Bank of America Submittal Requirements for Short Sales Round 8

	NO.
	Section
	Description
	Materials Required
	 Comments
	Who’s writing?
	Completed

	3
	SUPPLIER BUSINESS CONTINUITY PLAN
	A Business Continuity Plan is required for all Bank of America Tier 1 suppliers that are operationally critical or have access to sensitive data or if the Line of Business must have the supplier recover in 24 hours or less.  A plan is also required if the contract language requires the plan.  The Supplier will be required to validate a final version of this Business Continuity Plan with the Sourcing Associate before execution of a contract with Bank of America. A Business Continuity Template can be provided by the Sourcing Associate conducting this request.  The Supplier must provide all requested information for their Business Continuity Plan via a survey provided by the Bank of America Sourcing Associate.
	
	If this hasn’t been prepared already, Glenn can provide a template for this section. 
	NREIS
	

	3.1
	
	Attach a document with a brief description of Business Continuity Plan/Disaster Recovery Plan in the event of a total loss of the primary operating facility. List alternate sites, distance from the primary site, methods for provisioning resources at the alternate sites, command structure and communications methods.

Examples of potential disasters: Fire, Strike (i.e. lockout, work stoppage or other labor dispute), Flood, Computer Malfunction, Earthquake, Hurricane/Tornado, Terrorist Attacks, Other Catastrophic Event (i.e. storms, blizzards, pandemic, etc)
	· Mandatory Attachment

· Optional Comment or additional attachment
	· Should probably include business continuity plans/Disaster Recovery Plans for all subconsultants and make into one pdf
	NREIS
	

	3.2
	
	What amount of time from the start of an event is required for the Supplier’s business continuity strategy to restore critical functions?
	· 2k character response

· Optional Comment or attachment
	No need for attachment
	NREIS
	

	3.3
	
	For what duration can the alternate site support operations?
	· 2k character response

· Optional Comment or attachment
	No need for attachment
	NREIS
	

	3.4
	
	Does the Supplier obtain recovery services from a third party?
	· Yes or No
	
	NREIS
	

	3.5
	
	Does the Supplier maintain documented plans for the recovery of critical business processes? If yes, how often are plans updated and is management approval of updates required?
	· 2k character response

· Optional Comment or attachment
	
	NREIS
	

	3.6
	
	What is the frequency of testing of Supplier’s business continuity strategy? Include a copy of the most recent test results in the next question.
	· 2k character response

· Optional Comment or attachment
	
	NREIS
	

	3.7
	
	Please attach the testing results of Supplier’s business continuity strategy?
	· Attachment only
	
	NREIS
	

	3.8
	
	Describe any work stoppages experienced, along with how restoration was implemented.
	· 2k character response

· Optional Comment or attachment
	
	NREIS
	

	4
	SUPPLIER'S INFORMATION SECURITY PROGRAM
	Bank of America requests a copy of the Supplier’s Information Security Plan before a contract can be executed for all Tier 1 & 2 suppliers with access to Bank of America Confidential, Customer or Consumer Information.  The Information Security Plan documents that the supplier has adequate controls in place to safeguard Bank of America’s Confidential and Customer and Consumer Information.  Bank of America retains the right to validate the Supplier’s Information Security Plan from time to time.  Requirements for the plan are set forth in the Bank of America General Services Agreement.
	
	
	
	

	4.1
	
	Please acknowledge that you will provide an Information Security Plan if a contractual relationship is entered between Bank of America and Supplier.
	· Yes or no
	
	Yes
	

	5
	SUPPLIER AUDITS
	Statement on Auditing Standards No. 70 (SAS70) is an internationally recognized auditing standard developed by the American Institute of Certified Public Accountants (AICPA).  SAS70 is the authoritative guidance that allows service organizations to disclose their control activities and processes to their customers and their customers’ auditors in a uniform reporting format.  A SAS70 examination signifies that a service organization has had its control objectives and control activities examined by an independent accounting and auditing firm.  A formal report including the auditor’s opinion (Service Auditor’s Report) is issued to the service organization at the conclusion of a SAS 70 examination.

There are two types of Service Auditor’s Reports: Type I and Type II.  A Type I report describes the service organization’s controls at a specific point in time (e.g., December 31, 2001).  A Type II report not only includes the service organization’s description of controls, but also includes detailed testing of the service organization’s controls over a minimum six-month period.  A SAS70 does not necessarily eliminate the need for any other operational audits.  In some cases, it may prompt additional auditing.  

Bank of America requires a copy of the Supplier’s SAS 70 Type II independent audit firm report before executing a contract.
	
	
	
	

	5.1
	
	Please acknowledge that you will provide a copy of your SAS 70 II independent audit firm report if a contractual relationship is entered between Bank of America and Supplier and if it is a requirement.
	· Yes or No
	
	Yes
	

	6
	CORPORATE INFORMATION SECURITY ASSESSMENTS
	If a supplier has access to Sensitive Information they will be required to complete the Bank of America Corporate Information Security Supplier Assessment Tool (CIS SAT) before executing a contract.
	
	
	
	

	6.1
	
	Please acknowledge that you will comply with the CIS SAT requirement upon request from Bank of America (if applicable) if a contractual relationship is entered between Bank of America and Supplier and if it is a requirement.
	· Yes or No
	
	Yes
	

	7
	BID/REQUEST PROTOCOL
	It is Bank of America’s intent to provide a fair opportunity to each potential Supplier invited to participate in this process. Bank of America is establishing one point-of-contact with the Suppliers to insure timely communication. This Sourcing Associate will be the point-of-contact for all information related to this request and Suppliers are asked to contact the designated Sourcing Associate exclusively to discuss issues relative to the request for the duration of this process. All communication should be sent electronically via the web application being utilized for this request. There should be no communication between the Supplier and other Bank of America associates in regard to this request without prior approval of the Sourcing Associate. Failure to comply may result in disqualification of the supplier. 

If a Supplier has an executed contract in place with Bank of America for the products or services included in this request, and the Supplier chooses to respond to the request and is selected for award of business, then Bank of America may choose to re-negotiate a new contract with said Supplier. 

Bank of America may consolidate all questions from Suppliers to produce a question and answer document for distribution to all potential Suppliers in accordance with the timetable. Supplier identities will not be disclosed of this process is followed.

Bank of America encourages attendance at any scheduled conferences or meetings; which will provide suppliers an opportunity to ask questions in a controlled environment to ensure fairness in the distribution of information; however, attendance is at the supplier’s discretion. 

Supplier responses must be submitted as directed in the event's timetable. Bank of America, at its sole discretion, may elect to return supplier responses received after the deadline. Supplier responses should be submitted via the web application being utilized for this request.  Other submissions will NOT be accepted unless otherwise agreed to by the designated Sourcing Associate. 

Supplemental materials (such as marketing materials) should not be submitted unless specified by the Sourcing Associate. All supporting documentation and manuals that are submitted in response to this request will become the property of Bank of America unless otherwise requested by the Supplier at the time of submission. Suppliers should only submit copyrighted items that they have authority to submit.

Formal presentations may be scheduled at Bank of America’s discretion. 

Bank of America reserves the right to accept, reject, or solicit additional responses to any portion of the proposal.

Bank of America may choose to negotiate with one or more Suppliers. Acceptance of a request is contingent upon the execution of a written agreement on terms acceptable to Bank of America and Bank of America shall not be contractually bound to any Supplier prior to the execution of such written agreement. 

Suppliers must be prepared to incorporate all statements made in this request into the final contract; contract inclusion subject to all areas agreed upon by the Supplier in this request. 

Pricing information supplied with this request must be valid for a minimum of 120 days from the supplier submission date or longer, as specified within the event details. If the Supplier is reserving the option to withdraw the pricing during that period, it must be clearly stated in their proposal.
	
	
	
	

	7.1
	
	Do you understand these terms (Listed in 7)?
	· Yes of No
	
	Yes
	

	8
	EVALUATION CRITERIA
	The Buyer's Evaluation Team will evaluate each proposal based upon an understanding of how the proposal meets the objective stated herein, and satisfies Bank of America’s requirements. 

High-level criteria may include: 

• The level of service and performance standards 

• Demonstrated process efficiencies 

• Cost to Value 

• The ability to service domestic and international locations as appropriate 

• The ability to support current and emerging systems 

• Supplier industry reputation and experience 

• Supplier’s account team experience 

• Service organization qualifications 

• Quality assurance commitment 

• Supplier’s financial strength 

• Supplier’s willingness to agree to Bank of America’s standard contract terms

Bank of America will make the “best overall value” decision. While cost will remain a critical decision factor, the satisfaction of Bank of America’s requirements, quality, and level of service, and the operating efficiencies that will be realized by Bank of America are the primary and the most critical aspects. Requirements are business driven and the selection decision will be Supplier proposal driven. Suppliers should not assume that the lowest bid submitted equates to a business award.

A short list of Suppliers may be identified upon completion of the review of the proposals. Bank of America will then focus its attention on the short list Suppliers and will conduct a complete analysis. Should Bank of America provide new or amended data, qualified Suppliers will have the opportunity to submit an amended proposal.
	
	
	
	

	8.1
	
	Do you understand these terms (as listed in 8)?
	· Yes or No
	
	
	

	9
	TIMETABLE
	In online rfp, it lists steps (interviews, etc) as TBD.
	No action required.
	
	
	

	10
	SUPPLIER PROPOSAL FORMAT
	Suppliers are asked to adhere to the format set forth within the system, attachments, or any other items defining the layout of the required response. Information that deviates from the requested format will increase the time required to review and evaluate its contents. Such information may be classified as "non-responsive“ and may be disqualified from further consideration.

High-level sales material should not be used unless specifically requested by Bank of America. It is essential that the suppliers' proposals be thorough and concise. System limitations are as follows:  text answers are limited to 2000 characters, suppliers are limited to a total file attachment maximum of 20 MB per event/request.

The Supplier is required to respond to this request in the exact manner requested. However, Bank of America realizes that a Supplier may have an alternate unique approach to propose. In such event, the Supplier must make a special request to the specified Bank of America Sourcing Associate to provide the alternate proposal information.
	
	As long as we’re not submitting brochures or powerpoint presentations in 3-D we’re okay. 

Please make sure financial statement PDF or other file does not exceed (will supply MB total)
	
	

	10.1
	
	Do you understand these terms
	· Yes or No
	
	Yes
	

	11
	SUPPLIER INFORMATION
	Suppliers are required to register on Bank of America’s Supplier Registration Database, before they can participate in this event and before a contract can be executed.  Suppliers that are already registered should update their profile with the most current information.  

The registration site location is: http://www.bankofamerica.com/suppliers/.
	
	You already confirmed with Glenn that you’d done this.
	
	

	11.1  
	Supplier Corporate Overview
	Questionnaire Limitations provided : text answers are limited to 2000 characters, suppliers are limited to a total file attachment maximum of 20 MB per event/request.
	
	
	
	

	11.1.1
	
	Provide a summary of your future, long term vision and strategic plans.
	· 2k character response

· optional comment or attachment
	Overall vision points:

· Provide solutions and products that are mutually beneficial to homeowners and lenders

· Realizing that solutions are often extremely complicated, this will mean forming alliances with established leading companies that provide essential components

· Strategic plan is to provide as wide a national network as possible while maintaining “small business” interaction with homeowners to provide feeling of being valued. 

· Realizing that the current economic crisis is largely a result of breakdowns in real estate models, helping to create new ones that safeguard all stakeholders
	Draft prepared, uploaded and ready for rewrite from the TEAM
	

	11.1.2
	
	Provide audited financial statements for the most recent three-year period if you have not submitted a copy of your Company's latest annual report.
	· Mandatory attachment
	
	NREIS
To send to Ann and Pat
	

	11.1.3
	
	Provide a statement of your company's purpose and businesses.
	· 2k character response

· optional comment or attachment
	· Leadership/management

· All the various benefits you bring to the table

· Loan Capture, etc. added value processes and/or products


	Draft prepared, uploaded and ready for rewrite from the TEAM
	

	11.1.4
	
	Supplier is requested to provide such information as it relates to the direction of the proposed solution. Provide a clear vision of how the Supplier plans to support emerging technologies and industry standards related to the products/services requested in the proposal.
	· 2k character response

· optional comment or attachment
	Almost wondering if we should just use the SOW and answer each bullet point, then make a pdf of it. Then the 2k character response could be wrap up of plans to support emerging technologies.
	Draft prepared, uploaded and ready for review
	Draft Complete

	11.1.5
	
	Does your organization hold any quality certifications?  If so, please list. (i.e. ISO 9002)
	· 2k character response

· optional comment or attachment
	
	Ann will gather from team
NREIS 
	

	11.1.6
	
	Does your organization have any operational and/or quality improvement programs?  Is so, please describe.
	· 2k character response

· optional comment or attachment
	
	Draft uploaded and ready for review
	

	11.1.7
	
	State strategic relationships with other related suppliers. State all sub-contractors and outsourced services to be used in implementing the proposed activities.
	· 2k character response

· optional comment or attachment
	This is the alliance – really sell that it’s in place, that it’s going to be efficient and benefit both bank and homeowner.
	Draft uploaded and ready for review

	

	11.2
	Supplier's Organizational Structure
	
	
	
	
	

	11.2.1
	
	Describe in detail your organization, the staffing model, and how future resource requirements are determined.  Attach an organization chart to the next question.
	· 2k character response

· optional comment or attachment
	This where you could include key resumes along with a description of staffing needs (e.g. borrower outreach, etc). 

How is NREIS going to handle the ramp up, e.g. going  from 3,000 to 10,000?
	Draft uploaded and ready for rewrite from team
	

	11.2.2
	
	Provide an organization chart for the question above.
	· Mandatory attachment
	You can flesh this out and we can have graphics person do it. Not only companies but also key people within each company.
	Ann/Pat
	

	11.2.3
	
	Describe how the Supplier achieves internal training and certification requirements.  Include a description of training types and schedules. Specifically demonstrate that an appropriate on-going training program is in place for all personnel assigned to the Bank of America account.
	· 2k character response

· optional comment or attachment
	This is one of key discriminators, the high level training involved, especially with Loan Retention.
	Draft uploaded, and ready for team 
input
	

	11.3
	Supplier Experience Level and Customer References
	
	
	
	
	

	11.3.1
	
	Your organization must demonstrate a proven track record of successfully providing products/services to customers of similar scope and complexity.  The Supplier shall provide a representative customer list.  Supplier must also provide a reference list with company, contact names/numbers, and service descriptions.  The references must be from organizations where the Supplier is providing services that are similar to those identified in this request.
	· Mandatory attachment
	
	Ann still needs 80% of information on these matrices
	

	11.3.2
	
	Provide a brief success story of proven customer results due to Supplier’s commitment to quality and increased operating efficiency. This is requested to demonstrate the added value that can be offered by the Supplier.
	· 2k character response

· optional comment or attachment
	This is really where you can show increased efficiency through your management of program. Can this success story lead into a discussion of “Added Value,” which you’re providing with Loan Retention and other things…
	Draft uploaded, need more success stories from NREIS, Quantum, PAMC
	

	11.3.3
	
	List former or present written Agreements with Bank of America, its predecessors, and/or Affiliates.
	· 2k character response

· optional comment or attachment
	
	Still need info from all companies, PHX is none, QDS is none

	

	11.4
	Performance Standards Methodology
	
	
	
	
	

	11.4.1
	
	Describe the methodology used to develop your internal performance standards, the processes and tools used to monitor and measure performance against the standards, and the management reporting systems that capture this data.  Provide samples in the next question.
	· 2k character response

· optional comment or attachment
	
	John N looking at getting write-up complete
	

	11.4.2
	
	Attachments for internal performance standards  
	· Mandatory attachment
	
	John N looking at getting write-up complete

	

	11.4.3
	
	Indicate your organization's customer satisfaction rating along with the criteria and methodology used. Include any relevant publication ratings or articles in the next question.  
	· 2k character response

· optional comment or attachment
	
	John N looking at getting write-up complete
	

	11.4.4
	
	Attach any relevant publication ratings or articles that show customer satisfaction rating.
	· Attachment that appears to optional
	
	John N looking at getting write-up complete
	

	11.5
	LITIGATION
	
	
	
	
	

	11.5.1
	
	Has your company at any time been named as a defendant in a lawsuit initiated by a present, former, or prospective customer relative to this product/service or any other products/services that Bank of America purchases from your organization? If yes, explain the circumstances of each suit and the outcome(s) to the extent legally permissible.
	· 2k character response

· optional comment or attachment
	
	NREIS
	

	11.5.2
	
	Has your company at any time been involved in an arbitration or mediation proceeding with a present, former, or prospective customer relative to this product/service or any other products/services that Bank of America purchases from your organization? If yes, explain the circumstances of each proceeding and the outcome(s) to the extent legally permissible.
	· 2k character response

· optional comment or attachment
	
	NREIS
	

	11.5.3
	
	Has your company otherwise been named as a defendant in a lawsuit that may significantly impact your financial condition in the event your company does not prevail? If yes, explain the circumstances of each suit to the extent legally permissible.
	· 2k character response

· optional comment or attachment
	
	NREIS
	

	11.5.4
	
	Has your company otherwise been named as a party to arbitration or mediation proceeding that may significantly impact your financial condition in the event your company does not prevail? If yes, explain the circumstances of each proceeding to the extent legally permissible.
	· 2k character response

· optional comment or attachment
	
	NREIS
	

	11.5.5
	
	Has your company been named as a defendant in a lawsuit alleging infringement or misappropriation of a third party’s intellectual property?  
	· 2k character response

· optional comment or attachment
	
	NREIS
	

	12
	SUPPLIER SUBCONTRACTOR REQUIREMENTS
	
	
	
	
	

	12.1
	
	Do you currently use subcontractors?
	Yes or no
	
	Yes
	

	12.2
	
	What activities/products/functions are you going to subcontract related to this request?
	· 2k character response

· optional comment or attachment
	This is a good place for a flow chart. Also, written descriptions/one sheets of subs. We can make this all as one pdf.
	Draft uploaded ready for review
	

	12.3
	
	Is what you are subcontracting critical to delivery of the product or service for which you are being considered to supply? If Yes, list the names of the subcontractors and where are they located.
	· 2k character response

· optional comment or attachment
	This seems pretty self-explanatory. If we have time, we might want to do a map that show geographical range of program. Graphics person could do this.
	Draft uploaded ready for review
	

	12.4
	
	What are the names and locations of subcontractors to whom you subcontract that contribute 15% or more of the cost of the product/service contracted with Bank of America, whether or not that portion is operationally critical?  
	· 2k character response

· optional comment or attachment
	Not sure what this means, but I’m sure you guys can figure it out.
	Draft uploaded ready for review
	

	12.5
	
	What due diligence do you perform prior to making the decision to subcontract?
	· 2k character response

· optional comment or attachment
	Emphasize proven track record, B of A relationship (if true), national reputation.
	Draft uploaded ready for review
	

	12.6
	
	Do you conduct background checks with subcontractors?
	Yes or no
	I would think  no given level of subs
	Yes
	

	12.7
	
	Do you anticipate using subcontractors anytime during the contract if awarded?  Why?
	· 2k character response

· optional comment or attachment
	This is one of those questions that make you think you’re going crazy. The answer is yes, they are integral to program success.
	Draft uploaded ready for review
	

	12.8
	
	Do you have a documented contingency plan for the subcontractors referred to in the above question?
	Yes or no
	Answer Yes and then put something together if they ask for it.
	Yes
	

	12.9
	
	What due diligence do you perform after the decision is made to use a specific subcontractor?   
	· 2k character response

· optional comment or attachment
	This is really asking what your Quality Assurance/Quality Control process is going to be.  How are you going to determine that each sub is performing?
	Draft uploaded ready for review
	

	13
	BID SPECIFICATIONS  
	Bank of America has provided the following information specific to this request for Supplier review in order to facilitate a full understanding of the opportunity.
	
	
	
	

	13.1
	
	Required document from SOW
	Section 6 filled out

Schedule B

Schedule C
	Fill out and create pdf.
	Schedule C uploaded and ready for review
	

	14
	SUPPLIER RESPONSE SECTION
	Suppliers should use this area to upload an attachment for Buyer review (as directed).  If there are several attachments needed for upload, Suppliers should create one comprehensive file (zip file) and upload this file here. Maximum File upload is 20MB in total for this event/request.
	
	
	
	

	14.1
	
	Upload Supplier Documentation in this area as directed.
	
	This would appear to be where we create a zip file that includes:

· Section 6

· Schedule B

· Schedule C

· Coop xls

· Traditional xls

· DIL xls
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