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[bookmark: _Hlk85462383]REQUEST FOR 403b Retirement Services

Issued: March 23, 2026
Proposals due on or before: May 15, 2026

Inquiries and proposals should be directed to:
 Sharon Millner
Executive Director
Northwest Community Action, Inc.
312 North Main Street 
Badger, MN 56714
smillner@nwcaa.org

1. Purpose
Northwest Community Action, Inc. (NWCA) is a non-profit community action agency seeking to identify a provider that can deliver cost-effective, compliant, and user-friendly retirement solutions, along with strong participant education and administrative support.

2. Who May Respond
Vendors that can demonstrate:
· Experience providing 403(b) plans, particularly for nonprofit organizations
· Strong record of regulatory compliance
· Financial stability and reputation
· Ability to serve small-to-mid-sized employee groups (~50–100 employees)
· Transparent and competitive fee structure
3. Scope of Services
The selected vendor will be expected to provide the following services:
Plan Administration
· Full-service 403(b) plan administration
· Plan document preparation and maintenance
· Compliance with IRS and Department of Labor regulations
· Nondiscrimination testing (if applicable)
· Assistance with Form 5500 preparation

Investment Options
· Provide a broad range of investment options, including:
· Target-date funds
· Mutual funds
· Low-cost index funds
· Clear fee structures and expense ratios
· Fiduciary support and guidance

Participant Services
· Employee enrollment support (in-person and/or virtual)
· Ongoing education and financial wellness resources
· Easy-to-use online portal and mobile access
· Access to investment advice or managed account services

Employer Support
· Dedicated account manager
· Payroll integration assistance
· Regular plan reviews and performance reporting
· Compliance updates and regulatory guidance

4. 	Vendor Qualifications
Vendors should demonstrate:
· Experience providing 403(b) plans, particularly for nonprofit organizations
· Strong record of regulatory compliance
· Financial stability and reputation
· Ability to serve small-to-mid-sized employee groups (~50–100 employees)
· Transparent and competitive fee structure

5. 	Proposal Requirements
Proposals should include the following:
Company Information
· Company name, headquarters, and years in business
· Overview of services offered
· Experience with nonprofit clients

Plan Design & Services
· Description of proposed 403(b) plan structure
· Administrative services included
· Fiduciary support options 

Investment Lineup
· Sample fund lineup
· Approach to fund selection and monitoring

Fees & Compensation
· Detailed breakdown of all fees, including:
· Administrative fees
· Investment fees
· Participant fees

Technology
· Description of participant website and tools
· Payroll and HR system integration capabilities

6.	Code of Conduct
· No employee, officer or agent may participate in the selection, award or administration of a contract if he or she has a real or apparent conflict of interest.
· Vendors are subject to the non-procurement debarment and suspension regulation implementing Executive Orders 12549 and 12689, 2 CFR part 180. These regulations restrict awards, sub awards, and contracts with certain parties that are debarred, suspended, or otherwise excluded from or ineligible for participation in Federal programs or activities. 
· Vendors will be held to a code of ethical conduct, including confidentiality of staff and families that we serve.    
7.	Options
It is expected that the contract shall be a five-year contract with options for additional one-year periods. 
8. 	Evaluation Criteria
Proposals will be evaluated based on:
· Cost competitiveness and fee transparency
· Quality and breadth of investment options
· Participant experience and education offerings
· Vendor experience with nonprofit 403(b) plans
· Technology and ease of administration
· Strength of client support services

9. 	Review Process
· NWCA may, at its discretion, request meetings with any or all vendors to clarify or negotiate modifications to the contractors’ proposals.
· However, NWCA reserves the right to make an award without further discussion of the proposals submitted. Therefore, proposals should be submitted initially on the most favorable terms, from both technical and price standpoints, that the contractor can propose.
10.	Instructions on Proposal Submissions
In-Person or virtual demonstrations/proposals are welcome but must be followed by a written proposal.
Closing Submission Date: Proposals must be submitted no later than 4:00p.m. on May 15, 2026
Questions: RFP Questions should be directed to Sharon Millner smillner@nwcaa.org  218-528-3258 Ext. 117
Conditions of Proposal: All costs incurred in the preparation of a proposal responding to this RFP will be the responsibility of the contractor and will not be reimbursed by NWCA
 The proposal shall be submitted electronically by e-mail or dropped off at the office by the deadline. 
· Via email sent to Sharon Millner smillner@nwcaa.org with “403bProposal” in the subject line. 
· Or delivered to the office by 4:00p.m. on May 15, 2026 to:
	Northwest Community Action, Inc.
	312 North Main Street
	Badger, MN 56714

All proposals must be received on or before 4:00 PM on May 15, 2026. Proposals received after the due date will be rejected. 

11. 	Right to Reject: 
NWCA reserves the right to reject any and all proposals received in response to this RFP. A contract for the accepted proposal will be based on the factors described in this RFP.

12. 	Notification of Award: 
· It is expected that a decision about selection of the successful vendor will be made no later than June 18, 2026.
· Upon conclusion of final negotiations with the successful vendor, all vendors submitting proposals in response to this Request for Proposal will be informed, in writing, of the name of the successful contractor. 
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