CITY OF JEFFERSON
REQUEST FOR QUALIFICATIONS

(RFQ)

FOR

PROFESSIONAL INSURANCE BROKER
CITY OF JEFFERSON 

PROFESSIONAL INSURANCE BROKER

I.
REQUEST FOR QUALIFICATIONS:

A. Request 

RFQ submittals are now being accepted by the City of Jefferson for a professional insurance broker to represent the City of Jefferson in various insurance markets including general liability, workers' compensation, and potentially other insurance related services. The company will be a qualified Broker in the public entity market and will serve as Broker of Record. The City is not requesting insurance quotations at this time and expressly prohibits prospective brokers from quoting or approaching carriers representing the City of Jefferson. The contract will be non-exclusive. 

Respondents to this Request for Qualifications shall submit to the City of Jefferson a Qualification submittal which will address the various components as set forth in this document. 

II. 
BACKGROUND INFORMATION 

The City of Jefferson is made up of ten City departments as follows: 

•Administration
•Public Works 

•Planning & Development 
•Fire 

•Police 

•Parks and Recreation 
•Mainstreet Jefferson 

•Civic Center 
•Crawford W. Long Museum 

•Library 

There are approximately 100 City employees 

Risk Management and safety is a high-priority for the City of Jefferson. 

The selected Broker will work closely with the City Clerk’s office and Risk Management on claims and liability issues. 

III. SUBMITTAL REQUIREMENTS 

Qualification submittals shall not include any elaborate or promotional material, must be a maximum of sixteen (16) single-sided pages (eight pages if double-sided). A one page cover sheet is optional and is not included in the 16 page maximum. 

•Minimum of 12 point font 

•Stapled or spiral-bound; no binders 

The submittal shall include the following: 

• Identification of the Broker including name, address and telephone number, fax number and 

email address. 

• Location of the office(s) from which services will be provided, including hours of operation, 

address, telephone number, fax number and email address. 

• Describe expertise your firm has in providing Broker insurance services to an organization 

similar to ours. List the names of the account team who would be representing the City of 

Jefferson. 

• Explain how your firm documents and follows up with requests to insurance carriers to: 

1.   Quote Coverage

2. Bind Coverage 

3. Make Changes (Endorsements) to Policies 

4. Billing Issues 

5. Annual Audits.
• Experience in dealing with municipal entity clients related to general liability, workers’ 

compensation, and potentially other insurance related services (references to be included). List at least three Georgia public entity accounts and the dates of service, including the name and phone number of the primary contact. For this section, you are encouraged to list all Georgia public entity accounts or provide attachments. 

• Staff competencies (i.e., resumes, qualifications, experience in the field). 

• Description of your firm's customer service (i.e., call centers, your level of service to be 

expected) in detail. 

• How you are compensated - by the provider or through a commission from your client. 

• Broker's approach and ideas related to services and management of the account. 

Conflict of Interest Information: 

Information on possible conflicts of interest should be provided as part of the Qualification response. 
Such information will be taken into account in making a decision on the selection of the Broker. Should 
a conflict arise during preparation for or while undertaking these services, the Broker shall immediately 
advise the City of such conflict.

Termination of Contract:

The City of Jefferson reserves the right to terminate any part of or the entirety of any contract that may 
result from this request, without cause and at any time within thirty (30) calendar days written notice. In 
such case, the Broker shall be paid for services rendered through the date of the termination notice, and the 
results of all such work (includes all documents and files) through that date shall become the property of the 
City of Jefferson. The contract shall be non-exclusive for the sole convenience of the City.
IV. PROCESSING OF QUALIFICATIONS 

A. Questions 

Questions regarding this Request for Qualifications should be submitted via email. Questions must be submitted by Thursday, October 29, 2009.   
Email: emcdonald@cityofjeffersonga.com
Attn:  Elizabeth McDonald

B. Pre-proposal Meeting 

None anticipated. 

C. Submission of Proposal 

The Broker's response must be appropriately labeled and sealed. The Broker shall 

provide one (1) original hard copy signed in blue and two (2) copies. Faxes and emails will not be accepted. Proposals must be delivered to: 

City of Jefferson 

Elizabeth McDonald 

147 Athens Street 
 Jefferson, GA 30549
Mark the outside of package as follows: 
Name of Company 

It shall be the Broker's sole risk to assure delivery at the City Clerk’s office by
the designated time. 
Request for Qualification Packages deadline to Elizabeth McDonald, 147 Athens Street, 
Jefferson, GA 30549 is Thursday, November 5th, 3:00 p.m..  

D. Rejection of Submittals 

The City of Jefferson reserves the right to reject any or all submittals, or to accept the 

submittal(s) that in its sole judgment may be in the best interest of the City. 

E. Pre-contractual Expenses 

The City shall not, in any event, be liable for any pre-contractual expenses incurred in 
the preparation of a Broker's Qualification, prior to execution of the contract by both 
parties. 

H. Notification of Successful Broker(s) 

Successful potential Broker(s) shall be notified as soon as possible by the City. In the event that the City is unable to negotiate a contract with the first selected Broker, those negotiations will be terminated and negotiations will commence with the next Broker on the list and continue downward as necessary to secure a contract for the City. 

V. SELECTION OF BROKER 

A. Qualifications 

The Broker may be a single firm or a joint venture and must show evidence of its technical capability in this work. The Broker shall also be knowledgeable in accordance with all applicable federal, state, and local government laws and regulations. Work shall be done in conformance with current professional practices in the State of Georgia. 

B. Criteria for Selection 

Selection of the Broker(s) among the Qualifications received shall be based upon 

responses to the submittal requirements referenced in Section III. 

The City may invite a list of firms from the submitted Qualifications for an oral presentation to the City Manager and City Clerk. This decision will be based on the number and quality of Qualifications received. If Qualifications are deemed of a high enough quality, oral presentations may be waived and a finalist selected based on Qualifications submitted. 

In the event oral presentations are required, the City of Jefferson will not be responsible for any expenses incurred by the potential Brokers for these presentations. New evaluation criteria may be established for oral interviews. The City will provide the desired format and criteria prior to the oral presentations. 

The selected Broker will be recommended for contracting for this work. However, if it 
is determined to be in the best interest of the City, all Qualifications may be rejected 

and the City may reissue Requests for Qualifications. 

C. Negotiation of Contract 

After selection of the successful Broker, the City of Jefferson shall negotiate the contract 
under which the work is to be performed. All items submitted in the proposal shall be 
subject to negotiation. Additionally, the City reserves the right to enter into single or 
multiple contract(s) with a selected Broker for any or all of the components of this 
project. 

If negotiations for fees and services are successful with the selected Broker, as determined by the City, a contract for service will be prepared. In the event that negotiations for fees or services are not successful, the City will terminate those negotiations and will begin negotiations with the next Broker in descending order of approval to negotiate, as necessary to secure a contract for the City. 

The Broker will not assign or transfer any or all of its rights, duties or obligations without the prior written consent of the City. 

VI. SINGLE POINT OF CONTACT 

From the date this Request for Qualifications (RFQ) is issued until a Broker is selected 
and the selection is announced by the procurement office, Brokers are not allowed to 
communicate with any City staff or elected officials regarding this procurement, 
except at the direction of Elizabeth McDonald.  Any unauthorized contact may disqualify the Broker from further consideration.  Contact information for the single point of contact is as follows:

Elizabeth McDonald, City Clerk 
City of Jefferson 

147 Athens Street

Jefferson, GA 30549 

706.367.7207, Ext. 7  

emcdonald@cityofjeffersonga.com 

VII. POLICY ON NONDISCRIMINATION ON THE BASIS OF DISABILITY 

In accordance with the American with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act of 1973, the City of Jefferson does not discriminate on the basis of disability in the admission of or access to, or treatment or employment in, its programs, activities, or services. 
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