Oklahoma Teachers Retirement System

Request for Proposals

Executive Search Services for the Position of
Chief Investment Officer

The Oklahoma Teachers Retirement System (OTRS) is seeking proposals for executive search services to assist in the recruitment and hiring of a Chief Investment Officer (CIO).  This position has been vacant for several years.

I.	INSTRUCTIONS AND GUIDELINES FOR SUBMITTING PROPOSALS

A.	Vendors are responsible for following the procedures for submitting a proposal as set out in this Request For Proposals (RFP). The deadline for receipt of proposals is 4:30 p.m. Central Time, on March 20, 2015.  Proposals submitted to the incorrect address or location or received after this date and time will be rejected and will not be considered.

B.	RFP Amendments - OTRS reserves the right to amend this Request for Proposals (RFP) before the due date.  Vendors are responsible to check the OTRS website for scheduling changes and other amendments to requests for proposals. http://www.ok.gov/TRS/About_Us/Request_for_Proposals   

C.	Number of Copies Needed - Vendors must submit one (1) original and four (4) copies of their proposal to:

	Oklahoma Teachers Retirement System
Executive Search Services Proposal
Attention: Donna Spurrier, Business Manager
2500 N. Lincoln Blvd., 5th Floor
Oklahoma City, Oklahoma 73105

	In addition, an electronic version of the proposal must be included with the hard copy proposals in Word format, or a .pdf format that has “word search” or “Find” functionality. The document may be submitted on a flash drive or on a CD.

D.	Requests for Additional Information from Vendor - OTRS reserves the right to request additional information from any or all Vendors to assist in the evaluation process.  However, no Vendor may contact any member of the OTRS Board of Trustees or OTRS staff during the solicitation process. Contact should be limited to the Business Manager listed above.

E.	Selection Period - The Vendor selection period begins on the date this RFP is issued and ends on the date the contract is awarded by OTRS.

F.	Proposals Become Property of the State - All materials submitted by Vendors become irrevocable and the sole property of the State of Oklahoma and will not be returned.  All proposals submitted and the information contained therein shall be subject to the public disclosure provisions of the Oklahoma Open Records Act.

G.	Questions and Clarification by Vendors - In an effort to clarify any issues in this RFP, OTRS will respond only to questions that are presented through email.  Questions should be submitted to Donna Spurrier, Business Manager at Donna.Spurrier@trs.ok.gov. All questions and answers will be consolidated into a single Q&A document. All questions must be received by 4:30 p.m. Central Time on February 27, 2015.  The Q&A document will be posted on the OTRS website at: http://www.ok.gov/TRS/About_Us/Request_for_Proposals on or after March 6, 2015.  This will be the only distribution method for the Q&A document. OTRS assumes no liability for assuring receipt of the email. All correspondence, and amendments regarding this RFP will be posted on the OTRS website listed above

H.	Negotiations - OTRS reserves the right to enter into a negotiation process for the top ranked proposal or proposals when it is considered in the best interests of the State.  The State may negotiate changes in the pricing as necessary.  Should the negotiation process be invoked, OTRS will negotiate in good faith for modifications to the submitted proposal(s).

I.	Evaluation of Proposals - Proposals will be evaluated based on best value, which will include the following:  (1) Vendor’s understanding of the project, (2) soundness of the approach and quality of the work plan, (3) Vendor’s qualifications including its established record of success in similar searches, (4) individual qualifications of Vendor’s assigned staff, (5) the outcome of reference checks on the Vendor, and (6) Vendor’s fee proposal.  

During the evaluation process, OTRS may, at its sole discretion, request any or all Vendors to make oral presentations.  If oral presentations are required, it is highly recommended that the lead staff person for the Vendor be present at the finalist’s presentation.  All costs associated with such presentation are the responsibility of the Vendor.  No costs will be reimbursed by OTRS or the State for finalist presentations.

II.	BACKGROUND INFORMATION ON OTRS

OTRS administers a defined benefit plan and a 403(b) defined contribution plan. The 403(b) plan is largely outsourced to ING (now VOYA).    

For more information about OTRS, see the agency’s website at www.ok.gov/trs.  The most recent Comprehensive Annual Financial Report for OTRS is available on the OTRS website at http://www.ok.gov/TRS/documents/FY2014CAFR.pdf

A.	Retirement Board

OTRS is administered by a Board of Trustees composed of 14 members appointed by various state officials as well as ex officio members.  The chief executive officer of the agency is the Executive Director.  The Executive Director is appointed by and reports to the Board of Trustees.  The CIO is appointed by and reports directly to the Executive Director.  The CIO works closely with the Board of Trustees and its Investment Committee.

B.	Chief Investment Officer

The position of CIO is being re-established to provide the Executive Director and the Board of Trustees with expert professional investment advice and counsel.  The following are the major responsibilities of this position:

Investment Policy - Participates in the formulation, evaluation, and implementation of investment policy for OTRS and the 403(b) plan.
Oversight of Investment Managers - Monitors and reports on the performance of external investment managers, actively participates in the search for new investment managers, and recommends termination of existing managers.  Analyzes investment costs and recommends changes.
Research and Evaluate Markets - Provides relevant and timely research on investment strategies in all markets and recommends new asset classes and innovative investment management styles that might increase return, reduce risk, and lower plan costs.
Investment Education - Provides investment education as needed for the Board of Trustees and other staff.
Coordination with Board of Trustees, Oversight Entities, Consultants, and OTRS Staff - Prepares recommendations for consideration by the Board of Trustees, attends Oklahoma Pension Commission meetings and other pension related events and provides updates and reports to the Commission, and monitors the performance of investment managers in cooperation with investment consultant.
Due Diligence travel – Accompanies trustees and investment consultant when traveling to meet with potential investment managers and other investment-related service providers.
Supervise Investment Staff – Supervises the investment analyst or any other staff that may be assigned to the investment department. 

The following documents are on the TRS website for further specific information on the position and the agency:
· Position Description for CIO
· OTRS Organizational Chart
· Agency mission, vision, and values
· OTRS Investment Policy

http://www.ok.gov/TRS/About_Us/Request_for_Proposals
III.	PROJECT SCOPE

A.	Research, source, screen, interview and reference qualified candidate pool (approximately four to six individuals).  In addition to discussions or interviews the Vendor may have with candidates, OTRS would like to conduct up to two (2) rounds of interviews.

B.	Advise and assist OTRS in preparing for and conducting interviews of the most competitive candidates, which shall include providing an evaluation of the relative strengths of the candidates as related to the requirements of the position.

C.	Carry out candidate qualification and reference checks during the search process including extensive background checks on each recommended candidate.

D.	Provide reports/analyses of impediments to filling the position if not filled within three (3) months.

E.	Comply with all legal requirements including federal and state equal opportunity and anti-discrimination laws if applicable.

IV.	REQUEST FOR PROPOSAL CONTENT

At a minimum, the proposal must include the information listed below.  The proposal should be formatted on consecutively numbered pages and include a table of contents.  Proposals are to address all questions posed in the order in which they appear in this RFP. Each vendor is required to fill out and submit a Certification for Competitive Bid (form CP-004) and a Responding Bidder Information (form CP-076) with their proposal. These forms are available on the TRS website. http://www.ok.gov/TRS/About_Us/Request_for_Proposals

A.	Cover Letter

The Vendor must include a cover letter, which will be considered an integral part of the proposal.  The letter must be signed by an individual who is authorized to bind the Vendor contractually.  It must include the following elements:

1.	A statement regarding the Vendor’s legal structure (e.g., an Oklahoma corporation), federal tax identification number, and principal place of business.

2.	Vendor’s primary contact person on this RFP who has authority to answer questions regarding the proposal:

a.	Contact’s Name
b.	Contact’s Title 
c.	Contact’s Address
d.	Contact’s Phone and Facsimile numbers
e.	Contact’s e-mail address

3.	A statement that the Vendor’s proposal meets all the requirements of this RFP.

4.	A statement that the Vendor acknowledges and agrees that all documents submitted pursuant to this request may be subject to disclosure under Oklahoma’s Open Records Act, that any resulting contract and services will be subject to and interpreted by Oklahoma law, and that this RFP and the Vendor’s response will be incorporated by reference to any resulting contract.

5.	Minimum Qualifications of Vendor

a.	The successful vendor must have been in business for a minimum of five (5) years.

b.	The individual assigned to the contract as the lead staff person must have a minimum of five (5) years of professional experience in conducting executive searches.

B.	Questionnaire

Provide the following information:

1.	Vendor’s office locations, identifying which location will be assigned this project.

2.	Vendor’s organizational structure, including subsidiary and affiliated companies, and joint venture relationships.

3.	Has the Vendor undergone any material change in its structure or ownership within the last 18 months?  If yes, describe the change.  Is any material change in ownership or structure currently under review or being contemplated that has already been publicly reported?

4.	A description of the Vendor’s research capacity, including its network of professional contacts within large corporations, pension plans, trust funds, state agencies, or similar institutions, for recruiting Chief Investment Officers or other high level investment professionals.  Include comments with regard to your company’s database of active, qualified executive-level professionals, specifically investment professionals.

5.	A description of any material litigation to which your company is currently a party.
6.	A list and description of litigation brought against you or your company by existing or former clients over the last five (5) years.

7.	Describe any professional relationship involving any member of the OTRS Board of Trustees or staff, the State of Oklahoma, or its political subdivisions for the past five (5) years, together with a statement explaining why such relationships do not constitute a conflict of interest relating to performing the proposed review.

C.	Understanding of Project

1.	Describe in detail your organization’s understanding of the services requested by OTRS under this engagement.

2.	Describe areas or processes, not included in the scope of this engagement, which your company may examine in order to provide more complete services and consulting support on this project.

3.	Provide a narrative that supports why your company believes it is qualified to undertake the proposed engagement.

D.	Work Plan

The proposal should set forth a work plan including: 

1.	A detailed explanation of the search process you would use from commencement through selection.  This should include how you identify, process, and evaluate the candidates. 

2.	A description of how the Vendor will consult with and make presentations to the Executive Director during the project, and assist the Executive Director in narrowing the field of candidates to those that best meet OTRS’ needs.

3.	Appropriate compensation research and advice to the Executive Director.

4.	A description of the project management and procedures to be used, including a description of background/reference checking methodology for candidate(s).  These procedures should identify and describe any anticipated potential problems, the Vendor’s approach to resolving these problems, and any special assistance that will be requested from OTRS.  It is requested that the Vendor interview the Executive Director prior to commencing the search.

5.	A proposed timetable for performing the project including estimated days/weeks by major task and a staffing plan to include both Vendor and OTRS’ resources.  The Executive Director expects to have the final candidates for the position within 60 to 90 days after selection of an executive search firm.  The timetable should include a schedule of progress reports that will be submitted to the Executive Director.

E.	Vendor Personnel

1.	For each individual you propose to assign to this engagement, provide a narrative biography including name, title, date of hire, experience in key executive searches, and education. 

2.	For each of the Vendor’s proposed potential subcontractors, provide a narrative with the following information:

a.	The subcontractor’s (firm) name and address.
b.	A brief description of the work the subcontractor might perform.

3.	Describe your firm’s procedures in the event that a key person assigned to this engagement leaves your firm during the engagement.

F.	References

Provide a statement describing similar work that your firm has performed over the last five (5) years related to this type of project with comparable organizations.  The statement should include:

1.	The name, address, and phone number of the client.

2.	The name and phone number of a responsible official who may be contacted as a reference.

3.	A summary description of the scope of the project and significant work completed.  Describe your firm’s record of successfully filling comparable vacancies and the average employment tenure of those placed.  Describe comparable searches that were not successfully completed and comment on the reasons they were not successful.  

4.	The start and end date of the projects.

G.	Fee Proposal

1.	Provide a proposal regarding the fee to be paid to your firm for the services identified in this RFP.  The fee should be a fixed fee and be inclusive of all travel and other out-of-pocket expenses of the vendor.  

2.	It is permissible to propose a fixed fee for services and a separate fixed dollar amount as an overall cap on out-of-pocket expenses.  In other words, you may propose a separate “not-to-exceed” amount for actual out-of-pocket expenses.  For purposes of comparing the fee portion of the proposals, the fixed fee for services and any “not-to-exceed” figure for expenses will be added together.

3.	Payment of fees will be made when a candidate has accepted the CIO position.  The successful vendor must present an invoice for services.

4.	Any travel expenses for the potential CIO candidate(s) to be interviewed in Oklahoma City shall be approved by OTRS in advance and will be paid directly by OTRS.

5.	Specify to what extent OTRS will be obligated if the search is not successfully completed by the agreed upon date.

H.	Additional Information

The Vendor should provide any other information it believes relevant to this assignment.

I.	Guarantee

The Vendor should provide details on how it would guarantee replacement candidates in the event that OTRS or the candidate hired as a result of the search terminates employment for any reason during a one (1) year period following the employee’s start date.

V.	SELECTION CRITERIA

OTRS will evaluate all proposals and will make the final decision to award the contract.

During the evaluation process OTRS may, at its discretion, request any or all Vendors to make oral presentations.  Such presentations will provide Vendors with an opportunity to answer questions regarding the Vendor’s proposal.  Not all Vendors may be asked to participate.

There are no expressed or implied obligations on the part of OTRS to reimburse responding vendors for any expenses incurred in preparing proposals in response to this RFP.

VI.	ADDITIONAL CONTRACT TERMS AND CONDITIONS

A.	Modifications - Any modification to the contract shall be in writing and agreed to by both the Vendor and OTRS prior to any change in services.    Any additional services provided prior to the execution of a mutually approved contract modification will not be eligible for payment.

B.	Termination - It is agreed by both parties that this contract may be terminated by either party by written notice delivered by mail at least 30 days prior to the termination date and upon final approval by OTRS.

C.	Cancellation - In the event the Vendor fails to meet the terms and conditions of this contract or fails to provide services in accordance with the contract, OTRS may cancel the contract upon written notice of default to the Vendor. Such cancellation shall not be an exclusive remedy but shall be in addition to any other rights and remedies provided by law.

D.	Subcontracting - The services to be performed under this contract shall not be subcontracted in whole or in part to any other person or entity without the prior written consent of OTRS. 

E.	Compliance with Law - Vendor shall be subject to all applicable state and federal laws, rules and regulations and all amendments thereto.  Vendor agrees to devote special attention to its responsibilities under Oklahoma state statutes.  It is the Vendor’s responsibility to comply with all applicable state and federal laws, rules, and regulations without reliance on or direction by OTRS.

F.	Contract Jurisdiction - The resulting contract shall be governed in all respects by the laws of the State of Oklahoma.  In the event any litigation shall occur concerning the terms and conditions of this contract or the rights and duties of the parties, the parties agree that such suit shall be brought in the Courts of the State of Oklahoma.  

G.	Equal Opportunity and Discrimination - The Vendor agrees to comply with all federal and state laws prohibiting discrimination and assures services shall be provided without distinction on the basis of political or religious opinion or affiliation, race, creed, gender, sex, color, national origin, or disability (provided the disability does not render the person unable to do the work for which employed), and no other distinction will be made on the basis of age, except as the law allows.  

H.	Limitation of Liability - The Vendor agrees to indemnify OTRS and the State of Oklahoma in respect to all damages, expenses, fines, judgments and costs, including attorney fees, arising from negligence, acts or omissions of Vendor, Vendor’s agents, subcontractors and assigns in connection with performance of this contract.  Without waiving any defense or immunity, and subject to the Oklahoma Governmental Tort Claims Acts, OTRS agrees to bear all expenses, fines, judgments, and costs which may arise from any acts or omission of its officials or employees in connection with this contract.

I.	Employment Relationship - This contract does not create an employment relationship.  Individuals performing services required by this contract are not employees of the State of Oklahoma or OTRS. Vendor’s employees shall not be considered employees of the State of Oklahoma or OTRS for any purpose and as such shall not be eligible for benefits accruing to state employees. OTRS retains the right to request replacement of assigned staff paid in full or partially by this contract.

J.	Force Majeure - Neither party shall be liable for any damages resulting from any delay in delivery or failure to give notice of delay, which directly or indirectly results from the elements, acts of God, delays in transportation, or delays in delivery by any cause beyond their reasonable control. 
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