be 
current as of December 31, 2018 with eVestment. 

 

3. The offer includes professionals responsible for investment design with a 
minimum of five (5) years’ experience managing asset allocation portfolios. 

 

4. The Offeror has sufficient capital to assume responsibility of and provide ongoing 
Services to the Program. 

 

5. The Offeror and its personnel must have all authorizations, permits, licenses and 
certifications as may be required under federal, state, or local law to perform the 
Services during the term of the Contract. 

 

6. The Offeror selected will carry general liability insurance, errors and omissions 
insurance, and cyber-liability insurance or comparable coverage for acts or 
omissions in form and substance acceptable to the Board and in accordance with 
applicable law. 

 

7. The Offeror will comply with the College Savings Plans Network (“CSPN”) 
Disclosure Principles during the term of the Contract. 

 

8. The Offeror will maintain sufficient procedures and capabilities to ensure the 
timely and accurate backup and full recovery for all computers and other data 
storage systems related to the Program. 
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II. SCOPE OF SERVICES 

The Program Manager is expected to provide all administrative and compliance, recordkeeping, 
customer service, investment management, trust custody and accounting, marketing and 
distribution, and transition and implementation services (the “Services”). The Program Manager 
should execute these Services to effectively transition and operate the Program in accordance 
with the Performance Standards set forth in the Form Contract (EXHIBIT B of this RFP), as well as 
all applicable federal and state laws, administrative rules, and regulations. Such Services shall 
include, but are not limited to: 

 

A. PROGRAM ADMINISTRATION AND COMPLIANCE 
 

The Board seeks a Program Manager that will provide all recordkeeping, administrative, 
and fund management services needed for the effective operation of the Program. Such 
services shall include, but are not limited to: 

 
1. Manage the Plans in compliance with: 

a) All applicable federal, state, and local laws, administrative rules, statutes 
and regulations, including, but not limited to, Section 529, Municipal 
Securities Rulemaking Board (“MSRB”) rules and standards, Securities 
Exchange Commission (“SEC”) rules and regulations, and Financial 
Industry Regulatory Authority (“FINRA”) rules; and 

b) Guidelines established by the Board and prepared with the assistance of 
the Program Manager. 

2. Monitor federal and state laws and regulations including legal and regulatory 
changes that may materially affect the Program, advise the Board regarding these 
changes, and work with the Board to implement any necessary or desired 
changes. 

3. The Program Manager shall: 

a) Contract for, obtain, and deliver for all applicable services an annual SOC 
1, and SOC 2 report, and a Financial Intermediary Controls and 
Compliance Assessment (FICCA) report. 

b) Provide a Form ADV (Part I and Part II) and any amendments or updates 
for the entity providing investment management and the annual SOC1 
and SOC2 Type 2 report for any applicable Service. 

c) Assist with the preparation of governmental financial statements. 

4. Provide custody and accounting services necessary to support the Trust 
portfolios, including, but not limited to, the following: custody, portfolio 
valuation, segregation of funds, cash management, banking services, and 
purchase and sale of underlying investments. 

5. Have a formal privacy policy in place that complies with applicable state and 
federal law and is updated to adhere to evolving industry standards, including 
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state, federal, and industry standards that protect the confidentiality of account 
information. 

6. Create and produce all Plan documents, subject to the Board’s approval, including 
enrollment forms and offering materials in compliance with all state and federal 
regulations, and in compliance with the CSPN Disclosure Principles as currently 
written and as may be modified in the future, and general Section 529 or mutual 
fund best practices. Materials must be available online and in print. 

7. Prepare the applicable official program disclosure statement (“Plan Description”) 
and participation agreement (“Participation Agreement”) that will be included in 
all enrollment packets and communications for each of TEP and SE. Each Plan 
Description and Participation Agreement shall contain all of the rules and material 
information necessary for a prospective Account Owner to make an informed 
investment decision regarding the Program. 

8. Prepare any required supplements to the Plan Description and Participation 
Agreement and produce and distribute the Plan Description and Participation 
Agreement and any supplements to the current Account Owners, MSRB or other 
regulatory entities, as required by law. 

9. With approval from the Board, the Program Manager shall submit Plan data: 

a) In compliance with MSRB Rule G-45; 

b) As required for maintenance of Plan information on the CSPN website 
(www.collegesavings.org); and 

c) To other third party data aggregators as requested by the Board. 

10. Provide the Board and its consultants with reports on all aspects of the Program 
as will be specified in the Contract and other ad  hoc reports that may be 
requested. 

11. Prepare a Program manual outlining all administrative responsibilities of the 
Program Manager for the Program and schedule of reporting materials. 

12. Attend quarterly Board meetings and prepare and deliver quarterly reports on 
each of the Plans and Plan activities as directed by the Board and set forth in the 
Contract. Attend other Board meetings as requested. 

13. Provide the Board and Staff with access, including remote access, to information 
and records for accounts. 

14. Implement a fraud prevention program. 

http://www.collegesavings.org/
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B. CUSTOMER SERVICE AND RECORDKEEPING 

 
The Program Manager shall provide excellent customer service support and 
recordkeeping services for the Board, Account Owners, Beneficiaries, prospective 
Account Owners and interested parties to ensure effective operation of the Program. 
Such services must be performed in accordance with all federal and state laws, 
requirements and regulations, and in compliance with minimum Performance Standards 
as outlined in EXHIBIT B. 

 
Recordkeeping: 

 

1. Provide recordkeeping services in accordance with Program rules, regulations 
and procedures as established jointly between the Board and the Program 
Manager. 

2. Report all account activity as may be required to be reported by the Internal 
Revenue Service (“IRS”), the SEC, the MSRB or any other federal, state or local 
agency of competent jurisdiction. 

3. Generate and mail all applicable tax reports, including 1099Qs to the appropriate 
recipients. 

4. Establish controls to ensure that the current twice-per-year limitation on 
investment direction (or any future limitation) will be enforced. 

5. Block the receipt of contributions in excess of the maximum account balance 
limits established by the Board. 

6. Coordinate for aggregation purposes the recordkeeping of contributions 
made on behalf of a designated beneficiary who is also a beneficiary under any 
other 529 plan that is or may be offered by the Board. 

7. Comply with the unclaimed property laws and any other laws regarding 
abandoned property as applied to 529 accounts. 

8. Maintain responsibility for applicable Program correspondence including, but not 
limited to, confirmation statements, quarterly and annual statements, and make 
available current account information when requested. 

9. Maintain recordkeeping of employer plan accounts. 

10. Maintain recordkeeping of omnibus subaccounts held by broker dealers. 

11. Offer a robust gifting platform, including recurring gifting capability, to facilitate 
third-party contributions. 

 

Call Center: 
 

1. Maintain a comprehensive call center located in the United States, from 8:00 a.m. 
to 8:00 p.m. MT, Monday through Friday (except for periods of pre-scheduled 
system maintenance) and staffed with a sufficient number of call center 
representatives who are licensed or registered in accordance with applicable law. 
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2. Assume the current dedicated toll-free telephone numbers 

3. Work with both Account Owners and advisors over the phone to service their 
accounts. 

4. Record all calls. 

5. Have a method to identify, track and report on all call interactions with an 
Account Owner or advisor, including the time and date of a call, the call center 
representative who spoke with the caller, the reason for the call, and the call’s 
resolution. 

6. Maintain a database of all prospects for reporting and tracking purposes including 
name, address, number of children and how the caller heard about the Plan. 

7. Enable Program prospects to obtain enrollment materials online or via a 
telephone call. 

8. Maintain a voice response unit (“VRU”) to enable Account Owners to obtain 
account information and to provide self-service (such as order fulfillment kits and 
forms, and contribute) without the need to talk to a customer service 
representative. 

 

Customer Service 
 

1. Act as first and main point of contact and manage all incoming and outgoing 
correspondence for the Program. 

2. Maintain the ability to receive mail, at a minimum, each day the New York Stock 
Exchange and US Postal Service are open for business, through a physical address 
(for overnight mail) and a post office box whose location is mutually acceptable 
to the Board and the Program Manager. 

3. Establish and maintain accounts, collect contributions, process withdrawals, and 
provide accurate, easy to understand confirmation, quarterly and annual account 
statements and other customer communications. 

4. Maintain the ability to receive contributions via mail, ACH, direct deposit, payroll 
deduction, NSCC and through a gifting platform. 

5. Allow Account Owners to request withdrawals via telephone, online, and mail. 

6. Maintain robust quality control procedures to minimize error rates. 

7. Ensure the confidentiality and privacy of all prospects, Account Owners and 
Beneficiaries, as applicable. 

8. Evaluate customer satisfaction through focus groups, surveys and customer 
feedback and provide results on a regular basis to the Board. 

9. Provide access to enrollment materials through an automated fulfillment system. 
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Self-Servicing Website 
 

1. The Board maintains a separately hosted front-end marketing website for the 
Direct Plan. The Program Manager must agree to: 

a) Link  the  Program  Manager’s  transactional  website  to  the  front-end 
website, 

b) Provide daily pricing and performance information for the investment 
portfolios on the front-end website; and 

c) Employ and assist in the Board’s employment of data analytics to track 
investor movement from the front-end website to ultimate account 
opening. 

2. Provide, maintain and update a separate website for the Advisor Plan, ensuring 
that the website is specifically planned, designed and search-engine-optimized. 

3. Provide stringent security and password protocols. 

4. Websites must be mobile responsive for all web pages including transactional, 
enrollment, and account activity web pages. 

5. Permit a secure online account opening process, which: 

a) Allows  prospective  account  owners  to  start,  save  and  complete  the 
enrollment process, and includes the ability to contribute; and 

b) Provides full disclosure about the default investment option (currently 
the Index Balanced Age Based Track) in both the offering materials and 
the enrollment flow 

6. Permit Account Owners to perform the following transactions online, at a 
minimum: 

a) Contribute online from a variety of sources; 
b) Add or change systematic purchases; 
c) Request account withdrawals made payable, by check or ACH, to the 

Account Owner, Beneficiary or eligible education institution; 
d) Add or change banking information; 
e) Request duplicate statements; 
f) View   quarterly   statements,   annual   statements   and   confirmation 

statements; 
g) View year to date contributions and transactions; 
h) Change addresses, account Beneficiary and other account information; 

and 
i) Make investment option changes. 

7. Websites must have a portal for financial professionals, authorized signatories, 
and authorized agents to access account information, obtain investment 
performance information, conduct transactions, view completed and pending 
transactions, and make changes to account information  and  designations. 



Education Trust Board of New Mexico 
Program Manager Services Request for Proposals#19-949-9010-00013 
Page 10 

 

 

 

C. INVESTMENT MANAGEMENT 
 

The Program Manager (including any applicable investment subcontractors) will manage 
Program investments as a fiduciary for the Board and for Account Owners and 
Beneficiaries in accordance with the Program’s Statement of Investment Beliefs, 
Investment Policy Statement (“IPS”) and Monitoring Procedures and Criteria, and the 
Contract. 

 
1. Develop and recommend, for Board approval, investment portfolios, underlying 

funds, and fee structures to appeal to a wide range of investors with various risk 
tolerance levels and contribution levels. 

2. Recommended investment menu should have a suitable option to serve as a 
Default option. 

3. Offer investments that each exhibit a clear purpose and objective and a clear 
definition of success in determining whether the portfolio fulfills that purpose 
and meets the objective. 

4. Offer investments that each have a clear investment strategy that includes a 
reasonable set of assumptions about expected risks and expected returns. 

5. Offer investments that have sufficient track records by which investment merit 
can be analyzed prior to inclusion in the Program. 

6. Strive to provide low cost investment options with terms and choices that are 
easily communicated to and understood by participants. 

7. Strive to provide underlying investment options that boast a Morningstar 
Medalist designation, 4-5 star ratings and/or investments from asset managers 
with Positive Parent Pillar  ratings 

8. Develop and recommend, for Board approval, a best-of-breed asset allocation 
strategy by investment sector for each age-, target-, or year-of-enrollment-based 
portfolio, if applicable. 

9. Monitor the performance of each Plan portfolio and underlying fund and make 
recommendations to the Board in accordance with the Board’s IPS and 
Monitoring Procedures and Criteria. 

10. Disclose and report on internal watch criteria, specific to Program Manager’s 
investment oversight processes, used to monitor proprietary and non-proprietary 
funds’ continued viability within the Program. 

11. Monitor qualitative aspects of the  underlying funds and provide timely 
communications of any changes to the Board of personnel, investment 
philosophy or process, or firm leadership. 

12. Facilitate meetings between the Board and portfolio/underlying investment 
managers as may be appropriate to review, at a minimum, market conditions, 
strategy and investment performance. 

13. Utilize institutional share class (where available) and explore the utilization of 
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separately managed accounts to further decrease investment expense ratios. 

14. Fully and promptly cooperate with the Board’s investment consultant regarding 
investment matters. 

 

D. MARKETING AND DISTRIBUTION 

 
The Program Manager will develop and implement a multi-year marketing strategy that 
will provide the broadest visibility across potential investors within New Mexico and 
nationally. 

 
1. Develop all promotional materials, subject to the Board’s approval, and assure 

compliance with all applicable laws relating to such materials. 

2. Develop and execute a multi-year marketing plan dedicated to the promotion of 
the Program in New Mexico and nationwide. 

3. Engage an in-State marketing firm with 529 or other relevant financial services 
experience to assist with the marketing and promotion of TEP and, as 
appropriate, SE. 

4. Budget and expend sufficient dollars annually and dedicate professional or 
financial resources to fund marketing efforts: 

a) Within New Mexico with a goal of increasing in-State awareness and 
participation by New Mexico residents; and 

b) Nationally to maintain a superior national distribution system. 

c) Funding for each effort should be separately identified. 

5. Provide and maintain promotional materials on applicable Program websites. 

6. Implement brand marketing strategy that reflects brand awareness of the 529 
Program in New Mexico and nationwide. 

7. Fund a marketing outreach campaign directed to residents of New Mexico, 
including low- to moderate-income residents. Funding should be sufficient for 
the Board to contract with three outreach personnel for TEP as well as to sponsor 
promotional events within the state. 

8. Solicit orders for the sale of interests in SE and execute selling agreements with 
broker-dealer firms, registered investment advisors, and other financial service 
providers that currently offer the Plan. Additionally, expand the sales and 
distribution channels within New Mexico and nationally. 

9. The Program Manager must demonstrate to the Board’s satisfaction that it has 
sufficient market presence in the broker-dealer channel to establish omnibus 
account relationships with major firms. 

10. Employ and assist in the Board’s employment of robust data analytics and 
benchmarks to assess the effectiveness of outreach efforts, marketing initiatives, 
activities, and literature for the Program. 
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E. TRANSITION AND IMPLEMENTATION 
 

The New Program Manager will provide transition-related services. 
 

1. Develop a detailed timeline for conversion of assets. 

2. Provide a detailed communication plan to ensure timely communications to 
existing Account Owners during a transition period, as applicable. 

3. Provide a seamless transition of account information and processes for Account 
Owners, as applicable. 

4. Reconcile cash and NAVs to ensure all assets are accounted for prior to and after 
conversion. 

5. Provide resources, as necessary, to ensure that current assets are continuously 
invested throughout the conversion and implementation process. 

6. If requested by the Board, hire a transition manager (at the New Program 
Manager’s expense). 

7. Take all steps necessary to achieve a transition date that is agreed upon by the 
Board and the New Program Manager. 

8. Enter into a Conversion Agreement with the Current Program Manager and the 
Board. 

9. Reimburse the Current Program Manager for actual conversion costs as well as 
deferred liabilities resulting from outstanding Advisor Plan C Shares. As of 
December 31, 2018 the C share liability was $104,352. 
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III. RESPONSE TIMELINE AND FORMAT 
 

A. SEQUENCE OF EVENTS 

The following chart shows the estimated timeline for the Program Manager selection process. The 
Board and the Executive Director will make every effort to adhere to the following schedule, but 
this schedule is subject to change as discussed in Part III, Section B. 

 
 

Action Responsible Party Date and Time 

1. Issuance of RFP Board February 14, 2019 
2. Registration Deadline for 

Interested Firms 
Potential Offerors February 20, 2019 

3pm MT 

3. Deadline to Submit Written 
Questions 

Potential Offerors February 27, 2019 
3pm MT 

4. Response to Written 
Questions / RFP Amendments 

Executive Director March 11, 2019 

5. Submission of Proposal Offerors March 29, 2019 
3pm MT 

6. Proposal Evaluation Evaluation Committee Weeks of April 1 through 
April 15, 2019 

7. Selection and Notification of 
Finalist(s) 

Evaluation Committee Week of April 22, 2019 

8. Oral Presentation(s) if any Finalist(s), 
Evaluation Committee and 

Board 

Week of April 29, 2019 

9. Contract Negotiations Finalist(s) and 
Executive Director 

30 calendar days upon 
notification by Board 

10.  Contract Award Education Trust Board Week of May 20, 2019 
11.  Protest Deadline -- Fifteen calendar days after 

Contract award 
5pm MT 

12.  Conversion Current Program Manager, 
New Program Manager and 

Board 

November 1, 2019 

 

B. EXPLANATION OF EVENTS 

The following paragraphs describe the activities listed in the Sequence of Events shown 
in Part III, Section A immediately above. 

 

1. Issuance of RFP 
 

This RFP is being issued by the Education Trust Board of New Mexico on the date set forth 
in Part III, Section A. Offerors can download the RFP in electronic format by accessing the 
ETB website at http://www.nmetb.org/procurement. 

 

2. Registration Deadline for Interested Firms (Acknowledgement of Receipt) 

http://www.nmetb.org/procurement
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Although it is not a requirement or a precondition for the submission of a proposal, the 
Board encourages potential Offerors to register for the procurement distribution list, 
which will be used for the distribution of written responses to questions or any future 
amendments to the RFP. 

 

To register, potential Offerors should email a scanned image of the "Acknowledgement 
of Receipt of Request for Proposals Form" that accompanies this document in APPENDIX 
A. The form should be signed by an authorized representative of the potential Offeror, 
dated and returned to the Executive Director by the time and date set forth in Part III, 
Section A. 

 
3. Deadline to Submit Written Questions 

 

Potential Offerors may submit written questions to the Executive Director as to the intent 
or clarity of this RFP by the time and date set forth in Part III, Section A. All written 
questions must be emailed to the Executive Director as identified  in Part I, Section C. 

 

4. Response to Written Questions/RFP Amendments 
 

Written responses to questions and any RFP amendments will be distributed by the time 
and date set forth in Part III, Section A to all potential Offerors whose organization name 
appears on the procurement distribution list. 

 

a) The responses to written questions and any RFP amendments  will be 
posted at http://www.nmetb.org/procurement. 

 

b) An email containing a link to the responses and any RFP amendments will 
be sent to all potential Offerors that provide Acknowledgement of 
Receipt Forms described in Part III, Section B.2 before the deadline. 

 

5. Submission of Proposal 
 

ALL PROPOSALS MUST BE RECEIVED FOR REVIEW AND EVALUATION BY THE EXECUTIVE 
DIRECTOR OR DESIGNEE NO LATER THAN THE DATE AND TIME SET FORTH IN PART III, 
SECTION A. 

 

Proposals received after this deadline will not be accepted. The date and time of receipt 
will be recorded on each proposal. 

 

Proposals must be addressed and delivered to the Executive Director at the address listed 
in Part I, Section C. Proposals must be sealed and labeled on the outside of the package 
to clearly indicate that they are in response to the Education Trust Board 529 Program 
Management Services Request for Proposals. 

 

Proposals submitted by facsimile, or other electronic means, will not be accepted. 

http://www.nmetb.org/procurement
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A public log will be kept of the names of all Offeror organizations that have submitted 
proposals. The contents of proposals shall not be disclosed to other Offerors during the 
negotiation process. The negotiation process is deemed to be in effect until the Contract 
is awarded pursuant to this Request for Proposals. “Awarded” in this context means the 
final required Board signature on the Contract(s) resulting from the procurement has 
been obtained. 

 

a) Number of Responses 
 

Each Offeror may submit only one proposal. 
 

b) Number of Copies 

Offerors shall deliver: 

(1) One (1) original and six (6) identical hard copies of their proposal 
to the Executive Director at the location specified in Part I, 
Section C. The original and all copies shall be in separate labeled 
binders, with all Confidential Information clearly identified and 
easily segregated from the rest of the proposal. 

(2) One (1) electronic version/copy (Adobe PDF) of the proposal to 
the Executive Director at the email specified in Part I, Section C. 
All Confidential Information shall be clearly identified and 
segregated on the electronic version of the proposal, mirroring 
the hard copy submitted. 

 
Any proposal that does not adhere to the requirements of Part 
III, Section B.5.c, below, may be deemed non-responsive and 
rejected on that basis. 

 

c) Proposal Content and Organization 
 

All proposals must be typewritten on standard 8 ½  x 11 inch paper (larger 
paper is permissible for charts, spreadsheets, etc.) and bound with tabs 
delineating each section. 

 

The proposal must be organized, and indexed in the following format and 
must contain, at a minimum, all listed items in the sequence indicated. 

 
(1) Signed Letter of Transmittal (APPENDIX B) 

(2) Table of Contents 

(3) Signed Minimum Qualifications Certification (APPENDIX C) 

(4) Technical and Business Specifications 

(5) Mandatory Specifications 

(6) Cost Proposal (APPENDIX D) 
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(7) Response to Form Contract Terms and Conditions 

(8) Signed Campaign Contribution Disclosure Form (APPENDIX E) 

(9) Resident Vendor or Resident Veteran Certificate (if applicable) 

(10) Signed Resident Veterans Preference Certification (if applicable; 
APPENDIX F) 

(11) Supporting Materials (these materials should be submitted in a 
separate binder) 

 
Offerors should address the items in the order in which they appear in 
this RFP. All forms (included as Appendices) provided in this RFP must be 
thoroughly completed and included in the proposal. All discussion of 
proposed costs, rates or expenses must occur only in the Cost Proposal. 

 
Any  proposal  that  does  not  adhere  to  these  requirements  may  be 
deemed non-responsive and rejected on that basis. 

 

6. Proposal Evaluation 
 

An Evaluation Committee appointed by the Executive Director will evaluate the proposals. 
This process will take place as indicated in Part VI, Section C. 

 

7. Selection and Notification of Finalist(s) 
 

The Board will select the Finalist(s) and the Executive Director will notify the Finalist(s) as 
per the Sequence of Events specified in Part III, Section A or as soon as possible. At this 
time, Finalist(s) may be asked to revise their proposals for the purpose of obtaining best 
and final offers including contract terms. Best and final offers, if any, may also be clarified 
and amended at Finalist(s)’ oral presentation(s), if any. 

 

8. Oral Presentations 
 

Finalist(s) may be required to conduct an oral presentation to the Board at a Board 
meeting as per the Sequence of Events specified in Part III, Section A or on such alternative 
Board meeting date as determined at the discretion of the Board and the Executive 
Director. 

 

9. Contract Negotiations 
 

Any contract resulting from this RFP will be finalized with the most advantageous Finalist 
as per the Sequence of Events specified in Part III, Section A through discussions with the 
Executive Director. In the event mutually agreeable terms cannot be reached with the 
most advantageous Finalist within 30 calendar days of being notified by the Board, Board 
reserves the right to begin contract negotiations with the next most advantageous Finalist 
without undertaking a new procurement process. 



Education Trust Board of New Mexico 
Program Manager Services Request for Proposals#19-949-9010-00013 
Page 17 

 

 

 

10. Contract Award 
 

The Board will award and execute the Contract upon successful finalization of the contract 
discussions. 

 

11. Protest Deadline 
 

Any protest by an Offeror must be filed within a 15 calendar-day protest period, which 
shall begin on the day following the award of Contract and will end at 5pm MT on the 15th 

calendar day thereafter. Protests must be written and must include the name and 
address of the protestor and the request for proposal number. It must also contain a 
statement of the grounds for protest including the facts relied upon and appropriate 
supporting exhibits and it must specify the ruling requested from the Executive Director. 
The protest must be delivered to the Executive Director on a timely basis. Protests 
received after the deadline will not be accepted. 

 

12. Conversion 
 

The Board’s target for completion of the conversion is set forth in Part III, Section A. 
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IV. GENERAL REQUIREMENTS 

This Part IV of the RFP contains the description and conditions governing the procurement. 
 

A. RFP-RELATED REQUIREMENTS 
 

1. Acceptance of Conditions Governing the Procurement 
 

Offerors must indicate their acceptance of the Conditions Governing the Procurement 
section in the Letter of Transmittal (APPENDIX B). Submission of a proposal constitutes 
acceptance of the Evaluation Factors contained in Part VI of this RFP. 

 

2. Incurring Cost 
 

Any cost incurred by the Offeror in preparation, transmittal, and/or presentation of any 
proposal or material submitted in response to this RFP shall be borne solely by the 
Offeror. Any cost incurred by the Offeror for set up and demonstration of the proposed 
services shall be borne solely by the Offeror. 

 

3. Contractor Responsibility 
 

Any Contract that may result from this RFP shall specify that the Program Manager 
retained pursuant to this RFP (“Contractor”) is solely responsible for fulfillment of all 
requirements of the Contract with the Board which may derive from this RFP. 

 

4. Subcontractors/Consent 
 

The use of subcontractors is allowed to the extent and as provided in the Form Contract. 
The Contractor shall be wholly responsible for the entire performance of the Contract 
whether or not subcontractors are used. Additionally, the Contractor must receive 
approval, in writing, from the Board before any subcontractor is used during the term of 
the Contract. 

 

5. Amended Proposals 
 

An Offeror may submit an amended proposal before the deadline for receipt of proposals. 
Such amended proposal must be a complete replacement for a previously submitted 
proposal and must be clearly identified as such in the transmittal letter. The Board will 
not merge, collate, or assemble proposal materials. 

 

6. Offeror’s Rights to Withdraw Proposal 
 

Offerors will be allowed to withdraw their proposals at any time prior to the deadline for 
receipt of proposals. The Offeror must submit a written withdrawal request addressed 
to the Executive Director and signed by the Offeror’s duly authorized representative. 
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7. Proposal Offer Firm 
 

Responses to this RFP, including proposed costs for services, will be considered binding 
for one hundred twenty (120) days after the due date for receipt of proposals or ninety 
(90) days after the due date for the receipt of a best and final offer, if the Offeror is invited 
or required to submit one. 

 

8. Disclosure of Proposal Contents 

 
a) Proposals will be kept confidential until negotiations and the award are 

completed by the Board. At that time, all proposals and documents 
pertaining to the proposals will be open to the public, except for material 
that is clearly marked proprietary or confidential. The Executive Director 
will not disclose or make public any pages of a proposal on which the 
Offeror has stamped or imprinted "proprietary" or "confidential" subject 
to the following requirements: 

 

b) Proprietary or confidential data shall be readily separable from the 
proposal in order to facilitate eventual public inspection of the non- 
confidential portion of the proposal. 

 

c) Confidential data is restricted to: 
 

(1) confidential financial information concerning the Offeror’s 
organization; and 

(2) data that qualifies as a trade secret in accordance with the 
Uniform Trade Secrets Act, Sections 57-3A-1 to 57-3A-7 NMSA 
1978. 

(3) PLEASE NOTE: The price of products offered or the cost of 
services proposed shall not be designated as proprietary or 
confidential information. 

 

If a request is received for disclosure of data for which an Offeror has made a written 
request for confidentiality, the Board shall examine the Offeror’s request and make a 
written determination that specifies which portions of the proposal should be disclosed. 
Unless the Offeror takes legal action to prevent the disclosure, the proposal will be so 
disclosed. The proposal shall be open to public inspection subject to any continuing 
prohibition on the disclosure of confidential data. 

 

9. No Obligation 
 

This RFP in no manner obligates the State of New Mexico or the Board to the use of any 
Offeror’s services until a valid written Contract is awarded. 

 

10. Board Termination and Rejection Rights 
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This RFP may be canceled at any time by the Board, and any and all proposals may be 
rejected in whole or in part at the Board’s sole discretion. 

 

11. Statutory Authorizations 
 

Any Contract awarded as a result of this RFP process may be terminated if (i) the Board 
determines in its sole discretion that the continued Services by the Contractor under this 
Agreement or the continued operation of a Plan(s) is not in the best interests of the Plans, 
the Account Owners and/or Beneficiaries; or (ii) the Board is no longer legally permitted 
to administer the Plans.. Such termination will be effected pursuant to the Contract and 
by sending written notice to the Contractor. The Board’s decision will be final. 

 

12. Legal Review 
 

The Board requires that all Offerors agree to be bound by the General Requirements 
contained in this Part IV of the RFP. Any Offeror concerns about the General 
Requirements must be promptly submitted in writing to the attention of the Executive 
Director. 

 

13. Governing Law 
 

This RFP and any Contract with an Offeror which may result from this procurement shall 
be governed by the laws of the State of New Mexico without giving effect to its choice of 
law provisions. 

 

14. Basis for Proposal 
 

Only information supplied, in writing, by the Board through the Executive Director or in 
this RFP must be used as the basis for the preparation of Offeror proposals. 

 

15. Contract Terms and Conditions 
 

a) The Contract between the Board and the selected Contractor will follow 
the format of and contain the terms and conditions set forth in the Form 
Contract in EXHIBIT B. However, the Board reserves the right to negotiate 
with any Offeror provisions in addition to or differing from those 
contained in the Form Contract. The contents of this RFP, as revised 
and/or supplemented, and the successful Offeror’s proposal will be 
incorporated into and become part of any resultant Contract. 

 

b) The Board strongly discourages exceptions to the terms and conditions in 
the Form Contract in EXHIBIT B. Exceptions may cause a proposal to be 
rejected as nonresponsive when, in the sole judgment of the Evaluation 
Committee, the proposal appears to be conditioned on the exception, or 
correction of what is deemed to be a deficiency, or an unacceptable 
exception is proposed which would require a substantial rewrite to the 
Contract. 
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c) Should an Offeror object to any of the terms and conditions in the Form 
Contract in EXHIBIT B, the Offeror must provide specific alternative 
language as required in Part V, Section A.4 of this RFP. The Board reserves 
the right to reject or modify any proposed alternative language. General 
references to the Offeror’s terms and conditions or attempts at complete 
substitutions are not acceptable to the Board and will result in 
disqualification of the Offeror’s proposal. 

 
d) Any additional terms and conditions, which may be the subject of 

negotiation, will be discussed only between the Board and the Offeror 
selected and shall not be deemed an opportunity to amend the Offeror’s 
proposal. 

 
16. Offeror Qualifications 

 

The Evaluation Committee may make such investigations as necessary to determine the 
ability of the Offeror to adhere to the requirements specified within this RFP. The 
Evaluation Committee will only consider the proposal of any Offeror who conforms in all 
material respects to the requirements set forth in this RFP (“Responsive Offer”) and 
submits a Responsive Offer. 

 
Proposals that omit the Minimum Qualifications Certification that is included in APPENDIX 
C will not be considered. Proposals that do not comply with any other requirements of 
the RFP shall be deemed non-responsive. A proposal deemed non-responsive will be 
rejected. 

 

17. Waiver Rights 
 

The Evaluation Committee reserves the right to waive minor technical irregularities. In 
this context, “minor technical irregularities” means anything in the proposal that does not 
affect the price, quality or any mandatory requirement. The Evaluation Committee also 
reserves the right to waive mandatory requirements provided that all of the otherwise 
Responsive Offers failed to meet the same mandatory requirements and the failure to do 
so does not otherwise materially affect the procurement. This right is at the sole 
discretion of the Evaluation Committee. 

 

18. Change in Contractor Representatives 
 

The Board reserves the right to require a change in Contractor representatives if the 
assigned representative(s) is (are) not, in the opinion of the Board, adequately meeting 
the needs of the Board in accordance with the Contract. 

 

19. Penalties for Violation of Law 
 

The New Mexico criminal statutes impose felony penalties for bribes, illegal gratuities and 
kickbacks. 
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20. Equal Opportunity Compliance 
 

The Contractor agrees to abide by all applicable Federal and State laws and rules and 
regulations pertaining to equal employment opportunity. 

 

21. Right to Publish 
 

Throughout the duration of this procurement process and Contract term, Offerors, 
Finalist(s) and the Contractor must secure from the Board written approval prior to the 
release of any information that pertains to the potential work or activities covered by this 
procurement and/or the Contract deriving from this procurement. Failure to adhere to 
this requirement may result in disqualification of the Offeror’s proposal or removal from 
the Contract. 

 

22. Ownership of Proposals 
 

All documents submitted in response to the RFP shall become property of the State of 
New Mexico. 

 

23. Confidentiality 
 

Any confidential information provided to, or developed by, the Contractor in the 
performance of the Contract resulting from this RFP shall be kept confidential to the 
extent permitted by applicable law. 

 

The Contractor agrees to protect the confidentiality of all confidential information and 
not to publish or disclose such information to any third party without the Board's written 
permission. 

 

24. Use of Electronic Versions of this RFP 
 

This RFP is being made available by electronic means. In the event of conflict between a 
version of the RFP in the Offeror’s possession and the version maintained by the Board, 
the Offeror acknowledges that the version maintained by the Board shall govern. Please 
refer to: http://www.nmetb.org/procurement. 

 
 

B. NEW MEXICO RESIDENT BUSINESS OR RESIDENT VETERAN PREFERENCES 
 

In order to receive a resident business or resident veteran business preference, an Offeror 
must submit with it proposal a copy of a valid resident business certificate or valid 
resident veteran certificate issued by the New Mexico Taxation and Revenue Department. 
In addition to the veteran business certificate, the Offeror must complete and sign the 
Resident Veteran’s Preference Certification in APPENDIX F to be considered for Resident 
Veterans Preference points. 

http://www.nmetb.org/procurement
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V. RFP RESPONSE 

Offerors should respond in the form of a thorough narrative to each specification, unless 
otherwise instructed. The narratives, including required Supporting Materials will be evaluated 
and awarded points accordingly. Offerors must respond to each item listed in this section. Failure 
to do so will result in the rejection of the Offeror’s proposal. For this Part V, references to “you” 
and “your” shall mean all of the following as applicable to each question: 1) the Offeror; and 2) 
any entity with which the Offeror is partnering or subcontracting, to provide any of the Services. 

 

A. TECHNICAL AND BUSINESS SPECIFICATIONS 
 

For each question below, your RFP response must take into consideration each detailed 
Scope of Services set forth in Part II of this RFP. Each question in this  Section A applies 
to both Plans, unless stated otherwise. 

 

1. Organization Background and Experience 
 

a) Please confirm that the entity submitting the response to this RFP will be 
the same to execute the Contract. If the entity submitting the bid is not a 
parent company, please indicate whether the parent company will 
guarantee or propose a suitable alternative (e.g., letter of credit, surety 
bond or an alternative) to ensure performance of the Services to be 
provided pursuant to the Contract. 

 

b) Include (a) the most recent Annual Report, (b) any regulatory filings for 
the current fiscal year, including FORM ADV Part 1 if applicable, and (c) 
the audited financial statements for the last two fiscal years for the 
contracting party (include in the Supporting Material binder included 
with your response). 

 

c) List all subcontractors, partners or affiliates that will perform the Services 
required in Part II of this RFP, including any applicable registrations (e.g., 
registered broker-dealer, transfer agent, investment adviser, etc.). Please 
identify the Services to be provided by each entity and confirm that the 
Offeror will be responsible for all costs associated with these Services and 
for any negligence or misconduct in the delivery of Services. 

 

d) Provide copies of the most recent SOC1 and SOC2 Type 2 reports covering 
the activities of the applicable Services to the Programs under the 
proposal. In addition, list any substantive issues raised in these reports 
and steps taken to address such issues. If your response includes 
subcontractors, please describe your oversight and risk management 
procedures to ensure each subcontractor’s operating effectiveness with 
respect to Controls Over Financial Reporting as well as Trust Services 
Principles. To the extent the Offeror or its applicable subcontractor(s) do 
not have either of the SOC1 or SOC2 reports, please explain why and 
describe the Offeror’s plans and timing to provide such reports in the 
future. 
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e) Outline any recent or pending changes in the Offeror’s, or 
subcontractor’s, partner’s or affiliate’s, organization, corporate structure 
or location of facilities. 

 

f) Please complete the following table, as applicable, as of December 31, 
2018 for each qualified tuition program (“QTP”) for which the Offeror has 
served or is serving as Program Manager or service provider. If the 
Offeror does not have previous experience with QTPs, please respond to 
this question with similar experience that would enable you to satisfy the 
Minimum Qualifications set forth in Part I.D to this RFP. 

 

Program 
Contract 

Term 
Service 

Provided 
Total Managed Total Converted 

AUMs Accounts AUMs Accounts 

       

       

       
 

g) Indicate whether the Offeror is a member of these or similar trade 
organizations: CSPN, National Association of State Treasurers (“NAST”), 
College Savings Foundation (“CSF”), Investment Company Institute (“ICI”) 
and Securities Industry and Financial Markets Association (“SIFMA”). 

 

h) Provide proof of ratings by two or more nationally recognized rating 
services within the three highest rating categories for financial condition 
and overall performance. If the Offeror is not rated, then please provide 
information that demonstrates the Offeror’s financial condition to fulfill 
the Services throughout this engagement. 

 

2. Assigned Personnel 
 

a) Provide an organizational chart showing all key personnel who will be 
responsible for aspects of the Program. Please include a brief resume for 
each individual specifying location and functional areas of responsibility. 

 

b) The Offeror must provide an affirmative statement indicating that the 
firm and all assigned key professional staff are sufficiently experienced 
and, as applicable, properly licensed to provide the Services specified in 
this RFP. 

 

c) If subcontractors are included in this proposal, please identify the 
assigned personnel from each subcontractor and describe their relevant 
experience. 
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3. Legal Matters 

 
With respect to the Offeror, any related entity, or any subcontractors, partners or 
affiliates it plans to engage, please indicate whether any principals, owners, directors, 
officers or employees have been the subject of any of the following since January 1, 2014 
(answer “yes” or “no” and, if the answer is “yes”, please provide a full explanation of the 
circumstances surrounding it including the status or ultimate disposition). For purposes 
of the following questions, the term "related entity" means any partnership, joint 
venture, sub-contractual relationship, and all other direct or indirect affiliations of the 
Offeror, entities that own the Offeror, and subsidiaries of the Offeror that could, in any 
reasonable capacity, affect the Program or Services The Board may reject a Proposal due 
to any disclosure or conflict of interest (potential or actual) that is material in the sole 
discretion of the Board. 

 

a) Any past or pending regulatory restrictions, consent orders, stipulations 
or agreements arising from any regulatory or judicial proceeding that 
would apply to the delivery of any of the types of services required by 
this RFP. 

 

b) Any criminal action brought under either federal or state law or any 
conviction or plea in a case stemming from a felony indictment under 
federal or state law. Any such action, conviction, or plea must be 
disclosed. 

 

c) Any pending regulatory proceedings, litigation or investigations involving 
alleged or actual unfair, illegal or unethical business practice, or any such 
regulatory proceedings or litigation commenced or in process at any time 
after January 1, 2014. 

 

d) Any penalties, fines or contractual damages imposed since January 1, 
2014, or any settlement amounts paid since January 1, 2014 in any class 
action litigation or regulatory matter. 

 

e) Any pending, settled or adjudicated litigation, or any settled claim, or any 
currently threatened litigation, with or concerning any qualified tuition 
program or participant therein. 

 

f) Any pending, settled or adjudicated litigation, enforcement or 
disciplinary action or investigation, arbitration, audits, or regulatory or 
investigative inquiries (collectively “Proceedings”) by the US Attorney 
General, IRS, the SEC, the New York Stock Exchange, FINRA or any other 
governmental, state regulatory or investigative agency, in connection 
with the Proposer’s business(es) or any proposed subcontractor relevant 
to any of the types of services proposed in this RFP (e.g., mutual fund, 
investment management, underwriting, third-party administration, 
custody) at any time after January 1, 2014. The response should include 
any such Proceedings arising from such businesses, including without 
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limitation, underwriting, underwriting practices or management, the 
purchase, sale or distribution of taxable or tax-exempt municipal 
securities or other municipal securities obligations, market timing, late 
trading, collusion with third parties, preferential fund family treatment, 
directed brokerage payments or other sales practices, or a failure to 
supervise sales professionals. 

 

g) Any litigation alleging the violation of fiduciary responsibility at any time 
after January 1, 2014. 

 

h) Any breach at any time after January 1, 2014 in the privacy of confidential 
information about customers or, in the case of qualified tuition programs, 
Account Owners or Beneficiaries. 

 

i) Any claims, disputes, litigations or other legal proceedings involving the 
State of New Mexico or any of its agencies, or has been involved, any time 
after January 1, 2014. 

 

j) Any business relationships, that may be construed to be potential or 
actual conflicts of interest. The Offeror will have a continuing 
requirement to disclose any business relationships that may be construed 
to be a potential or actual conflict. The disclosure must be sufficiently 
detailed to inform the Board of the nature, implications and potential 
consequences of each conflict and must include an explanation of how 
the Contractor addresses, or intends to manage or mitigate, each conflict. 

 
4. Contract Terms and Conditions 

 
Please indicate that the Offeror has reviewed the Form Contract included in EXHIBIT B of 
this RFP and that it either accepts all the terms and conditions as set forth in the Form 
Contract or that it accepts only some of the terms and conditions. If the Offeror accepts 
less than all the terms and conditions, please specifically identify every Section you object 
to and provide alternative language for the Board’s consideration. Any Form Contract 
provisions for which alternative language is not proposed will be deemed to have been 
accepted by the Offeror. 

 
5. References 

The Offeror must provide the names of at least three references from projects of similar 
size and complexity performed for government clients within the last three years. Extra 
weight will be given to references from 529 program clients for whom the Offeror 
provides or has provided similar services to those described in the Scope of Work, Sec. 
IV. A., of this RFP. 

 
Offerors are required to submit the Organizational Reference Questionnaire 
(APPENDIX H) to the business references they list. The business references must 
submit the Organizational Reference Questionnaire directly to the Board as set forth 
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in APPENDIX H. It is the Offeror’s responsibility to ensure that the completed 
Questionnaires are received by the Board on or before the proposal submission 
deadline for inclusion in the evaluation process. References that are not received, or 
are not complete, may adversely affect the Offeror’s score in the evaluation process. 
Responses by the references will be evaluated and awarded points. 

 

In the table below, please provide the contact information of at least three references 
that the Board may contact to confirm the Offeror’s qualifications to serve as Program 
Manager. 

 
Name Reference 1 Reference 2 Reference 3 

Title    
Agency or Company    

Office Phone    
Email Address    

Services Provided    
Length of Relationship    

 

The Board reserves the right to contact any person or entity it believes prudent in order 
to inquire about the Offeror. 

 

6. Use of Subcontractors 
 

a) Any Contract that may result from this RFP shall specify that the 
Contractor is solely responsible for fulfillment of the Contract with the 
Board. 

 

(1) An agreement between the Contractor and a subcontractor to 
subcontract any portion of the Services shall be reviewed and 
approved by the Board. The agreement shall, among other 
things, specify the portion of the program management Services 
to be performed by the subcontractor, how the responsibility for 
such Services will be shared between the Contractor and the 
subcontractor, the method by which the subcontractor will be 
paid, and that the Board shall be a third-party beneficiary of the 
subcontract. 

 

(2) The Contractor shall not subcontract any portion of the Services 
to be performed without the prior written approval of the Board. 

 
B. MANDATORY SPECIFICATIONS 

 

The questions included in this Section B are intended to demonstrate the qualifications, 
competency and capacity of the firms seeking to provide Program Manager Services in 
conformity. Your proposal must be prepared simply and economically, providing a 
straightforward, concise description of the Offeror’s capabilities to satisfy the 
requirements of the RFP.  The responses to the questions posed in Section A above and 
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in the following Subsections 1 through 5 represent the criteria against which the proposal 
will be evaluated. 

 
1. Program Administration and Compliance 

 
a) Describe the Offeror’s procedures for compliance with: 

(1) Section 529, applicable IRS and SEC regulations, and MSRB Rules; 
(2) New Mexico laws and regulations; 
(3) CSPN Disclosure Principles; and 
(4) Industry best practices. 

 
b) List the administrative reports the Offeror proposes to provide including 

the types of data and frequency necessary to keep the Board and Staff 
appraised of the progress of the Plans. Samples of these reports should 
be included in the Supporting Material binder included with your 
response. 

 

c) Identify the information the Board and Staff will be able to obtain via a 
secure web site, including format and the frequency of access to 
information as well as any limitations on access to such information. Will 
access be in real time? 

 

d) Identify the banking institution the Offeror will use to process 
contributions and withdrawals. If this is a subcontractor, please provide 
references for any subcontractors that will be providing lockbox or 
account disbursement services. Include client name, and address, along 
with the name and phone number of the contact person. 

 

e) If the Offeror does not have a banking institution that you work with 
regularly, please describe the process the Offeror would use to solicit 
banking services. Would the Offeror be willing to partner with a New 
Mexico-based institution? 

 

f) Has the Offeror implemented a cyber security plan? If so, please provide 
a detailed description of the plan. 

 

g) Provide a recent example of a formal privacy policy that the Offeror has 
in place, which complies with applicable state and federal law and 
industry standards. 

 

2. Customer Services and Recordkeeping 

 
Recordkeeping 

 

a) Describe  the  recordkeeping  systems,  database  software  and  system 
security that would be used for the Program. 
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b) Provide the following information with respect to data backup 
procedures: 
(1) Detailed description of the daily backup procedures; 
(2) Description of the business continuity, business recovery and 

disaster  control  plans  including  the  location  of  any  disaster 
recovery facilities; and 

(3) The testing schedule and the last date the disaster recovery test 
was performed. 

 

c) Describe how the Offeror’s operating system is modified for 
enhancements mandated by changes in applicable rules and regulations, 
or to improve customer service and operational efficiencies. Would the 
Offeror absorb the costs of all such changes? 

 

d) Describe in detail the ways in which the Offeror will ensure privacy and 
confidentiality of Account Owner, Beneficiary and prospect personal 
identifying data. This answer must encompass communications over the 
phone, online and via the mail and must include a detailed description of 
workplace security. 

 

e) Does the Offeror support accounts and assets held in an omnibus 
environment with particular broker dealers? If so, please identify the 
programs and broker dealers who are participating. Describe your 
commitment to utilizing an omnibus environment with SE at no cost to 
the Board, the Program or its Account Owners. 

 

f) Provide a complete outline of the Offeror’s proposed process for 
facilitating third-party contributions through a gifting platform. Does the 
platform allow for recurring contributions? If so, please explain. 

 

Call Center 
 

a) Currently, the toll free number for TEP customer service is 877-337-5268 
and the toll free number for SE is 866-529-7283. Please confirm the 
Offeror’s ability to continue to use both toll-free phone numbers. Any 
costs associated with moving to these numbers will be absorbed by the 
Offeror. 

 

b) Describe the process used for handling incoming customer calls. 
Include, at a minimum: 
(1) The routing and tracking of customer calls, including any queuing 

of calls by type; 
(2) Options to speak to live representatives, and ability to leave 

messages for return calls; 
(3) The role of a VRU, including its use in routing calls; and 
(4) Method to request enrollment kits and forms through the VRU. 
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c) Describe how the Offeror will support peak call volume periods. 
 

d) Provide monthly call center statistics, for the past 12 months, for any 
program for which the Offeror is currently a program manager for 
similar services to those described in this RFP using the following table. 
Data should include abandonment rate, average talk time, and percent 
of calls answered within 20 seconds and any other available statistics. 

 

 Abandonment 
Rate 

Average 
Talk Time 

Percent Answered 
within 20 seconds 

Other statistics 

January     
February     

March     
April     
May     
June     
July     

August     
September     

October     
November     
December     

 
 

e) Describe the Offeror’s training process for customer service 
representatives (call center and processing staff) and others. Do these 
individuals have professional licenses? 

 

Customer Service 
 

a) Where is the Proposer’s United States-based customer service center 
located and how many customer service representatives work there? 
How does the Offeror handle peak processing volume periods? If 
different from the call center staff, where is the call center staff located? 

 

b) Describe any previous experience with providing customer service for a 
qualified tuition program, or similar retail program, and indicate whether 
dedicated customer service staff will be assigned to the Plan. 

 

c) It is the Board’s preference to maintain no minimum initial or subsequent 
contribution requirements. Describe the Offeror’s account opening 
processes and specify whether the Offeror has any issue waiving 
minimum contribution amounts. 

 

d) Does the Offeror support account enrollment through the workplace? If 
so, please describe how contributions are processed (e.g., through 
payroll  deduction  or  clearinghouse  transactions),  and  provide  the 
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number of programs using workplace enrollment, the total number of 
participants, the total number of accounts by process and the monthly 
average contribution. 

 

e) The Program currently has no size threshold or costs associated with 
payroll deduction or other employer processed contribution plans. 
Would the Offeror agree to the same terms for the Program? If not, 
describe the Offeror’s requirements. 

 

f) Explain any matching grant or scholarship programs with which the 
Offeror has been involved. The Program does not currently offer such a 
program, but may wish to do so in the future. 

 

g) Describe the systems and processes used to route and track and respond 
to all customer inquiries, requests, complaints and items awaiting 
resolution. 

 

h) Provide samples of customer communications, including account 
statements, confirmations, email, and distribution checks for programs 
currently managed by the Offeror in the Supporting Materials binder 
included with your response. Please indicate how communications will 
be customized for each of the Plans in the Program. 

 

Self-Servicing Website 
 

a) Describe the proposed online account opening process. 
 

b) Describe the Offeror’s Account Owner and advisor online account 
servicing portal experiences. Are there functional differences between 
the Account Owner portal and the advisor portal? 

 

c) Provide a complete outline and provide examples of the services the 
Offeror will make available on the self-servicing section of the website. 

 

3. Investment Management 

 
Investment Options 

 

a) Identify the investment options the Offeror proposes for TEP and SE.  The 
options you propose at a minimum should include the following: 
(1) Age-based,  risk-based or enrollment-based; 
(2) Static asset allocation; 
(3) Individual asset classes or individual mutual funds; 
(4) Stable Value; and 
(5) Any others you recommend 

 
b) For the options included in the Offeror’s response to a) immediately 
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above, please distinguish between passive and active options, and in the 
case of age-based, risk-based or enrollment-based options and for static 
asset allocation options, include the percentages allocated by asset class. 

 

c) Please complete the following tables for TEP and SE for each underlying 
mutual fund that the Offeror proposes to include in any of the age-based, 
risk-based, or enrollment-based options, static asset allocation options or 
as an individual mutual fund investment option that the Offeror has 
identified in the response to a) above. 

 

TEP 
 

Fund 
Name 

 
 

Ticker 

 

In Investment 
Option 

 

Total Annual 
Fees (bps) 

 

Revenue 
Sharing (bps) 

 
 

Benchmark 

Proprietary, 
Affiliate, or 
Third-party 

       

       

       

 

SE 
 

Fund 
Name 

 
 

Ticker 

 

In Investment 
Option 

 

Total Annual 
Fees (bps) 

 

Revenue 
Sharing (bps) 

 
 

Benchmark 

Proprietary, 
Affiliate, or 
Third-party 

       

       

       
 

d) The Board may be interested in providing open architecture, including a 
diversified group of investment managers. Would the Offeror propose 
multiple, non-proprietary investment managers and, if so, is there a 
maximum number or percentage of non-affiliated investment managers 
the Offeror would propose? If the Offeror is not proposing a multi- 
manager platform, would the Offeror consider substituting non- 
proprietary funds in the future if the Board concludes that it is in the best 
interests of account owners (for example where proprietary funds 
consistently underperform their benchmarks)? 

 

e) If the underlying investments in the Offeror’s proposal are from non- 
affiliated investment managers, explain the choices the Offeror made and 
why. Include information about revenue sharing arrangements, including 
sub-TA, if any, currently in place or that the Offeror (or any 
subcontractor) intends to establish. The Board expects to be informed of 
any such arrangements currently in place or to be implemented in the 
future. 

 

f) Describe how funds (or investment managers) are identified for inclusion 
in the program. 
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g) Describe the internal procedures the Offeror uses to monitor the 
performance of its funds and its investment managers. If a fund qualifies 
for watch based on the Offeror’s criteria, how and when is the Board 
notified? 

 

h) Describe the Offeror’s approach to monitoring and ultimately replacing 
underperforming investment managers. 

 

i) What is the expected tracking error of the Offeror’s passive options, if 
any? Have there been any incidences of significant tracking error, relative 
to expected tracking error, for any of the underlying passive funds within 
the last three years, describing the reasons for this tracking error. 

 

j) What is the preferred investment vehicle (separate account, mutual fund, 
other commingled vehicles) for the underlying investment portfolios? In 
what circumstances would separate accounts be utilized? 

 

k) If the Offeror has proposed a principal-protected, stable value, 
guaranteed, or an FDIC-insured option, please describe in detail the 
option and, to the extent applicable, its current yield. If the Offeror’s 
proposed investments do not include a guaranteed or other conservative 
option, please explain how the Offeror’s investment strategy meets the 
needs of conservative investors. Finally, with respect to an FDIC-insured 
option, please indicate the Offeror’s willingness to work with a financial 
institution located in New Mexico. 

 

l) In what way will the investment lineup the offeror is proposing 
differentiate TEP and SE from other QTPs? 

 

m) Please list  all new institutional defined contribution relationships 
(including Section 529 plans) won or acquired by the Offeror (or by the 
investment managers included in this RFP) since January 1, 2014. As of 
December 31, 2018 please specify the annual assets under management 
for each relationship, the investment funds utilized, and the term of the 
engagement. If applicable, identify if the QTP is a direct- or advisor-sold 
plan. Please also list institutional defined contribution relationships 
(including QTPs) terminated or closed since January 1, 2014 and explain 
why. 

 

n) Please indicate any proposed underlying funds or other investment 
vehicles included in the investment options that have experienced net 
cash outflows of 20% or more between January 1, 2014 and December 
31, 2018. Please elaborate on your reasons why this may have occurred. 

 

o) Please indicate any proposed underlying funds or other investment 
vehicles included in the investment options in which the mapped assets 
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would be greater than 30% of the total underlying fund assets. 
 

Asset Allocation 
 

p) Please describe the methodology used by the Offeror to determine the 
optimal asset allocation for the age-based, risk-based, or enrollment 
based investment options proposed. The Offeror’s response should 
include a detailed description of the modeling technique used (i.e. Monte 
Carlo simulation, Mean-Variance analysis, etc.)    Does the Offeror utilize 
a return target in this model? If so, how are the target’s derived? Has the 
Offeror integrated the notion of investment objective and risk tolerance 
within the asset allocation process? 

 

q) Describe how the Offeror arrived at assumptions for expected returns, 
volatility, and correlations for purposes of the asset allocation models. 
How is college tuition inflation factored into the analysis? For each type 
of assumption please clearly indicate whether the Offeror’s approach 
relies primarily on historical data, a fundamental analysis/building block 
approach, surveys, judgement, a combination of the above, or some 
other approach. 

 

r) Describe the Offeror’s methodology for analyzing investment 
management structure, the mix and type of managers, and discuss the 
determinants in deriving the optimal number of managers for age-based, 
risk-based, or enrollment-based portfolios. 

 

s) Describe the Offeror’s philosophy on tactical asset allocation? 
 

t) Describe the Offeror’s research capabilities? What is the process for the 
Offeror’s best thinking to be considered for inclusion in the 529 
Portfolio’s? Please provide three examples of recent investment 
recommendations related to asset allocation. 

 

u) Detail the team/personnel involved in the creation of the Offeror’s age- 
based, risk-based, or enrollment-based glide path and asset allocation 
decision. Disclose personnel changes (additions and departures) of key 
personnel within the group for the last three (3) years. Is this a dedicated 
QTP team or is it part of a larger defined contribution department? 

 

v) Please describe how and when the Offeror will rebalance assets in age- 
based, risk-based, or enrollment-based portfolios. 

 

w) Please describe the process by which the Offeror evaluates new asset 
classes for inclusion in age-based, risk-based, or enrollment-based 
portfolios. 

 

Risk 
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x) What are the Offeror’s beliefs about risk allocation? What is the Offeror’s 
process for optimizing your risk allocation? 

 

y) Describe the Offeror’s due diligence processes for investment managers, 
both on a portfolio management and operational risk basis. 

 

z) Describe the Offeror’s risk management governance and the integration 
of risk management across your organization. Detail the reporting chain 
for the risk team when issues are identified. Describe the role of senior 
management in risk management and the establishment of formal risk 
limits for the portfolios being offered. Explain the Offeror’s oversight of 
leverage and derivatives in the portfolios being offered. 

 

4. Marketing and Distribution 

 
a) Provide the Offeror’s marketing and distribution strategy for the 

Program. 
 

b) The Current Program Manager contracts with a New Mexico-based 
marketing firm for TEP creative design and media placement, and, where 
appropriate, SE marketing.  The Board is interested in continuing this or 
a similar relationship with a New Mexico-based firm. Please describe the 
Offeror’s willingness to do so or describe any obstacles you foresee. 

 

c) Describe the professional or financial resources the Offeror will provide 
for dedicated field representatives to assist in marketing to employers, 
community groups, and technical audiences. 

 

d) Please complete the following table showing the Offeror’s annual 
marketing commitment to each of the Plans for the initial term of the 
Contract: 

 

Marketing Commitment 

Year Direct Plan Advisor Plan 

1   
2   
3   
4   
5   
6   
7   

 

Please note that the annual marketing commitments are not to be 
applied to overhead or to other costs attributable to the administration 
or maintenance of the Program (e.g., printing of information for Account 
Owners). Any amounts not expended in one year will remain available in 
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the next year. 
 

e) Please complete the following table showing the Offeror’s projected 
yearly growth rate for assets and accounts in each of the Plans. 

 

Projection of Growth Rates 

 Direct Plan Advisor Plan 

Year AUMs Accounts AUMs Accounts 
1     
2     
3     
4     
5     
6     
7     

 

f) Provide samples of web pages and marketing material for QTPs (or similar 
plans) currently managed by the Offeror or list a website address from 
which these can be viewed. 

 

g) How will the Offeror promote the Program to low- and moderate-income 
families in New Mexico? 

 

h) Does the Offeror have a retail presence in New Mexico?  If so, please 
provide the specific locations, and indicate whether there are any plans 
to expand in New Mexico. If not, please describe how you currently 
market 529 or other consumer-facing  products and services in New 
Mexico and how you would establish a presence for the benefit of New 
Mexico residents. 

 

i) It is the intention of the Board that the Program Manager offer SE on an 
exclusive, national basis. Would the Offeror commit to offering SE as 
your national 529 program? If not, what would prevent the Offeror from 
doing so? 

 

j) Please confirm that the Offeror will not market any other QTP in New 
Mexico or to New Mexico’s current or past Account Owners or 
Beneficiaries. 

 

k) If the Offeror manages a QTP for another state, how will you differentiate 
the Program for prospective customers from the other(s) that you 
manage? 

 

l) Please provide the number and location of the Offeror’s wholesalers, 
who solicit financial advisors, with territories in the State of New Mexico 
and nationwide. How many broker-dealers or other distribution agents 
do they reach in New Mexico and nationwide? 
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m) Does the Offeror have a dedicated team of 529 wholesale specialists for 
the advisor channel? Would the Offeror be willing to establish one if it 
doesn’t already have one? 

 

n) How many selling agreements does the Offeror currently have? Will the 
Offeror require a new selling agreement with broker-dealers and other 
distribution agents before distributing SE or will your current selling 
agreement cover 529 products? 

 

o) The Board seeks a Program Manager with robust analytical capabilities. 
Describe your analytic capabilities with regard to 529 plans generally (if 
any) and the capabilities you will put in place for the Program. 

 

p) Describe the process for evaluating the success of the Offeror’s marketing 
efforts. Does the Offeror have benchmarks to assess the success of 
marketing campaigns? If so, please describe. 

 

q) Explain how the Offeror tracks fulfillment orders that have not resulted 
in an account opening. Please provide a plan for the lead generation 
process and follow up to result in an account opening. 

 

r) Explain how the Offeror could make Program information and materials 
available on the Board’s website. 

 

5. Transition and Implementation 
 

a) Please provide a detailed transition implementation schedule to 
successfully transition the Program to a New Program Manager, as 
applicable, by November 1, 2019 or earlier, if applicable. 

b) Are there any transition issues in particular that could delay an orderly 
transition from the Current Program Manager to the New Program 
Manager? 

c) How would the Offeror communicate transition issues and news with 
existing Account Owners? What is the appropriate timetable for 
communications with existing Account Owners? 

d) Complete the tables for TEP and SE provided in Appendix G to show the 
following: 
(1) Mapping of current Portfolios to new Portfolios: Please complete 

columns D and E in the Excel spreadsheet to show the mapping of 
current Portfolios to new Portfolios. If you propose that current 
Portfolio assets will be mapped to multiple new Portfolios, please 
specify the expected amount of current assets (as of December 31, 
2018) that would be mapped to each new Portfolio. Add as many 
rows as necessary. 

(2) Weighted Average Investment Expenses: In column F of the Excel 
spreadsheet, please provide the investment expense for each of 
the investment options you have proposed for each Plan in your 
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response. Investment options that are a blend of multiple 
underlying funds (e.g., age-based, enrollment-based and risk-based 
portfolios) should include a weighted average investment expense; 
investment expenses for individual mutual fund investment options 
should match the Total Annual Fees (bps) shown in your response 
to Section V. RFP Response, B. Mandatory Specifications, 
3. Investment Management, Question c). Note, a weighted 
average investment expense must be provided for each age-band 
within an age-based track. 

e) Describe the procedures the Offeror will follow to ensure that current 
assets are continuously invested throughout a transition to ensure a 
smooth transfer of assets that does not result in losses to the Program or 
its Account Owners. 

f) If requested by the Board, it is expected the Offeror will use the services 
of a transition manager. If the Offeror plans to do so in any event, please 
identify the firm or entity you plan on using. The transition manager must 
be compensated by the Offeror. 

 

C. COST PROPOSAL 
 

Offeror must provide a completed Cost Proposal (included in APPENDIX D). 
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VI. EVALUATION 
 

A. EVALUATION POINT SUMMARY 
 

The following is a summary of evaluation factors with point values assigned to each. 
These weighted factors will be used in the evaluation of Offeror proposals by sub- 
category. The top score in each category will not necessarily be the maximum number of 
points listed below for that category. 

 
Factor Points Available 

Technical and Business Specifications 100 

Program Administration and Compliance 100 

Customer Service and Recordkeeping 100 

Investment Management 200 
Marketing and Distribution 200 

Transition and Implementation 100 

Cost Proposal 200 

TOTAL 1,000 

New Mexico Resident Business (5%) or Resident Veteran 
Business (7%, 8% or 10%) Preference Points per Section 13-1-21 
and 13-1-22 NMSA 1978 

 

 

B. EVALUATION FACTORS 
 

1. Technical and Business Specifications 
 

Points will be awarded based on the thoroughness and clarity of the response, the 
breadth and depth of the engagements cited and the perceived validity of the response. 
The experience of the Offeror will be evaluated based upon documented experience on 
similar engagements. Points for assigned personnel will be awarded based upon their 
relevant experience, licensing, professional education, and their role in this engagement. 
Offeror’s response to contract and legal matters will also be evaluated. Any alternative 
language or comments to the Form Contract will be carefully considered. Finally, the 
evaluation will include reference checks regarding the Offeror's work for previous clients 
receiving similar services to those proposed for this engagement. 

 

2. Program Administration and Compliance 
 

Points will be awarded based upon the Offeror’s demonstrated ability and commitment 
to provide all administrative and fund management services needed for the effective 
operation of the Program. Points will also be awarded based upon the Offeror’s 
understanding of and demonstrated plan for compliance with applicable laws and 
industry standards. The evaluation will also consider the Offeror’s ability and willingness 
to provide useful and relevant information on a timely basis. 

 

3. Customer Service and Recordkeeping 
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Points will be awarded based upon the Offeror’s overall approach to customer service, 
including its plan for and administration of a state-of-the-art call center and website. The 
evaluation will also consider the established processes for account transactions, including 
the variety of methods to open, contribute to or withdraw funds from an account. Points 
will also be awarded for the degree to which an Offeror automates the Account Owner’s 
experience, particularly including a robust self-servicing website for the TEP. 

 

4. Investment Management 
 

Points will be awarded based upon the approach to and understanding of investment 
option design and asset allocation. The evaluation will consider the strength of the 
underlying funds, the diversification of investment managers, and the breadth and 
appropriateness of the 529 investment portfolios. The evaluation will also focus on the 
Offeror’s demonstrated internal processes for due diligence and risk management. 

 

5. Marketing and Distribution 
 

Points will be awarded based upon the Offeror’s approach to marketing and distributing 
TEP and SE within New Mexico and nationwide and will include consideration of the 
Offeror’s committed marketing dollars. The evaluation will consider each Offeror’s ideas 
for and proposed implementation of a marketing strategy, including efforts across the 
demographic and income spectrum within the State. 

 

6. Transition and Implementation 
 

Points will be awarded based upon the Offeror’s approach to transition and 
implementation of the Programs from the Current Program Manager to the Offeror. The 
evaluation will consider each Offeror’s transition schedule, strategy to effectively 
communicate to Account Owners and advisors, and actions proposed to mitigate risks 
associated with transferring account records and assets. 

 

7. Cost Proposal 

 
Points will be awarded based upon the Offeror’s overall quality of response to the 
Questions included in the Cost Proposal (APPENDIX D). 

 

8. New Mexico Resident Business or Resident Veterans Preference 
 

Preference evaluation will be determined by: 
 

a) Offeror’s demonstration of qualification for preference (properly signed 
and submitted Preference form (APPENDIX F) and then (after 
qualification for preference has been established), 

 

b) Application of preference will be based upon the statutory guidance at 
13-1-21 of NM State Procurement Code. Once the RFP is scored, the 
appropriate percent of preference will be applied. 
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C. EVALUATION PROCESS 

 
1. All Offeror proposals will be reviewed for compliance with the requirements and 

specifications stated within the RFP. Proposals deemed non-responsive will be 
eliminated from further consideration. 

 

2. The Executive Director may contact the Offeror for clarification of the response. 
 

3. The Evaluation Committee may use other sources of information to perform the 
evaluation as specified in Part IV, Section A.16. 

 

4. Responsive proposals will be evaluated on the factors in Part VI, Sections A and 
B, which have been assigned a point value. Offerors whose proposals are most 
advantageous to the Board and the New Mexico Program taking into 
consideration the evaluation factors in Part VI, Sections A and B, will be 
recommended by the Evaluation Committee for the Board’s consideration (as 
provided in Part III, Section B.7). 
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EXHIBIT A: STATEMENT OF INVESTMENT BELIEFS, INVESTMENT POLICY STATEMENT, AND 
MONITORING PROCEDURES AND CRITERIA 

 
EXHIBIT B: FORM CONTRACT FOR PROGRAM MANAGER SERVICES 

 

Offerors can download Exhibit A and Exhibit B in electronic format by accessing the ETB website at  
http://www.nmetb.org/procurement. 

http://www.nmetb.org/procurement
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APPENDIX A:  ACKNOWLEDGEMENT OF RECEIPT FORM 

 
REQUEST FOR PROPOSAL 

 
ETB 529 Program Management Services 

 
In acknowledgement of receipt of this Request for Proposal the undersigned agrees that s/he has received 
a complete copy, beginning with the title page and table of contents, and ending with APPENDIX G: 

 

The acknowledgement of receipt should be signed and returned to the Executive Director no later than 
the date and time set forth in Part III, Section A. Only potential Offerors who elect to return this form 
completed with the indicated intention of submitting a proposal will receive copies of all Offeror written 
questions and the written responses to those questions as well as RFP amendments, if any are issued. 

 
FIRM:    

 

REPRESENTED BY:    
 

TITLE: PHONE NO.:    
 

EMAIL:     
 

ADDRESS:    
 

CITY: STATE: ZIP CODE:    
 

SIGNATURE: DATE:    
 

This name and address will be used for all correspondence related to the Request for Proposal. 

Firm does/does not (circle one) intend to respond to this Request for Proposal. 

Ted Miller, Executive Director 
New Mexico Education Trust Board 
1516 Paseo de Peralta 
Santa Fe, NM 87501 
Email: NM.ETB@state.nm.us 

mailto:NM.ETB@state.nm.us
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APPENDIX B:  LETTER OF TRANSMITTAL FORM 

RFP#:   
Offeror Name:                                                                            
Items #1 to #7 EACH MUST BE COMPLETED IN FULL Failure to respond to all seven items WILL RESULT IN 
THE DISQUALIFICATION OF THE PROPOSAL! 

1. Identity (Name) and Mailing Address of the submitting organization: 
 

 

 
 

 
 

2. For the person authorized by the organization to contractually obligate on behalf of this Offer: 
Name 
Title 
Email Address    
Telephone Number    
3. For the person authorized by the organization to negotiate on behalf of this Offer: 
Name 
Title 
Email Address    
Telephone Number    
4. For the person authorized by the organization to clarify/respond to queries regarding this Offer: 
Name 
Title 
Email Address    
Telephone Number    
5. Use of Subcontractors (Select one) 
  No subcontractors will be used in the performance of any resultant contract OR 
  The following subcontractors will be used in the performance of any resultant contract: 

 
 

(Attach extra sheets, as needed) 

6. Please describe any relationship with any entity (other than Subcontractors listed in (5) above) 
which will be used in the performance of any resultant contract. 

 
 

(Attach extra sheets, as needed) 
 

7.     On behalf of the submitting organization named in item #1, above, I accept the Conditions 
Governing the Procurement as required in Part IV. 

    I concur that submission of our proposal constitutes acceptance of the Evaluation Factors 
contained in Part VI of this RFP. 

    I acknowledge receipt of any and all amendments to this RFP. 
 

  , 2019 
Authorized Signature and Date (Must be signed by the person identified in item #2, above.) 
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APPENDIX C:  MINIMUM QUALIFICATIONS CERTIFICATION 

 
The responding Firm (“Offeror”) and all partners, subcontractors and affiliates included in the Offeror’s 
response certify that the Offeror fulfills the Minimum Qualifications specified in Part I, Section D of this 
RFP. The Offeror will disclose information throughout the RFP process should any qualifications or 
situations change that might render the Offeror an unqualified candidate. 

 
 

On  behalf  of , I certify that said firm 
(Firm Name) complies with the Minimum Qualifications set forth in Part I, Section D of this RFP. 

 
 
 
 

 
  

(Authorized Signature of Firm) (Firm Name) 
 
 

 
  

(Print Name) (Date) 
 
 

 
 

(Title) 
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APPENDIX D:  COST PROPOSAL 

 
Using this APPENDIX D, Offeror must provide all proposed fees for all Services for both TEP and SE as set 
forth below. Amounts not included in this APPENDIX D  will not be considered and may result in 
disqualification of the proposal submitted. The Board’s Executive Director and the Evaluation Committee 
will use the responses to this APPENDIX D as the basis for comparing and evaluating proposed costs. 

 
The Evaluation Committee will calculate the proposed overall asset-weighted average for each Plan. The 
calculation will include all investment options proposed for TEP and SE, including all portfolios within each 
age-based option.  Information from the following sections will be used in the cost analysis: 

 

• Appendix D. Question A: Program Management and Annual Service Fees (we will use the specified 
A Share Service Fees for purposes of calculating the asset-weighted cost of the Advisor Plan; we 
will not include Initial Sales Charges) 

• Appendix G: Asset information for new Portfolios and Investment Expenses of proposed 
Investment Portfolios 

 

A. Complete the following chart to show Share Classes to be offered and applicable fees. Please be clear 
to indicate if you are offering  a Share Class specifically for registered investment advisors, for 
workplace plans, or for rollover accounts. Please also indicate whether fees differ by investment 
option. Include the fees listed as well as additional fees related to Share Classes, if any. If it is not 
self-explanatory, provide a written explanation of each fee. 

 
 

Fees 

 

TEP 

Scholars Edge 

Share Class A Share Class C Other Shares 

Plan Management Fee     

State Administrative Fee 0.05% 0.08% 0.08% 0.08% 

Annual Service Fees     

Initial Sales Charge     

Deferred Sales Charge     

Year of Conversion to A 
Shares, if applicable 

    

Other (specify)     

Total Fee     
 

B. Please indicate whether the Plan Management Fees you have specified in your response to Question 
A above will be reduced as the asset base increases and provide the exact break-points for those Fees. 
Also, indicate the basis for the breakpoints (e.g. assets by Plan or by Program). 

 

C. Please indicate whether any other fees will decrease as assets or accounts increase, including the 
Initial Sales Charges associated with A Shares. 

 

D. Please provide a table showing the Initial Sales Charges and Annual Service Fees that will be paid 
to the financial advisors that sell interests in SE. 
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E. If requested by the Board, would the Offeror offer an RIA or AR share class? 
 

F. If the Offeror is proposing Annual Account Fees, please specify any exceptions or waivers to the Fees. 
 

G. Indicate  whether  the  Offeror’s  proposal  includes  a  “most-favored-nation’s”  provision  regarding 
Program fees. 

 

H. Describe how the Offeror’s fees would change if the length of the contract were extended. 
 

I. If the Offeror expects to receive fees from proposed non-affiliated investment managers will you 
consider sharing those fees with the Board or otherwise using them to offset the cost of the Program? 

 
J. Specify any additional charges associated with the Offeror’s proposal.   Any expense or cost not 

identified in this APPENDIX D will not be considered. 
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APPENDIX E:   CAMPAIGN CONTRIBUTION DISCLOSURE FORM 

 
Any person seeking to enter into a contract with any state agency or local public body for professional services, a 
design and build project delivery system, or the design and installation of measures the primary purpose of which is 
to conserve natural resources must file this form with that state agency or local public body. This form must be filed 
even if the contract qualifies as a small purchase or a sole source contract. The prospective contractor must disclose 
whether they, a family member or a representative of the prospective contractor has made a campaign contribution 
to an applicable public official of the state or a local public body during the two years prior to the date on which the 
contractor submits a proposal or, in the case of a sole source or small purchase contract, the two years prior to the 
date the contractor signs the contract, if the aggregate total of contributions given by the prospective contractor, a 
family member or a representative of the prospective contractor to the public official exceeds two hundred and fifty 
dollars ($250) over the two year period. 

 

Furthermore, the state agency or local public body shall void an executed contract or cancel a solicitation or 
proposed award for a proposed contract if: 1) a prospective contractor, a family member of the prospective 
contractor, or a representative of the prospective contractor gives a campaign contribution or other thing of value 
to an applicable public official or the applicable public official’s employees during the pendency of the procurement 
process or 2) a prospective contractor fails to submit a fully completed disclosure statement pursuant to the law. 

 

THIS FORM MUST BE FILED BY ANY PROSPECTIVE CONTRACTOR WHETHER OR NOT THEY, THEIR FAMILY MEMBER, 
OR THEIR REPRESENTATIVE HAS MADE ANY CONTRIBUTIONS SUBJECT TO DISCLOSURE. 

 
The following definitions apply: 

 

“Applicable public official” means a person elected to an Board or a person appointed to complete a term of an 
elected Board, who has the authority to award or influence the award of the contract for which the prospective 
contractor is submitting a competitive sealed proposal or who has the authority to negotiate a sole source or small 
purchase contract that may be awarded without submission of a sealed competitive proposal. 

 
“Campaign Contribution” means a gift, subscription, loan, advance or deposit of money or other thing of value, 
including the estimated value of an in-kind contribution, that is made to or received by an applicable public official 
or any person authorized to raise, collect or expend contributions on that official’s behalf for the purpose of electing 
the official to either statewide or local Board. “Campaign Contribution” includes the payment of a debt incurred in 
an election campaign, but does not include the value of services provided without compensation or unreimbursed 
travel or other personal expenses of individuals who volunteer a portion or all of their time on behalf of a candidate 
or political committee, nor does it include the administrative or solicitation expenses of a political committee that 
are paid by an organization that sponsors the committee. 

 

“Family member” means spouse, father, mother, child, father-in-law, mother-in-law, daughter-in-law or son-in-law. 
 

“Pendency of the procurement process” means the time period commencing with the public notice of the request 
for proposals and ending with the award of the contract or the cancellation of the request for proposals. 

 
“Person” means any corporation, partnership, individual, joint venture, association or any other private legal entity. 

 

“Prospective contractor” means a person who is subject to the competitive sealed proposal process set forth in the 
Procurement Code or is not required to submit a competitive sealed proposal because that person qualifies for a 
sole source or a small purchase contract. 
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“Representative of a prospective Contractor” means an Officer or director of a corporation, a member or manager 
of a limited liability corporation, a partner of a partnership or a trustee of a trust of the prospective Contractor. 

 

DISCLOSURE OF CONTRIBUTIONS: 
 

Contribution Made By:    
 

Relation to Prospective Contractor:    
 

Name of Applicable Public Official:    _  

Date Contribution(s) Made:     

 

Amount(s) of Contribution(s)    
 

 

 

Nature of Contribution(s)    
 

 

 

Purpose of Contribution(s)    
 

 

 

(Attach extra pages if necessary) 
 
 

  _       _ 
Signature  Date 

 

  _ 
Title (position) 

 
 

—OR— 
 

NO CONTRIBUTIONS IN THE AGGREGATE TOTAL OVER TWO HUNDRED FIFTY DOLLARS ($250) WERE MADE to an 
applicable public official by me, a family member or representative. 

 
 

  _ 
Signature Date 

 
 

 

Title (Position) 
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APPENDIX F:   RESIDENT VETERANS CERTIFICATION 

 
Resident Veterans Preference Certification 

 

   (NAME  OF CONTRACTOR) hereby certifies the following  in 
regard to application of the resident veterans’ preference to this procurement: 
Please check one box only 

 

□ I declare under penalty of perjury that my business prior year revenue starting January 1 ending 
December 31 is less than $1M allowing me the 10% preference discount on this solicitation. I understand 
that knowingly giving false or misleading information about this fact constitutes a crime. 

 
□ I declare under penalty of perjury that my business prior year revenue starting January 1 ending 
December 31 is more than $1M but less than $5M allowing me the 8% preference discount on this bid or 
proposal. I understand that knowingly giving false or misleading information about this fact constitutes a 
crime. 

 
□ I declare under penalty of perjury that my business prior year revenue starting January 1ending 
December 31 is more than $5M allowing me the 7% preference discount on this bid or proposal. I 
understand that knowingly giving false or misleading information about this fact constitutes a crime. 
“I agree to submit a report, or reports, to the State Purchasing Division of the General Services Department 
declaring under penalty of perjury that during the last calendar year starting January 1 and ending on 
December 31, the following to be true and accurate: 

 
“In conjunction with this procurement and the requirements of this business’ application for a 

Resident Veteran Business Preference/Resident Veteran Contractor Preference under Sections 13-1-21 or 
13-1-22 NMSA 1978, when awarded a contract which was on the basis of having such veterans preference, 
I agree to report to the State Purchasing Division of the General Services Department the awarded amount 
involved. I will indicate in the report the award amount as a purchase from a public body or as a public 
works contract from a public body as the case may be. 

 

 
crime.” 

“I understand that knowingly giving false or misleading information on this report constitutes a 

 

I declare under penalty of perjury that this statement is true to the best of my knowledge.  I understand 
that giving false or misleading statements about material fact regarding this matter constitutes a crime. 

 

 
  

(Signature of Business Representative)* (Date) 
 

*Must be an authorized signatory for the Business. The representations made in checking the boxes 
constitutes a material representation by the business that is subject to protest and may result in denial of 
an award or termination of award of the procurement involved if the statements are proven to be 
incorrect. 
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APPENDIX G:  MAPPING OF INVESTMENT PORTFOLIOS AND INVESTMENT EXPENSES 

 
An Excel spreadsheet is provided  as an  attachment to this RFP. Offerors can  download the Excel 
spreadsheet in electronic format by accessing the ETB website at http://www.nmetb.org/procurement. 
Please complete the tables provided in the tabs “Tab 1 - TEP Proposal” and “Tab 2 - SE Proposal” of the 
spreadsheet. Detailed instructions on completing the tables are provided within the spreadsheet and in 
Question V.B.5.d). Your response will be considered in the scoring for Transition and Implementation and 
the Cost Proposal. 

http://www.nmetb.org/procurement
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APPENDIX H:  ORGANIZATIONAL REFERENCE QUESTIONNAIRE 

 
The State of New Mexico, as a part of the RFP process, requires Offerors to submit a minimum of three 
(1) business references as required within this document. The purpose of these references is to document 
Offeror’s experience relevant to the scope of work in an effort to establish Offeror’s responsibility. 

 
Offeror is required to send the Organizational Reference Questionnaire, included in the next two pages, 
to each business reference listed. The business reference, in turn, is requested to submit the 
Organizational Reference Questionnaire directly to: 

 

Name: Ted Miller, Executive Director 
Address: 1516 Paseo de Peralta 

Santa Fe, New Mexico 87501 
 

Telephone: (505) 982-4099 ext. 1 
Email: NM.ETB@state.nm.us 

 

The Organizational Reference Questionnaire and information provided will become a part of the 
submitted proposal. Business references provided may be contacted for validation of content provided 
therein. 

mailto:NM.ETB@state.nm.us
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RFP # 19-949-9010-00013 
ORGANIZATIONAL REFERENCE QUESTIONNAIRE 

FOR: 
 
 
 

 

(Name of Offeror) 
 

This form is being submitted to your company for completion as a business reference for the Offeror listed 
above. This form is to be returned to the Education Trust Board via e-mail at: 

Name: Ted Miller, Executive Director 
Address: 1516 Paseo de Peralta 

Santa Fe, New Mexico 87501 
 

Telephone: (505) 982-4099 ext. 1 
Email: NM.ETB@state.nm.us 

 

This form must be submitted to the Education Trust Board no later than March 29, 2019 and must not be 
returned to the Offeror requesting the reference. 

 

For questions or concerns regarding this form, please contact the Executive Director listed above. When 
contacting us, please be sure to include the Request for Proposal number listed at the top of this page. 

 

 
Company providing reference  

Contact name and title/position  

Contact telephone number  

Contact e-mail address  

Project description  

Project dates (starting and ending)  

Technical environment for the project 
your providing a reference (i.e., 
Software applications, Internet 
capabilities, Data communications, 
Network, Hardware) 

 

mailto:NM.ETB@state.nm.us
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QUESTIONS: 
 

1. In what capacity have you worked with this vendor in the past? 
COMMENTS: 

 
 
 
 
 
 

2. How would you rate this firm's knowledge and expertise? 
  (3 = Excellent; 2 = Satisfactory; 1 = Unsatisfactory; 0 = Unacceptable) 
COMMENTS: 

 
 
 
 
 
 

3. How would you rate the vendor's flexibility relative to changes in the project scope and 
timelines? 
  (3 = Excellent; 2 = Satisfactory; 1 = Unsatisfactory; 0 = Unacceptable) 
COMMENTS: 

 
 
 
 
 

4. What is your level of satisfaction with hard-copy materials produced by the vendor? 
  (3 = Excellent; 2 = Satisfactory; 1 = Unsatisfactory; 0 = Unacceptable) 
COMMENTS: 

 
 
 
 
 
 

5. How would you rate the dynamics/interaction between the vendor and your staff? 
  (3 = Excellent; 2 = Satisfactory; 1 = Unsatisfactory; 0 = Unacceptable) 
COMMENTS: 
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6. Who were the vendor’s principal representatives involved in your project and how would you 
rate them individually? Would you comment on the skills, knowledge, behaviors or other 
factors on which you based the rating? 
(3 = Excellent; 2 = Satisfactory; 1 = Unsatisfactory; 0 = Unacceptable) 

 

Name: Rating: 

Name: Rating: 

Name: Rating: 

Name: Rating: 

COMMENTS: 

 
 
 

 
7. How satisfied are you with the products developed by the vendor? 

  (3 = Excellent; 2 = Satisfactory; 1 = Unsatisfactory; 0 = Unacceptable) 
COMMENTS: 

 
 
 
 
 

8. With which aspect(s) of this vendor's services are you most satisfied? 
COMMENTS: 

 
 
 
 
 

9. With which aspect(s) of this vendor's services are you least satisfied? 
COMMENTS: 

 
 
 
 
 

10. Would you recommend this vendor's services to your organization again? 
COMMENTS: 


