Appendix R
Overview of Claims Processing Requirements/Tasks
Provided below is a high level overview of the Claims Processing Requirements/Tasks.  The selected Offeror will be responsible for processing all claims submitted to the Fund in accordance with the Pennsylvania Underground Storage Tank Indemnification Fund Claims Manual.  Offerors who meet the requirements listed in IV-3, K. Non-Disclosure Agreement -APPENDIX Q will be provided access to the claims manual in order to view any additional claims processing requirements as outlined in the claims manual. 

Tasks - Claim Services
1. The Selected Offeror will provide complete, efficient claims administration for all existing claims and all newly reported claims assigned during the term of this contract and adjust claims in accordance with applicable State and Federal laws and regulations dealing with UST financial responsibility, conflicts of interest, ethics issues, and other functions as deemed appropriate.

2. [bookmark: _GoBack]The Selected Offeror must verify that the tank owner, operator, and tank installer meets eligibility requirements as specified in the Storage Tank and Spill Prevention Act of July 6, 1989, P.L. 169, No, 32, as amended (35 P.S. 06 et. seq.) (the “Act”) and in all state regulations related to this Act. 

3. The Selected Offeror will assign new claims to an adjuster within one (1) business day of receipt of the notification of a new claim from the Fund.  The Selected Offeror shall record the date of receipt and assignment of claims. 

4. The Selected Offeror must contact the tank owner, operator and tank installer by telephone within one (1) business day after receipt of an assignment (and follow up at a later time in person if requested by the Fund).

5. The Selected Offeror must contact a third party claimant by telephone within one (1) business day after the third party claimant has been identified (and follow up at a later time in person if requested by the Fund).

6. The Selected Offeror will interview and take a recorded or signed statement covering the facts of the loss from the tank owner, operator, tank installer or other relevant parties.

7. The Selected Offeror must maintain orderly claim files with appropriate documentation of claim status, claims management efforts and strategies as well as reserves and reserve justifications. 

8. The Selected Offeror must submit timely reports outlining its recommendations concerning the claimant’s eligibility for the Fund benefits in accordance with the Act and approved the Fund regulations or policies.

9. The Selected Offeror will perform supervisory claim reviews at least annually with documented comments on action plans and file management strategy.

10. The Selected Offeror will establish and maintain reasonable diary dates and adhere to file diary commitments.

11. The Selected Offeror will investigate and pursue recoveries on potential subrogation situations on behalf of the Fund.

12. After eligibility has been determined, the Selected Offeror will evaluate a claim invoice recommending payment or denial within ten (10) business days of receipt of that invoice unless additional backup is necessary and the backup was requested within the ten (10) business day time frame.

13. The Selected Offeror will obtain, record and provide all necessary data so that the Commonwealth can meet appropriate federal Form 1099 requirements and other reporting activities to applicable payees.

14. The Selected Offeror will prepare all payment authorizations and related records with the same due diligence as if an actual check were being issued.  

15. The Selected Offeror will develop an effective written internal quality control review process to minimize errors, avoid duplicate authorizations and eliminate the need for reissuing vouchers.  

16. The Selected Offeror must obtain approval from the Fund for any payment authorization that is in excess of $25,000.  

17. The Selected Offeror will review and provide an evaluation of the effectiveness and cost of the claimant’s site remedial action plan (RAP) within forty-five (45) business days after receipt of this plan. 

18. The Selected Offeror must perform other verification tasks to be defined (e.g., maximum limits, deductibles and other criteria as outlined in Section 706 of Act 32, 35 p.s. 6021.101 et. seq.).

19. The Selected Offeror will be responsible for obtaining technical experts on a per case basis after receiving the Fund approval.  Such technical expert costs will be billed with no markup.

20. The Selected Offeror will make recommendations to the Fund regarding the necessity for expert opinion/witness review of a claim on a case-by-case basis.

21. The Selected Offeror will coordinate with the Fund, the claimant and/or claimant’s consultant, and DEP personnel on proposed cleanup plans and site remediation plans to ensure that cost effective and environmentally responsible work is contemplated and necessary.

22. The Selected Offeror will provide opinions to the Fund as to the validity and cost estimate of claimant’s remediation plan.

23. The Selected Offeror will evaluate and report to the Fund the likelihood of a third party claim and or subrogation claim.

24. The Selected Offeror will ensure that all files are adequately reserved in adherence with the Fund’s reserving policy.

25. The Selected Offeror will recommend site remediation reserves and third party reserves in accordance with insurance industry standards and practices upon receipt of a new claim and update the claim reserves on a quarterly basis (or as warranted).

26. The Selected Offeror will submit proper supporting documentation with any reserve change up or down in excess of $100,000.

27. The Selected Offeror will establish a reserve on each identified third party claim.

28. The Selected Offeror will participate in general periodic meetings, competitive bid scoring sessions, and claim review meetings with the Fund and prepare agendas and minutes of those meetings if necessary.  One meeting per month is expected.

29. The Selected Offeror will notify the Fund Claims Manager of any situation that may create liability for the Fund or a situation of a precedent setting nature.  

30. The Selected Offeror must submit a full captioned first report within thirty (30) days of the receipt of the new claim assignment covering activity to date.  A status report will follow at regular intervals based upon the complexity of the case until the file is placed on extended diary with the Fund’s approval.  The status report will include a brief summary of file activity to date, comments on reserve adequacy, activity since last report and activity contemplated for the future.

31. The Selected Offeror will provide required support and recommendations to the Fund for administrative appeal hearings held on specific claims; personnel of the Selected Offeror will serve as  witnesses as needed.

32. The Selected Offeror must attend all the Fund Board meetings and meet with the Fund staff as needed.
33. The Selected Offeror will make presentations at public meetings as needed.

34. The Selected Offeror will aid in the preparation of descriptive materials, audio-visual presentations, information pamphlets and other communication material as needed.

35. The Selected Offeror will aid in the development and distribution of claim forms and other procedural materials to ensure tank owners, operators and tank installers have knowledge of and access to the Fund.
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