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I. SCOPE OF SOLICITATION 10 
 11 
Clemson University is seeking proposals to establish a contract for student loan billing services.  12 
Award will be made to one Offeror.  Contract will be awarded for one year with an option to renew on 13 
an annual basis for up to four additional years at one-year intervals. 14 

 15 
AWARD 16 
Award will be made to one Offeror.  Award will be made to the highest ranked, responsive and 17 
responsible Offeror whose offer is determined to be the most advantageous to the University. 18 
 19 

MAXIMUM CONTRACT PERIOD - ESTIMATED  20 

Start date: 09/07/2011 End date: 09/06/2016.  Dates provided are estimates only.  Any resulting 21 
contract will begin on the date specified in the notice of award.   22 
Any resulting contract will begin on the date specified in the notice of award.   23 
   24 
Deadline for Receipt of Questions:  All questions must be emailed to Tammy Crooks at 25 
duncant@clemson.edu prior to Thursday, August 18, 2011, 12:00 Noon ET. 26 

 27 
 28 
II. INSTRUCTIONS TO OFFERORS  29 
 30 

1. DESCRIPTIVE LITERATURE – LABELLING:  Include Offeror’s name on the cover 31 
of any specifications or descriptive literature submitted with your proposal.  32 
 33 

2. SUBMITTING YOUR PROPOSAL:  Regardless of specific requirements below or in 34 
this document, Offerors are required to submit their proposal electronically through the 35 
Clemson University online bidding system.  To do so you must login (registering first) at 36 
https://sciquest.ionwave.net/prod/default.aspx?company=clemson, and follow specific 37 
instructions for this solicitation.  Do NOT simply email or mail in proposals based on this 38 
scope of work document.  You must attach your complete proposal response as two 39 
separate .pdf files in the online bidding system - one file as a technical only (i.e. no cost 40 
information) and one file as a cost proposal. Submit any additional files if required as 41 
redacted proposals. These attachments must address all the specific requirements outlined 42 
in Section II, Instructions to Offerors, as well as Section III, Scope of 43 
Work/Specifications.  44 
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 45 
3. INFORMATION FOR OFFERORS TO SUBMIT - In addition to information 46 

requested elsewhere in this solicitation, Offerors should submit the following information 47 
for purposes of evaluation: 48 
1. Cover Letter 49 

Offeror’s shall provide a cover letter that contains a commitment to provide the 50 
product/services described in this solicitation.  The cover letter must include the name 51 
and signature of a representative of the Offeror who is authorized to negotiate a 52 
contract with the University and should summarize the overall benefits to selecting 53 
your company and what your company considers to be the most important factors 54 
involved in the selection of survey services. 55 

2. Table of Exceptions 56 
A summary must state whether your proposal does or does not fully comply with the 57 
requirements defined in this solicitation and shall provide a detailed list of exceptions 58 
to the Scope of Work or other solicitation requirements including all attachments.  59 
This list must be in table form and must identify the page, section number, provision 60 
and specific exception, non-conformance and/or substitute language proposed.  61 
Failure to identify any specific items of non-compliance will result in the University 62 
assuming compliance.  The University, at its sole discretion, may modify or reject any 63 
exception or proposed change, and an exception may also make a proposal non-64 
responsive. 65 

3. Executive Summary  66 
The Executive Summary shall condense and highlight the contents of the solution 67 
being proposed by the Contractor in such a way as to provide the Evaluation 68 
Committee with a broad understanding of the Contractor’s Technical Proposal.  69 
Contractor’s must present their understanding of the problems being addressed, the 70 
objectives and intended results of the project, and the scope of work.  Contractor’s 71 
shall summarize how their Technical Proposal meets the requirements of the Request 72 
for Proposal, and why they are best qualified to perform the work required herein. 73 

4. Corporate Overview  74 
The Corporate Overview section of the Technical Proposal must consist of the 75 
following subparts:  76 

a. Contractor Identification and Information 77 
The Contractor must provide the full company or corporate name, address of 78 
the company's headquarters, entity organization (corporation, partnership, 79 
proprietorship), state in which the Contractor is incorporated or otherwise 80 
organized to do business, year in which the Contractor first organized to do 81 
business, whether the name and form of organization has changed since first 82 
organized, and Federal Employer Identification Number. 83 

b. Change of Ownership 84 
If any change in ownership or control of the company is anticipated during the 85 
twelve (12) months following the proposal due date, the Contractor must 86 
describe the circumstances of such change and indicate when the change will 87 
likely occur.  Any change of ownership to an awarded vendor(s) will require 88 
notification to Clemson. 89 



Student Loan Billing Services Rev. 1 Bid #23932532 
 

3 
 

c. Office Location 90 
The Contractor’s office location responsible for performance pursuant to an 91 
award of a contract with Clemson University must be identified.   92 

d. Contract Documents  93 
The Contractor shall provide copies of all contract documents.  Contract 94 
documents may include, but not be limited to: software license agreements, 95 
professional services agreements, master services agreements, maintenance 96 
agreements, support and service level agreements, etc. 97 

5. References 98 
The Contractor shall provide a minimum of 4 references with contact information 99 
including email addresses.  Clemson reserves the right to check any reference(s), 100 
regardless of the source of the reference information, including but not limited to, 101 
those that are identified by the company in the proposal, those indicated through the 102 
explicitly specified contacts, those that are identified during the review of the 103 
proposal, or those that result from communication with other entities involved with 104 
similar projects. 105 

 106 
Information to be requested and evaluated from references may include, but is not 107 
limited to, some or all of the following: project description and background, job 108 
performed, functional and technical abilities, communication skills and timeliness, 109 
cost and schedule estimates and accuracy, problems (poor quality deliverables, 110 
contract disputes, work stoppages, etc), overall performance, and whether or not the 111 
reference would rehire the firm or individual.  Only top scoring Contractors may 112 
receive reference checks and negative references may eliminate Contractors from 113 
consideration for award. 114 

 115 
6. Qualifications: 116 
 117 

A. Summary of Contractor’s Corporate Experience:  The Contractor shall 118 
provide a summary matrix listing the Contractor’s previous projects similar to this 119 
Request for Proposal in size, scope and complexity.  The Evaluation Committee 120 
will use no more than three (3) narrative project descriptions submitted by the 121 
Contractor during its evaluation of the proposal. 122 

 123 
The Contractor must provide narrative descriptions to highlight the similarities 124 
between their experience and this Request for Proposal.  These descriptions must 125 
include: 126 

1) The time period of the project; 127 
2) The scheduled and actual completion dates; 128 
3) Staff-months expended; 129 
4) The contractor’s responsibilities; 130 
5) For reference purposes, a customer name (including the name of a contact 131 

person, a current telephone number, a facsimile number and e-mail 132 
address); 133 
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6) Each project description shall identify whether the work was performed as 134 
the prime contractor or as a subcontractor.  If a Contractor performed as 135 
the prime contractor, the description must provide the originally scheduled 136 
completion date and budget, as well as the actual (or currently planned) 137 
completion date and actual (or currently planned) budget. 138 

 139 
Contractor and subcontractor(s) experience must be listed separately.  Narrative 140 
descriptions submitted for subcontractors must be specifically identified as 141 
subcontractor projects. 142 
 143 

B. Contractor Key Staff:  The Contractor is expected to propose sufficient staff 144 
with the requisite skills and abilities to meet all requirements in this RFP.  The 145 
Contractor must identify the personnel and provide resumes and references for the 146 
identified key staff.  If the Contractor’s methodology deems other staff as key, the 147 
Contractor must identify the positions, provide representative job descriptions, 148 
identify the personnel and provide resumes and references.  In addition, the 149 
Contractor must provide representative job descriptions for any other positions 150 
identified in the Contractor’s proposed staffing plan. 151 
 152 
The Contractor’s proposal must describe policies, plans and intentions with regard 153 
to maintaining continuity of key staff assigned to the project and avoiding and 154 
minimizing the impact of necessary staff changes. 155 
 156 
 157 

7. Implementation Plan/Timeline 158 
Provide a detailed implementation plan that includes a timeline with dates of 159 
initiation and completion.  Include all requirements, if any, for university resources 160 
that must be used for each step of the implementation.  161 

Along with the implementation plan, timeline, provide a detailed work plan.  The 162 
detailed work plan should include a complete work breakdown structure with all tasks 163 
having work forecasts, clear deliverables, and appropriate dependencies 164 
(predecessors, successors).  The plan should prove that the target dates are achievable 165 
and support is provided.  Any on-site visits required to perform the services herein 166 
must be included in the cost of the base solution.  This must include all travel, meals, 167 
lodging and expenses. 168 

 169 
8. Insurance 170 

The successful Offeror shall provide satisfactory evidence of all required insurance 171 
coverage and licenses PRIOR TO PERFORMANCE or AS PART OF TECHNICAL 172 
PROPOSAL. 173 

 174 
9. Technical Proposal  175 

Provide a technical proposal with a detailed description of how your 176 
product/service meets the requirements documented in this section as well as 177 
Section III/Scope of Work/Specifications.  Offeror’s proposed solution must 178 
describe and identify all products/services to fulfill the scope of this RFP 179 
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document which must be identified as Offeror’s “base solution”.  It is the intent of 180 
Clemson University to acquire the best base solution possible and for evaluation 181 
purposes, it is imperative that Offeror’s completely and carefully word and 182 
convey all of the information requested.  Offers should be prepared simply and 183 
economically, providing a straightforward, concise description of Offeror's 184 
capabilities to satisfy the requirements of the RFP. Emphasis should be on 185 
completeness and clarity of content.  Offeror’s must demonstrate a thorough 186 
understanding of the project purpose, scope, activities, requirements and 187 
responsibilities.  Technical Proposal responses must be complete and detailed, 188 
must address each section using identical section titles, and must follow the order 189 
and use the numbering scheme contained in the RFP Purpose and Scope of Work. 190 
Offeror’s must discuss their approach and methodology for each of the activities 191 
and deliverables in the proposal and identify key dates.   192 
 193 
Again, the base solution must describe/identify/include all products/services to 194 
fulfill the scope of this RFP document.  However, there may be additional 195 
products/services/enhancements/add-ons that have not been requested in the 196 
scope of the RFP document but will be required for Offeror’s product/service to 197 
fulfill the scope of the RFP document.  If this is the case, Offeror’s must 198 
identify/describe/include these additional products/services in their technical 199 
proposal as the “base solution”.  Any additional 200 
products/services/enhancements/add-ons Offeror requires in the base solution to 201 
fulfill the scope of the RFP must also be identified/included in the Offeror’s Cost 202 
Proposal as the cost of the “base solution”.  If your offer includes any additional 203 
enhancements and/or add-on components or services that is not required to fulfill 204 
the scope of the RFP, these products/services must be identified and described in 205 
your Technical Proposal as well as your Cost Proposal documents and labeled in 206 
each proposal as Appendix A so that Clemson University can easily and clearly 207 
identify what is included in your technical base solution and what is included in 208 
your cost base solution.  Including a separate appendix for products/services not 209 
included in the base solution will aide in our evaluation process along with 210 
providing a complete understanding of your offer contents.  Offers which include 211 
either modifications to any of the solicitation's contractual requirements or an 212 
offeror's standard terms and conditions may be deemed non-responsive and not 213 
considered for award. 214 
 215 

10. Cost Proposal  216 
The cost of the proposed products/services must be itemized by Offeror in the 217 
Technical Proposal as well as the Cost Proposal, addressing the requirements listed 218 
throughout proposal document.  Offeror’s proposed solution must describe and 219 
identify all products/services to fulfill the scope of this RFP document which must be 220 
identified as Offeror’s “base solution”.  It is the intent of Clemson University to 221 
acquire the best base solution possible and for evaluation purposes, it is imperative 222 
that Offeror’s completely and carefully word and convey all of the information 223 
requested.  For each requirement, the Offeror’s response to the item must be 224 
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presented, along with which product/service addresses the requirement.  At the end of 225 
the document in the Cost Proposal, the Offeror must present all products/services 226 
identified as necessary to fulfill the requirements of the RFP document and the cost of 227 
each must be listed separately as the “base solution”.  Again, the base solution must 228 
describe/identify/include all products/services to fulfill the scope of this RFP 229 
document.  However, there may be additional products/services/enhancements/add-230 
ons that have not been requested in the scope of the RFP document but will be 231 
required for Offeror’s product to fulfill the scope of the RFP document.  If this is the 232 
case, Offeror’s must identify/describe/include these additional products/services in 233 
their Cost Proposal as the “base solution”.  If your offer includes any additional 234 
enhancements and/or add-on components or services that is not required to fulfill the 235 
scope of the RFP, these products/services must be identified and described in your 236 
Cost Proposal and labeled as Appendix A so that Clemson University can easily and 237 
clearly identify what is included in your cost base solution.  Including a separate 238 
appendix for products not included in the base solution will aide in our evaluation 239 
process along with providing a complete understanding of your offer contents.  All 240 
costs must be included in the Cost Proposal.  Cost Proposal must be separate from the 241 
Technical Proposal as stated above in RFP Submittal section.  Do not include cost in 242 
Technical Proposal.  These should be submitted as two separate documents via 243 
.PDF attachments in the online bidding system.  Total cost to fulfill requirements 244 
specified herein must also be indicated in Bid Line Item Pricing in online 245 
bidding system.  Your separate cost proposal may go into more detail in terms of 246 
cost breakdown, options, etc…, but it must also clearly indicate the cost you enter 247 
into the online system.  This is the cost that will be used for evaluation purposes and 248 
should reflect the cost for the base technical proposal you are offering in response to 249 
this solicitation.  If there are conflicts in the costs you propose or Clemson cannot 250 
clearly determine a total cost for your proposal, your response may be deemed non-251 
responsive. 252 
 253 
Cost must be all inclusive of all to include any travel, lodging, and other expenses. 254 
 255 

 256 
 257 
                                                          258 
 259 
III. SCOPE OF WORK / SPECIFICATIONS 260 
 261 

1. PURPOSE 262 
 The intent and purpose of the Request for Proposal (RFP) is to solicit sealed proposals to 263 

establish a contract through competitive negotiations for student loan billing services for 264 
Clemson University. 265 

 266 
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2. BACKGROUND:    267 
 Founded in 1889, Clemson University is the land grant University of South Carolina. It 268 

has approximately 15,000 undergraduate and 3,800 graduate and professional students.  269 
Clemson offers approximately 80 undergraduate and 110 graduate programs.  Sixty 270 
percent of students are from South Carolina, 39 percent come from other U.S. states and 271 
territories and one percent are from other countries. 272 

 273 
 Clemson University is seeking conversion, billing, accounting, and due diligence support 274 

for its Federal Perkins funded student loans. 275 
 276 
 A summary of student loans owed as of May 31, 2011 is shown below. 277 
 278 
  TYPE  QUANTITY 279 
 280 
 Perkins In school   823 281 
  In grace/repayment     282 

• Monthly  1691 283 
• Quarterly  73 284 
• Annually  0   285 

  Paid-in-full/Closed   5677 286 
 287 
  288 

3. STATEMENT OF NEEDS:  The contractor shall furnish all labor, equipment and 289 
supplies necessary to provide the billing services as follows: 290 

 291 
 A. General 292 
 293 

1. The contractor shall state its experience in providing the services described 294 
herein, including a short resume of the personnel involved in the performance 295 
of this contract. 296 

 297 
2. The contractor shall provide a description of its services and sample of all 298 

bills, notices, and reports offered in this proposal. 299 
 300 

3. The contractor shall provide evidence of its participation with industry 301 
organizations.  Contractor shall also have on staff a government relations 302 
specialist to assist clients with regulatory questions. 303 

 304 
4. All phases of the service shall be in full compliance with regulations and 305 

guidelines established by the Department of Education.  Contractor shall 306 
comply with the Fair Debt Collection Practice Act (P.L. 95-109) and 307 
applicable federal and state regulations. 308 

 309 
5. Contractor shall perform account maintenance, billing, cash collection and 310 

reporting on a regular basis. 311 
 312 
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6. Contractor shall provide to the U.S. Department of Education the information 313 
required for the National Student Loan Data System. 314 

 315 
7. Contractor shall have the capability of accepting and interpreting electronic 316 

files provided by Clemson University.  Clemson University and the 317 
Contractor shall mutually agree on the format and the specific information to 318 
be included in each file. 319 

 320 
8. Contractor shall provide to Clemson University an independent audit report 321 

annually.  Annual audits shall be conducted in accordance with generally 322 
accepted auditing standards and applicable federal results and regulations.   323 

 324 
9. Contractor shall provide data loss prevention procedures and disaster recovery 325 

plans. 326 
 327 

10. Contractor shall identify the method(s) used to encrypt sensitive data. 328 
 329 
11. Contractor must protect web applications.  Please describe protection against 330 

OWASP top 10.  331 
 332 

12. Contract must describe documented procedures to respond to security 333 
breaches that may expose institutional data to unauthorized access or use. 334 

 335 
13. Contractor shall describe how it discovers and responds to publicly known 336 

software bugs or other security gaps that may expose institutional data to risk 337 
of unauthorized access or use.   338 

 339 
14. Contractor must periodically conduct security scanning (using Internet 340 

Security Scanner or similar industry standard systems) of hosts serving 341 
applications. Please describe methods used. 342 

 343 
 B. Billing Services 344 
 345 

1. The Contractor will provide automatic movement of an account from enrolled 346 
to a grace period status, as well as through the account’s entire life cycle. 347 

 348 
2. Contractor will provide exit interview materials/repayment schedules in a 349 

number of formats (ie, electronically, on-line or paper).  Contractor will 350 
provide the ability to produce ext interviews automatically at the customer’s 351 
desired time frame. .   352 

 353 
3. Contractor will provide optional billing cycles including annual, semiannual, 354 

quarterly, bi-monthly and monthly billings. 355 
 356 

4. Contractor will have the ability to generate consolidated statements for 357 
borrowers with multiple loans, with a complete summary of each loan and 358 
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cumulative total.  The ability to provide special messages on the statements is 359 
required.   360 
 361 

5. Contractor must have the ability to provide borrowers with coupon payment 362 
books, electronic debiting of bank account, e-bill, and regular billing 363 
statements.  Borrowers must be able to pay their bills online, mail in or pay by 364 
phone options shall be available. 365 

 366 
6. Borrowers shall be offered an option to pay their bills online via credit card, if 367 

the institution wishes to provide such as option.  368 
 369 

7. Contractor must be able to process payments of borrowers who opt to pay in 370 
advance. Borrower may elect to pay next installment in advance, with current 371 
installment, or make an additional payment to be applied to loan principal, 372 
which allows the borrower to pay less interest.  An advance payment of the 373 
next installment will cause the payment due date to be set in the future.   374 

 375 
8. Contractor shall provide regulatory or customer selected contacts (when 376 

applicable), with the borrowers during the grace period based on applicable 377 
regulations. 378 

 379 
9. Contractor shall provide toll free telephone numbers to both the school and the 380 

borrowers.  Toll free numbers are to be displayed on billing statements, due 381 
diligence notices, all other borrower correspondence and borrower web sites.   382 

 383 
10. The contractor's system shall have the ability to accept at least three (3) 384 

addresses and telephone numbers for the borrower.  The contractor shall have 385 
the ability to store reference addresses and to provide the option of exclusive 386 
billing addresses.  Reference addresses shall be readily accessible in an 387 
“address screen” and not as a comment added to a “notes or history” screen. 388 

 389 
11. All zip codes and addresses must be authenticated before mailing lists are 390 

generated.  391 
12. Contractor must process all deferment and cancellation forms in a timely 392 

manner.   393 
 394 

13. After processing, contractor shall provide on-line access to images of all 395 
deferment and cancellation forms as well as all correspondence with Clemson 396 
University borrowers.  397 

   398 
14. Contractor must send out all past due notices in compliance with Federal 399 

Regulations or program requirements. 400 
 401 

15. Contractor must be able to accommodate special payment arrangements with 402 
borrowers, including arrangements made in accordance with rehabilitation 403 
provisions. 404 
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 405 
16. Contractor must inform borrowers of the availability of the Department of 406 

Education’s Student Loan Ombudsman’s office and National Student Loan 407 
Database. 408 

 409 
17. Contractor must state performance standards for borrower services including 410 

telephone answer rates, correspondence, and forms processing. 411 
 412 

18. Contractor must state its ability to produce IRS form 1098E for borrowers that 413 
meet the requirements of the Taxpayer Relief Act of 1997.  Contractor shall 414 
provide reporting to the IRS.  415 

 416 
 417 

C. Cash Collection Services 418 
 419 

1. Contractor shall transferred daily funds received from borrowers to a bank 420 
account selected by Clemson University, using the Automated Clearinghouse 421 
(ACH).   422 

 423 
 424 

2. Contractor shall add returned check fees to the costs billed to the borrowers 425 
with corresponding charges added to Clemson University's bill for services 426 
rendered by the contractor.  Contractor's system shall allow Clemson 427 
University to increase the fee charged to borrowers to cover its own 428 
administrative expenses for obtaining payment from the borrower. 429 

 430 
3. Contractor shall have the ability to automatically prorate borrower payments 431 

across multiple programs and loan types. 432 
 433 

4. Contractor shall provide detailed information explaining its payment 434 
processing including payment application and lockbox processing. 435 

 436 
 D. On-Line Services 437 
 438 
  Contractor must provide an on-line, real-time system allowing Clemson 439 

University access to perform most transactions. The following inquiry and 440 
updating capabilities are required: 441 

 442 
1. Access by Clemson University identification number and by partial name.   443 
2. A complete history of the activity of each account in chronological order. 444 
3. A hierarchy of security. 445 
4. System availability 24 hours 7 days a week. 446 
5. Ability to transmit the following types of updates on-line: 447 

 448 
   a. New loans/loan advances 449 
   b. Separation Date Changes 450 
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   c. Name/address/social security number changes 451 
   d. Repayment schedule requests 452 
   e. General file maintenance 453 
   f. Payment posting 454 
   g. Renegotiated payment arrangements/forbearance 455 
   h.  Collection agency placements 456 
 457 

6. The system must automatically reprocess prior activity on the account when 458 
posting backdated data without any necessity for manual review or calculations to 459 
determine which data elements would need to be changed by backdated 460 
processing.  The Contractor's system shall also review all transactions on the loan 461 
to ensure that the backdated change does not adversely affect the loan in terms of 462 
its audit trail and compliance.  The contractor must be able to demonstrate on-line 463 
its ability to perform these services. 464 

 465 
7. The system must maintain the image of the loan at the time of conversion to allow 466 

transactions to be processed on activity prior to conversion. 467 
 468 

8. All reports shall be available for viewing on-line immediately following the 469 
week-end and/or month-end.  All reports must be available on-line for two years. 470 

 471 
9. The Contractor shall allow on-line access for Collection Agencies contracting 472 

with Clemson University to ensure access to the most current loan data. 473 
 474 
 475 
 E. Special Requirements 476 
 477 

1. The system shall have the capability to interface with collection agencies, i.e. 478 
advise agencies of new placements on a weekly basis and of payments 479 
received by the contractor on collection accounts.  This interface shall include 480 
reporting of agency success rates. 481 

 482 
2. Contractor shall provide Clemson University with the option to assess 483 

collection costs, late charges or penalty charges automatically or manually. 484 
 485 

3. The contractor's system shall have the ability to identify loans placed with 486 
collection agencies or internal collectors. 487 

 488 
4. Contractor shall provide to Clemson University all available records and files 489 

pertaining to student loan accounts when required by federal, state and 490 
Clemson University auditors.  These records shall be retained for five (5) 491 
years. 492 

 493 
5. Clemson University reserves the right to audit or cause to be audited the 494 

selected firm's books and accounts with Clemson University at any time 495 
during the term of this agreement and for five (5) years thereafter. 496 
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 497 
6. The contractor's system must have edits to ensure that Clemson University's 498 

federal loans are processed in compliance with federal regulations, and to 499 
protect the integrity of Clemson University's data. 500 

 501 
 502 

7. Contractor shall report accounts to a national credit bureau organization, as 503 
required by federal regulations.  Contractor must respond to credit disputes 504 
filed by the borrower.  505 

 506 
 507 
 508 
 509 
 F. Reports 510 
 511 

1. The contractor's system shall have the capability to offer the following 512 
options: 513 

 514 
   a. Consolidate the printing of loans from several loan programs in a 515 

single report, while maintaining the identity of each loan. 516 
 517 
   b. Provide the capability to view, print or download reports, using the 518 

contractor's on-line service.  519 
 520 
   c. Electronic transmission of reports or report data via secured FTP 521 

downloads. 522 
 523 
   d. Selection of the sort sequence for each report, usually numeric or 524 

alphabetical.  However, Clemson University may wish to have 525 
other sort options on some reports, such as dates or level of 526 
delinquency. 527 

 528 
   e. Selection of multiple sorts for the same report. 529 
 530 
   f. Selection of the production frequency for reports, i.e. daily, 531 

weekly, monthly, quarterly, semi-annually, or annually. 532 
 533 

g. Generating reports by group of loans assigned to each Clemson 534 
University collector, using an alphabetical range based on borrower's 535 
last name, or a numerical range based on borrower's account number. 536 

 537 
h. Provide an annual CD-Rom of month-end reports produced during the 538 

fiscal year. 539 
 540 

2. The contractor's system shall provide an inventory list of reports, which is 541 
available online. 542 



Student Loan Billing Services Rev. 1 Bid #23932532 
 

13 
 

 543 
 544 

A. Reports 545 
1) Accounting/staff must  have access to pull monthly reports 546 
2) Ability to convert PDF document to Microsoft 547 
3) New loans advances report available 24 hours 548 
4) Accounting Report, Transaction Journal and Fis-Op be emailed 549 

directly to Clemson Universities accountant 550 
5) All defaulted students account in a comprehensive report (not 551 

broken into cohort or not in cohort) 552 
6) Past due reports – shows name, account number, amount past due 553 

less deferment  554 
7) When student has 2 accounts, they shall be combined 555 
8) Paid in full reports – name, address, and account number 556 
9) Credit Balance report – shall list the last payment (US Dept of Ed 557 

(DOE), borrower, and etc.) 558 

B. Clemson University shall receive (but not be limited to) the  559 
 following types of reports: 560 

 561 
1. Required reports and desired frequency 562 

 563 
a) Accounting/Reconcilement Reports 564 

 565 
• List of transactions and adjustments processed - Monthly 566 
• Cash listing showing detail of deposits - Monthly 567 
• Reconcilement of cash and related general ledger entries - 568 

Monthly 569 
• List of general ledger entries in Debit/Credit format - 570 

Monthly 571 
• List of new loans and disbursements posted - Monthly 572 
• List of new loans and disbursements not posted - Weekly 573 

 574 
b) Program Maintenance Reports 575 

 576 
• List of all borrowers included in the current year cohort and a 577 

list of borrowers who may be included in the next cohort year - 578 
Monthly 579 

• Inventory of borrowers scheduled to graduate - Quarterly 580 
• Inventory of borrowers who are in school or in their grace period 581 

– Quarterly 582 
• Inventory of borrowers who are in repayment, with the option to 583 

include those with paid-in-full loans – Monthly 584 
• Cross-reference list with names and account numbers – Monthly 585 
• List of addresses from borrowers whose mail was returned - 586 



Student Loan Billing Services Rev. 1 Bid #23932532 
 

14 
 

Monthly 587 
• List of changed names, addresses, and telephone numbers - 588 

Monthly 589 
• List of loans paid in full, including a comment to indicate how 590 

the loan was paid (e.g. payment, cancellation, etc.), and 591 
information sufficient to audit the accounts - Monthly 592 

• List of accounts for which billing has been suspended, with an 593 
indication of the reason - Quarterly 594 

• List of loans that meet the criteria for IRS skiptracing – Monthly 595 
• List of loans for borrowers that are currently attempting to 596 

Rehabilitate their loan – Monthly 597 
 598 

 599 
c) Delinquency Reports 600 

     601 
• List of delinquent loans, categorized by number of days past 602 

due.  Clemson University will select the range of days past due 603 
for each category - Monthly 604 

 605 
• Report of borrowers with whom Clemson University has made 606 

special payment arrangements or who have received hardship 607 
deferments - Monthly 608 

 609 
• Inventory of loans assigned to the U.S. Department of 610 

Education, including monetary information necessary to 611 
reconcile to the general ledger and the federal report - Monthly 612 

 613 
d) Collection Reports 614 

 615 
• Inventory of accounts assigned to each collection agency under 616 

contract with Clemson University and to each Clemson 617 
University collector - Monthly Report shall be available 618 
on-line or electronically downloaded. 619 

 620 
• List of accounts assigned to each collection agency or Clemson 621 

University collector during the reporting period – Weekly   622 
Report shall be available on-line or electronically downloaded. 623 

 624 
• Report of payments sent to the contractor by borrowers who are 625 

assigned to a collection agency or Clemson University collector 626 
- Monthly 627 

 628 
• Report providing success rates of each collection agency used by 629 

Clemson University - Monthly 630 
 631 

e) Program Management Reports 632 
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 633 
• Fiscal Operations Report in the format needed for the Federal 634 

Perkins Loan Program, including a listing of accounts included 635 
in Part III, Section C - Semi-annually.  Optional – Monthly. 636 

 637 
• Annual Operating Report in the format needed for the Health 638 

Professions and Nursing loan programs, including a listing of 639 
accounts included in the Borrower Account Worksheet - Semi-640 
annually Optional - Monthly 641 

 642 
• Program summary report to provide Clemson University with 643 

sufficient statistical data to monitor the status of each loan 644 
program, e.g. number of loans/borrowers, total dollars loaned 645 
and due, etc. - Monthly 646 

 647 
2. Optional Reports 648 

 649 
a) Accounting/Reconcilement Reports 650 

 651 
• List of loans with disbursements in the current award year - 652 

Monthly 653 
 654 

b) Program Maintenance Reports 655 
 656 

• Cumulative list of borrowers for whom the contractor does 657 
not have any good address - Quarterly 658 

 659 
• Cumulative list of loans with a credit balance - Quarterly 660 

 661 
• List of the interest paid by borrowers during the calendar 662 

year - Annually 663 
 664 

• List of loans with small balances.  Clemson University 665 
shall have the option to set the amount. – Monthly 666 

 667 
• List of loans with deferment or cancellation processed 668 

during prior month. 669 
 670 
 671 

c) Delinquency Reports 672 
  673 

• List of borrowers who become delinquent during the 674 
reporting period, based on criteria selected by Clemson 675 
University, i.e. number of days past due.  - Weekly 676 

 677 
d) Program Management Reports 678 



Student Loan Billing Services Rev. 1 Bid #23932532 
 

16 
 

 679 
• Summary report of activity on delinquent accounts and on 680 

accounts assigned to collection agencies.  This report 681 
would provide Clemson University with a method to 682 
measure the productivity of its collectors and collection 683 
agencies.  The contractor shall propose a report format to 684 
meet this need. - Monthly 685 

 686 
3. The contractor shall list other reports that are available to 687 

Clemson University and include samples.  These reports shall 688 
include: 689 

 690 
a) Borrowers without a Good Address Report 691 
b) Loan Monitoring Report 692 
c) Loans Brought Current Report 693 
d) Invoice Detail Report 694 
e) Non-cash Activity Report 695 

 696 
C. Billing Service 697 

 698 
1) Master Promissory Notes (MPN) and Exit Counseling must be 699 

provided by the Contractor.  Must note all information sent to 700 
borrower in file 701 
 702 

2) Handle deferments, postponements, cancellations in a timely 703 
manner  704 

 705 
3) The contractor must have the ability to add collection costs to 706 

debtor accounts with the option of automatic or manual addition. 707 
 708 

4) The contractor must mail past due notices 30, 60 and 90 days. 709 
 710 

5) The contractor shall process Manifest Payoffs through US Dept of 711 
Ed 712 
 713 

6) The contractor shall process Loan Verification Certificate (LVC) 714 
from Direct Lending in working with Collection Agencies 715 
 716 

7) Screens shall be easy to read 717 
 718 
 719 

D. On-Line services 720 
 721 
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1) On-line real time access to database 722 
 723 

2) Access by Clemson University ID (CUID) or Social Security 724 
Number 725 
 726 

3) System availability 24 hours\ 727 
 728 

4) Transmit the following updates online, manually or upon request 729 
for 730 
a) New loan/loan advances 731 
b) Separations; 732 
c) Name/address changes 733 
d) Loan number, social security number/ CUID changes 734 
e) Repayment schedule requests 735 
f) General file maintenance 736 
g) Special messages 737 
h) Payment posting 738 

 739 
5) Access for online database for four employees 740 

E. Special Account Handling 741 
 742 
1) System must handle three collection agency interfaces. 743 

 744 
 G. Conversion 745 
 746 

1. Provide a detailed conversion plan and explain Clemson University's role in 747 
this process. 748 

 749 
2. The contractor shall convert the history of the account into an on-line history 750 

file. 751 
 752 
3. The conversion shall be completed within 60 days of the notice of award. 753 
 754 
4. The conversion shall include an audit of the accounts and a letter shall be sent 755 

to the borrowers to confirm the status of their account. 756 
 757 

5. Contractor shall prepare a reconciliation report at the completion of the 758 
conversion. 759 

 760 
6. Upon completion of the conversion, the Contractor shall confirm with the 761 

borrower the status of the account using the newly created records and notify 762 
them of the change in billing service. 763 
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 764 
7. Contractor shall provide initial training at Clemson University following the 765 

conversion period. 766 
 767 

8. Contractor shall revise any program needed to communicate with an existing 768 
or new enterprise system. 769 
 770 

9. The contractor shall scan all borrowers files currently held at Clemson 771 
University, and provide access once scanned. 772 

 773 
 774 
H. Training and Customer Communication 775 

 776 
1. The Contractor shall provide initial training of Clemson University employees 777 

and follow-up training of these employees as well as service call support for 778 
the department.  The Contractor must provide on-site training for Clemson 779 
University employees.   780 

 781 
2. Contractor shall perform annual on-site training visits as mutually agreed 782 

upon between the Contractor and Clemson University. 783 
 784 

3. The Contractor shall have the ability to host Web conferences for training 785 
purposes and shall provide a list of such training. 786 
 787 

4. The Contractor shall describe methods used to communicate with borrowers 788 
concerning changes to Federal Regulations. 789 
 790 

5. Provide training through conversion and once a year after conversion to stay 791 
abreast new updates to system. 792 
 793 

 I. Ancillary Services  794 
 795 

1. The Contractor shall describe their Web site including information and 796 
account details that are available to the borrower including 797 
payment, deferment, and cancellation history; loan specific information; 798 
payment options; borrower tutorials and frequently asked questions; and 799 
download forms. 800 
 801 

2. The Contractor shall describe your online exit interview service. 802 
   803 

3. Discuss any cohort assistance programs offered.  Include frequency and types 804 
of contacts and include the cost of this service in the cost proposal. 805 

 806 
4. Please describe ad hoc reporting tools that are available at no cost to the 807 

customer. 808 
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 809 
5. The contractor shall have available consultative services to insure Clemson 810 

University is taking full advantage of all services, features and products. 811 
 812 

6. Clemson University is constantly looking at ways to improve services to its 813 
borrowers. Please discuss other services your company offers.  814 

 815 
 816 
 817 
 818 
 819 

J. Billing Service 820 
 821 

1. Master Promissory Notes (MPN) and Exit Counseling must be provided 822 
by the Contractor.  Must note all information sent to borrower in file. 823 
 824 

2. Handle deferments, postponements, cancellations in a timely manner. 825 
 826 

3. The contractor must have the ability to add collection costs to debtor 827 
accounts with the option of automatic or manual addition. 828 
 829 

4. The contractor must mail past due notices 30, 60 and 90 days. 830 
 831 

5. The contractor shall process Manifest Payoffs through US Dept of Ed 832 
 833 

6. The contractor shall process Loan Verification Certificate (LVC)  834 
 835 

7. Direct Lending in working with Collection Agencies 836 
 837 

8. Screens shall be easy to read 838 
 839 

K. On-Line services 840 
 841 

1. On-line real time access to database 842 
 843 

2. Access by Clemson University ID (CUID) or Social Security Number 844 
 845 

3. System availability 24 hours 846 
 847 

4. Transmit the following updates online, manually or upon request for 848 
a) New loan/loan advances 849 
b) Separations; 850 
c) Name/address changes 851 
d) Loan number, social security number/ CUID changes 852 
e) Repayment schedule requests 853 
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f) General file maintenance 854 
g) Special messages 855 
h) Payment posting 856 

 857 
5. Access for online database for four employees 858 

L. Special Account Handling 859 
 860 

1. System must handle three collection agency interfaces. 861 

 862 
IV. TERMS AND CONDITIONS – SPECIAL 863 
 864 

EVALUATION FACTORS -- PROPOSALS (JAN 2006) 865 
Offers will be evaluated using only the factors stated below. Evaluation factors are stated in the 866 
relative order of importance, with the first factor being the most important. Once evaluation is 867 
complete, all responsive Offerors will be ranked from most advantageous to least advantageous. 868 
 869 
 870 

a. Technical Proposal: The degree, completeness, and suitability of the 871 
Offeror’s proposed technical solutions to meet or exceed the 872 
requirements of this RFP. 50%   873 

 874 
b. Offeror’s Qualifications: The Offeror’s experience, references and key 875 

staff must provide evidence of its depth and breadth of experience, and 876 
evidence of successful past performance e with projects of this similar 877 
size and scope. 20% 878 

 879 
c. Cost Proposal: The total cost of ownership for the base solution for the 880 

potential five year contract period. 20% 881 
 882 

d. Additional Services/Qualities :  10%  883 
 884 
VI. COST PROPOSAL 885 
 886 
See following page 887 

888 
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VI. COST PROPOSAL 889 
 890 

PRICE PROPOSAL: Notwithstanding any other instructions herein, you shall 891 
submit the following price information as a separate document.  Please complete 892 
this section and re-attach to online bid document. 893 
 894 
 895 
Vendor Name:__________________________   Fax #:__________________________ 896 
 897 
Contact Person:_______________________   Telephone #:____________________ 898 
 899 
Delivery Time:__________________________    900 
        901 
 902 

 
A.  Monthly Service Fee 

Monthly 
Volume by 
Loan Type 

 
Unit Price 

 
Total Price 

Enrolled 825   

Monthly Grace/Repayment 1750   

Quarterly Grace/Repayment 75   

Annual Grace/Repayment 1   

Paid in Full 5500   

Assigned to U.S. Department of Education 10   

Exit Interview Packages (complete) 50   

1st Overdue Notice 50   

2nd Overdue Notice 50   

Final Demand Notice 1   

TRA Reporting – Borrower and IRS 1300   

90-day Due Diligence Telephone Call 25   

NSLDS Reporting 3500   

Credit Bureau Reporting 1000   

Credit Bureau Disputes 10   

Banking Services: 
  Automated Clearing House Transfers 
  Daily Wire Transfers  
  Lock Box 

n/a   

Monthly fee for On Line Access  - Data and Reports 1   

TOTAL MONTHLY COST OF CONTRACT (A) $ 

Please multiply total monthly cost of contract above by 12 months to arrive at a Total 
Annual Cost of Contract for evaluation purposes.   

$ 
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 903 
B. Contractor shall also provide pricing information, if any, for the following additional 904 

services: 905 
 906 

 
B. Service 

 
Unit Price 

 
Total Price 

One time Conversion Fee 1 
 

  

One time Scanning Fee 1   
One Time On-site training fee through conversion 1   
Annual On-site training fee 1   
Due Diligence Telephone Contact 1   
History/Profile of Accounts 1   
Skip Tracing Services 1   
Reports 1   

TOTAL (B) $ 
 907 
C. Contractor shall provide attached any other charges/discounts that might occur which 908 
 have not been listed above.  Please define clearly and estimate the volume.  Any charges for 909 
 services not addressed in this pricing schedule will not be allowed in the course of the contract 910 
 unless the scope of services is expanded by Clemson University. 911 
 912 
Please combine A – C above and transfer to Total Base Solution in online bidding document as well as 913 
below for evaluation purposes. 914 
 915 
 916 
      TOTAL BASE SOLUTION  $_________ 917 
 918 
Total above for A - C will be used for evaluation purposes and considered to be the “Base 919 
Solution” costs as referenced throughout the RFP document. 920 
 921 
 922 
Itemized list of products/materials/labor/etc. with unit/total prices per line item is required as an attachment 923 
to this Cost Proposal.  Travel, meals, lodging and all expenses must be included. 924 
 925 


