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PART I  
 

GENERAL INFORMATION FOR PROPOSERS 
 

I-1. Purpose. This request for proposals (RFP) provides interested Proposers with sufficient information 
to enable them to prepare and submit proposals for consideration by the Pennsylvania Turnpike 
Commission (Commission) to satisfy the need for Employee Assistance Program (EAP) Services.  
 
I-2. Issuing Office. This RFP is issued for the Commission by the Human Resources Department. 
The mailing address is Post Office Box 67676, Harrisburg, PA 17106, (717) 939-9551. The contact 
person for this project is Patrick Burns, Human Resources Specialist in the Human Resources 
Department; Mr. Burns’ contact information is as follows:  
Phone number: (717) 939-9551, extension 4142 
Fax number: (717) 986-8760  
Email address: pburns@paturnpike.com 
 
I-3. Scope. This RFP contains instructions governing the proposals to be submitted and the material to 
be included therein; a description of the service to be provided; requirements which must be met to be 
eligible for consideration; general evaluation criteria; and other requirements to be met by each 
proposal.  
 
I-4. Problem Statement. Provide confidential EAP services for the Commission as defined in 
Sections IV-2 and IV-3 of this RFP. 
 
I-5. Type of Contract. It is proposed that if a contract is entered into as a result of this RFP, it will be a 
fixed fee contract for a self or fully insured program.   The Commission may in its sole discretion 
undertake negotiations with Proposers whose proposals show them to be qualified, responsible, and 
capable of performing the work.  
 
I-6. Rejection of Proposals. The Commission reserves the right to reject any and all proposals received 
as a result of this request, or to negotiate separately with competing Proposers.  
 
I-7. Subcontracting.  Any use of subcontractors by a Proposer must be identified in the proposal.  
During the contract period use of any subcontractors by the selected Proposer, which were not 
previously identified in the proposal, must be approved in advance in writing by the Commission.  
 
I-8. Incurring Costs. The Commission is not liable for any costs the Proposer incurs in preparation and 
submission of its proposal, in participating in the RFP process or in anticipation of award of contract.  
 
I.9. Questions and Answers.  Written questions may be submitted to clarify any points in the RFP 
which may not have been clearly understood.  Written questions should be submitted to the Issuing 
Office at the address indicated above or emailed to RFP-Q@paturnpike.com to be received no later than 
Friday, January 22, 2010, 12:00 Noon, local time.  All questions and written answers will be posted to 
the website as an addendum to and become part of this RFP. 
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I-10. Addenda to the RFP. If it becomes necessary to revise any part of this RFP before the proposal 
response date, addenda will be posted to the Commission’s website under the original RFP document. It 
is the responsibility of the Proposer to periodically check the website for any new information or 
addenda to the RFP.  
The Commission may revise a published advertisement. If the Commission revises a published 
advertisement less than ten days before the RFP due date, the due date will be extended to maintain the 
minimum ten-day advertisement duration if the revision alters the project scope or selection criteria. 
Firms are responsible to monitor advertisements/addenda to ensure the submitted proposal complies 
with any changes in the published advertisement.  
 
I-11. Response. To be considered, proposals must be delivered to the Pennsylvania Turnpike 
Commission’s Contracts Administration Department, Attention: Fran Furjanic, on or before 12:00 
Noon, local time, February 12, 2010. The Pennsylvania Turnpike Commission is located at 700 South 
Eisenhower Boulevard, Middletown, PA 17057 (Street address). Our mailing Address is P.O. Box 
67676, Harrisburg, PA 17106.  
 
Please note that use of U.S. Mail delivery does not guarantee delivery to this address by the above-
listed time for submission. Proposers mailing proposals should allow sufficient delivery time to ensure 
timely receipt of their proposals. If the Commission office location to which proposals are to be 
delivered is closed on the proposal response date, due to inclement weather, natural disaster, or any 
other cause, the deadline for submission shall be automatically extended until the next Commission 
business day on which the office is open. Unless the Proposers are otherwise notified by the 
Commission, the time for submission of proposals shall remain the same.  
 
I-12. Proposals. To be considered, Proposers should submit a complete response to this RFP, using the 
format provided in PART II. Each proposal should be submitted in eight (8) hard copies and two 
electronic copies contained on Compact Disc (CD) to the Contracts Administration Department. No 
other distribution of proposals will be made by the Proposer. Each proposal page should be numbered 
for ease of reference. Proposals must be signed by an official authorized to bind the Proposer to its 
provisions and include the Proposer’s Federal Identification Number. For this RFP, the proposal must 
remain valid for at least 180 days. Moreover, the contents of the proposal of the selected Proposer will 
become contractual obligations if a contract is entered into.  
 
Each and every Proposer submitting a proposal specifically waives any right to withdraw or modify it, 
except as hereinafter provided. Proposals may be withdrawn by written or telefax notice received at the 
Commission’s address for proposal delivery prior to the exact hour and date specified for proposal 
receipt. However, if the Proposer chooses to attempt to provide such written notice by telefax 
transmission, the Commission shall not be responsible or liable for errors in telefax transmission. A 
proposal may also be withdrawn in person by a Proposer or its authorized representative, provided its 
identity is made known and it signs a receipt for the proposal, but only if the withdrawal is made prior to 
the exact hour and date set for proposal receipt. A proposal may only be modified by the submission of a 
new sealed proposal or submission of a sealed modification which complies with the requirements of 
this RFP.  
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I-13. Economy of Preparation. Proposals should be prepared simply and economically, providing a 
straightforward, concise description of the Proposer’s ability to meet the requirements of the RFP.  
 
I-14. Discussions for Clarification. Proposers who submit proposals may be required to make an oral 
or written clarification of their proposals to the Issuing Office to ensure thorough mutual understanding 
and Proposer responsiveness to the solicitation requirements. The Issuing Office will initiate requests for 
clarification.  
 
I-15. Best and Final Offers. The Issuing Office reserves the right to conduct discussions with Proposers 
for the purpose of obtaining “best and final offers.” To obtain best and final offers from Proposers, the 
Issuing Office may do one or more of the following: a) enter into pre-selection negotiations; b) schedule 
oral presentations; and c) request revised proposals. The Issuing Office will limit any discussions to 
responsible Proposers whose proposals the Issuing Office has determined to be reasonably susceptible of 
being selected for award.  
 
I-16. Prime Proposer Responsibilities. The selected Proposer will be required to assume responsibility 
for all services offered in its proposal whether or not it produces them. Further, the Commission will 
consider the selected Proposer to be the sole point of contact with regard to contractual matters.  
 
I-17. Proposal Contents. Proposals will be held in confidence and will not be revealed or discussed 
with competitors, unless disclosure is required to be made (i) under the provisions of any 
Commonwealth or United States statute or regulation; or (ii) by rule or order of any court of competent 
jurisdiction. If a contract is executed, however, the successful proposal submitted in response to this 
RFP shall be subject to disclosure. All material submitted with the proposal becomes the property of the 
Pennsylvania Turnpike Commission and may be returned only at the Commission’s option. Proposals 
submitted to the Commission may be reviewed and evaluated by any person other than competing 
Proposers at the discretion of the Commission. The Commission has the right to use any or all ideas 
presented in any proposal. Selection or rejection of the proposal does not affect this right. 

In accordance with the Pennsylvania Right-to-Know Law (RTKL), 65 P.S. § 67.707 (Production of 
Certain Records), Proposers shall identify any and all portions of their Proposal that contains 
confidential proprietary information or is protected by a trade secret.  Proposals shall include a written 
statement signed by a representative of the company/firm identifying the specific portion(s) of the 
Proposal that contains the trade secret or confidential proprietary information.   

Proposers should note that “trade secrets” and “confidential proprietary information” are exempt from 
access under Section 708(b)(11) of the RTKL.  Section 102 defines both “trade secrets” and 
“confidential proprietary information” as follows:   
 

Confidential proprietary information: Commercial or financial information received by an 
agency: (1) which is privileged or confidential; and (2) the disclosure of which would cause substantial 
harm to the competitive position of the person that submitted the information. 

 
Trade secret: Information, including a formula, drawing, pattern, compilation, including a 

customer list, program, device, method, technique or process that: (1) derives independent economic 
value, actual or potential, from not being generally known to and not being readily ascertainable by 
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proper means by other persons who can obtain economic value from its disclosure or use; and (2) is the 
subject of efforts that are reasonable under the circumstances to maintain its secrecy.   The term includes 
data processing software by an agency under a licensing agreement prohibiting disclosure.   
65 P.S. §67.102 (emphasis added). 

The Office of Open Records has determined that a third party must establish a trade secret based 
upon factors established by the appellate courts, which include the following:  

the extent to which the information is known outside of his business;  
the extent to which the information is known by employees and others in the business;  
the extent of measures taken to guard the secrecy of the information;  
the value of the information to his business and to competitors;  
the amount of effort or money expended in developing the information; and  
the ease of difficulty with which the information could be properly acquired  or duplicated by 

 others.  
 

See Crum v. Bridgestone/Firestone North Amer. Tire., 907 A.2d 578, 585 (Pa. Super. 2006). 
 

The Office of Open Records also notes that with regard to “confidential proprietary information 
the standard is equally high and may only be established when the party asserting protection shows that 
the information at issue is either ‘commercial’ or ‘financial’ and is privileged or confidential, and the 
disclosure would cause substantial competitive harm.” (emphasis in original).   
 
            For more information regarding the RTKL, visit the Office of Open Records’ website at 
www.openrecords.state.pa.us. 
 
I-18. Debriefing Conferences. Proposers whose proposals are not selected will be notified of the name 
of the selected Proposer and given the opportunity to be debriefed, at the Proposer’s request. The Issuing 
Office will schedule the time and location of the debriefing. The Proposer will not be compared with 
other Proposers, other than the position of its proposal in relation to all other proposals.  
 
I-19. News Releases. News releases pertaining to this project will not be made without prior 
Commission approval, and then only in coordination with the Issuing Office.  
 
I-20. Commission Participation. Unless specifically noted in this section, Proposers must provide all 
services to complete the identified work. Human Resources will provide an administrative 
contact/liaison for oversight of billing and coordination of benefits.  
 
I-21. Cost Submittal. The cost submittal shall be placed in a separately sealed envelope within the 
sealed proposal and kept separate from the technical submittal. Failure to meet this requirement may 
result in disqualification of the proposal.  
 
I-22. Term of Contract. The term of the contract will commence on June 1, 2010 and will end three (3) 
years from that date with options for up to two (2) one-year contract extensions. The contract shall only 
become effective after it has been fully executed by the Contractor and by the Commission and all 
approvals required by Commission contracting procedures have been obtained.  
 

Page 6 of 18  

http://www.openrecords.state.pa.us/


I-23. Proposer’s Representations and Authorizations. Each Proposer by submitting its proposal 
understands, represents, and acknowledges that:  
 

a.  All information provided by, and representations made by, the Proposer in the proposal are 
material and important and will be relied upon by the Issuing Office in awarding the 
contract(s). Any misstatement, omission or misrepresentation shall be treated as fraudulent 
concealment from the Issuing Office of the true facts relating to the submission of this 
proposal. A misrepresentation shall be punishable under 18 Pa. C.S. 4904.  

 
b.  The price(s) and amount of this proposal have been arrived at independently and without 

consultation, communication or agreement with any other Proposer or potential Proposer.  
 
c.  Neither the price(s) nor the amount of the proposal, and neither the approximate price(s) nor 

the approximate amount of this proposal, have been disclosed to any other firm or person 
who is a Proposer or potential Proposer, and they will not be disclosed on or before the 
proposal submission deadline specified in the cover letter to this RFP.  

 
d.  No attempt has been made or will be made to induce any firm or person to refrain from 

submitting a proposal on this contract, or to submit a proposal higher than this proposal, or to 
submit any intentionally high or noncompetitive proposal or other form of complementary 
proposal.  

 
e.  The proposal is made in good faith and not pursuant to any agreement or discussion with, or 

inducement from, any firm or person to submit a complementary or other noncompetitive 
proposal.  

 
f.  To the best knowledge of the person signing the proposal for the Proposer, the Proposer, its 

affiliates, subsidiaries, officers, directors, and employees are not currently under 
investigation by any governmental agency and have not in the last four (4) years been 
convicted or found liable for any act prohibited by State or Federal law in any jurisdiction, 
involving conspiracy or collusion with respect to bidding or proposing on any public 
contract, except as disclosed by the Proposer in its proposal.  

 
g.  To the best of the knowledge of the person signing the proposal for the Proposer and except 

as otherwise disclosed by the Proposer in its proposal, the Proposer has no outstanding, 
delinquent obligations to the Commonwealth including, but not limited to, any state tax 
liability not being contested on appeal or other obligation of the Proposer that is owed to the 
Commonwealth.  

 
h.  The Proposer is not currently under suspension or debarment by the Commonwealth, or any 

other state, or the federal government, and if the Proposer cannot certify, then it shall submit 
along with the proposal a written explanation of why such certification cannot be made.  

 
i. The Proposer has not, under separate contract with the Issuing Office, made any 

recommendations to the Issuing Office concerning the need for the services described in the 
proposal or the specifications for the services described in the proposal.  
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j.  Each Proposer, by submitting its proposal, authorizes all Commonwealth agencies to release 

to the Commission information related to liabilities to the Commonwealth including, but not 
limited to, taxes, unemployment compensation, and workers’ compensation liabilities.  
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PART II  
 

INFORMATION REQUIRED FROM PROPOSERS  
 
Proposals must be submitted in the format, including heading descriptions, outlined below. To be 
considered, the proposal must respond to all requirements in this part of the RFP. Any other information 
thought to be relevant, but not applicable to the enumerated categories, should be provided as an 
appendix to the proposal. Each proposal shall consist of two (2) separately sealed submittals. The 
submittals are as follows: Technical Submittal, in response to Sections II-1 through II-7 and Section V 
(Questionnaire); Cost Submittal, in response to Section II-8.  
 
The Commission reserves the right to request additional information which, in the Commission’s 
opinion, is necessary to assure that the Proposer’s competence, number of qualified employees, business 
organization, and financial resources are adequate to perform according to the RFP.  
 
The Commission may make such investigations as deemed necessary to determine the ability of the 
Proposer to perform the work, and the Proposer shall furnish to the Issuing Office all such information 
and data for this purpose as requested by the Commission. The Commission reserves the right to reject 
any proposal if the evidence submitted by, or investigation of, such Proposer fails to satisfy the 
Commission that such Proposer is properly qualified to carry out the obligations of the agreement and to 
complete the work specified.  
 
II-1. Statement of the Problem. State in succinct terms your understanding of the problem presented or 
the service required by this RFP.  
 
II-2. Management Summary. Include a narrative description of the proposed effort and a list of the 
items to be delivered or services to be provided.  
 
II-3. Work Plan. Describe in narrative form your technical plan for accomplishing the work as outlined 
in Parts IV-2 and IV-3 of this RFP. Please formulate your response in detail to ensure a full 
understanding of your capabilities.  
 
II-4. Prior Experience. Include experience in administration of an Employee Assistance Program 
(EAP). Experience shown should be work done by individuals who will be assigned to this project as 
well as that of your company. Studies or projects referred to should be identified and the name of the 
customer shown, including the name, address, and telephone number of the responsible official of the 
customer, company, or agency who may be contacted.  
 
II-5. Personnel. Include the number, and names where practicable, of executive and professional 
personnel, analysts, auditors, researchers, programmers, consultants, etc., who will be engaged in the 
work. Show where these personnel will be physically located during the time they are engaged in the 
work. Include through a resume or similar document education and experience in EAP administration, 
with specific experience in administering the program in a public sector and predominantly union 
environment. Indicate the responsibilities each will have in this project and how long each has been 
with your company. Identify subcontractors you intend to use and the services they will perform.  



II-6. Training. If appropriate, indicate recommended training of Commission personnel. Include the 
personnel to be trained, the number to be trained, duration of the program, place of training, curricula, 
training materials to be used, number and frequency of sessions, and number and level of instructors.  
 
II-7. DBE/MBE/WBE Participation.    The Turnpike Commission is committed to the inclusion of 
disadvantaged, minority, and woman firms in contracting opportunities.  Responding firms shall clearly 
identify DBE/MBE/WBE firms, expected to participate in this contract, in their Proposal.  Proposed 
DBE/MBE/WBE firms must be certified by the Pennsylvania Department of General Services 
(www.dgs.state.pa.us ) or the Pennsylvania Unified Certification Program (www.paucp.com ) at the time of 
the submission of the proposal. While D/M/WBE participation is not a requirement for this RFP, inclusion 
of D/M/WBEs will be a factor in the evaluation determination.  If further information is desired 
concerning DBE/MBE/WBE participation, direct inquiries to the Pennsylvania Turnpike Commission’s 
Contract Administration Department by calling (717) 939-9551 Ext. 4241.   
 
II-8. Cost Submittal. The information requested in this section shall constitute your cost submittal. The 
Cost Submittal shall be placed in a separate sealed envelope within the sealed proposal, separate 
from the technical submittal.  
 
Proposers should not include any assumptions in their cost submittals. If the proposer includes 
assumptions in its cost submittal, the Issuing Office may reject the proposal.  
 
Proposers should direct in writing to the Issuing Office pursuant to Part I-9 of this RFP any questions 
about whether a cost or other component is included or applies.  All Proposers will then have the benefit 
of the Issuing Office’s written answer so that all proposals are submitted on the same basis. 
 
The total cost you are proposing must be broken down, but not limited to, the following components:  

a. Premium PEPM for fully insured program or fees for self insured program. 
b. Network Access  
c. Utilization Management  
d. Case Management  
e. Communication Materials  
f. Implementation  
g. Special Billing Charges  
h. Employer/Employee Online Services  
i. Standard Reporting  
j. Special Reporting  
k. Broker/Consultant  
l. Late Fees Assessments 
m. Direct Reimbursement Charges 
n. Other Services/Charges (not listed above) 
o. Combined Total Cost of Items a. through n. 

 
 
Any costs not provided in the cost proposal will be assumed as no charge to the Commission.  
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The selected Proposer shall only perform work on this contract after the Effective Date is affixed 
and the fully-executed contract sent to the selected Proposer. The Commission shall issue a written 
Notice to Proceed to the selected Proposer authorizing the work to begin on a date which is on or 
after the Effective Date. The selected Proposer shall not start the performance of any work prior 
to the date set forth in the Notice of Proceed and the Commission shall not be liable to pay the 
selected Proposer for any service or work performed or expenses incurred before the date set 
forth in the Notice to Proceed. No Commission employee has the authority to verbally direct the 
commencement of any work under this Contract.  
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PART III  
 

CRITERIA FOR SELECTION  
 

III-1. Mandatory Responsiveness Requirements. To be eligible for selection, a proposal should be (a) 
timely received from a Proposer; (b) properly signed by the Proposer; and (c) formatted such that all 
cost data is kept separate from and not included in the Technical Submittal.  
 
III-2. Proposals will be reviewed and evaluated by a committee of qualified personnel selected by the 
Commission. This committee will recommend for selection the proposal that most closely meets the 
requirements of the RFP and satisfies Commission needs. Award will only be made to a Proposer 
determined to be responsive and responsible in accordance with Commonwealth Management Directive 
215.9, Contractor Responsibility Program.  
 
III-3. The following criteria will be used in evaluating each proposal:  

 
a. Understanding the Problem. This refers to the Proposer’s understanding of the Commission 

needs that generated the RFP, of the Commission’s objectives in asking for the services or undertaking 
the study, and of the nature and scope of the work involved.  

 
b. Proposer Qualifications. This refers to the ability of the Proposer to meet the terms of the 

RFP, especially the time constraint and the quality, relevancy, and recency of studies and projects 
completed by the Proposer. This also includes the Proposer’s financial ability to undertake a project of 
this size.  

 
c. Personnel Qualifications. This refers to the competence of professional personnel who would 

be assigned to the job by the Proposer. Qualifications of professional personnel will be measured by 
experience and education, with particular reference to experience on studies/services similar to that 
described in the RFP. Particular emphasis is placed on the qualifications of the project manager.  

 
d. Soundness of Approach. Emphasis here is on the techniques for collecting and analyzing 

data, sequence and relationships of major steps, and methods for managing the service/project. Of equal 
importance is whether the technical approach is completely responsive to all written specifications and 
requirements contained in the RFP and if it appears to meet Commission objectives.  

 
e. Cost. While this area may be weighted heavily, it will not normally be the deciding factor in 

the selection process. The Commission reserves the right to select a proposal based upon all the factors 
listed above, and will not necessarily choose the firm offering the best price. The Commission will select 
the firm with the proposal that best meets its needs, at the sole discretion of the Commission.  
 
 f. DBE/MBE/WBE Participation.  This refers to the inclusion of D/M/WBE firms, as described 
in Part II-7, and the extent to which they are expected to participate in this contract.  Participation will be 

measured in terms of total dollars committed to certified D/M/WBE firms.

Page 12 of 18  



PART IV 
 

WORK STATEMENT  
 

IV-1. Objectives.  
 

a. General. The Pennsylvania Turnpike Commission (Commission) is soliciting proposals from 
qualified vendors to secure an Employee Assistance Program (EAP) for its employees.  

 
b. Specific. The Commission is soliciting competitive proposals to provide counseling services 

relating to issues such as stress, marital, medical, emotional, financial, family conflict, 
work related problems, alcohol and substance abuse, and other related topics. In addition 
the vendor will also provide Substance Abuse Professional evaluations and treatment for 
employees in accordance with the language of United States Department of Transportation  
(USDOT) regulations and the National Master Freight Agreement for individuals in safety 
sensitive functions. 

 
IV-2. Nature and Scope of the Project.  
 
Background  
The Commission is an independent agency of the Commonwealth of Pennsylvania. As a government 
agency, the Commission is not governed by the rules, regulations, or legislative requirements of 
ERISA.  

 
The PA Turnpike is a key transportation route within the state of Pennsylvania and a vital link in the 
network of the eastern United States. The Turnpike is 531 miles in length with 57 fare collection 
facilities, 21 service plazas, two traveler information centers, 21 maintenance facilities, 8 State Police 
barracks and 5 tunnels. (www.paturnpike.com)  

 
The Commission’s current EAP program offers 6 fully covered visits per calendar year for employees 
and their dependants to counseling services. 

 
In addition to EAP coverage, the Commission’s current medical insurance carrier provides for mental 
health and substance abuse specialized coverage. The attached Benefit Summary Sheet from 
Highmark PPO Blue outlines the Commission’s insurance coverage. 

 
Scope  
The contractor must provide information, evaluation, referral, quality assurance and follow-up services 
for all Commission employees and their families in areas of drug and alcohol abuse, mental health, 
interpersonal, and other related problems. 

 
   To assist the employee or family member in resolving their problems, the EAP will make available: 

confidential evaluations, referrals, case management, crisis management and follow-up. 
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IV-3. Requirements.  
 
The EAP will assist employees and their family members with access to at least a minimum of (6) 
covered visits per calendar year for employee and dependent with a licensed counselor for assessment 
and treatment of issues such as stress, marital, medical, emotional, financial, family conflict, work 
related problems, alcohol and substance abuse, and other related topics by providing access to a network 
of resources to offer consultation services.  
 
The contractor must provide professional staff coverage and office hours Monday through Friday in 
accordance with the Commission’s calendar of workdays and holidays. The contractor must provide on-
call provisions for emergency coverage and 24-hour coverage on weekends and holidays. The contractor 
will also maintain a toll-free telephone number and the necessary trained personnel to conduct initial 
assessment on a 24-hour, 365-day per year basis. 
 
The contractor must provide the deliver of on-site intervention, critical incident response, and 
consultation services including Critical Incident Stress Debriefing (CISD) and immediate referrals when 
necessary. 

 
The contractor must provide a network of evaluators to provide face-to-face evaluation and referral 
services within 48-hours of initial contact. The contractor must establish and maintain a listing of 
evaluators based on the geographic needs and scope of services for the Commission’s EAP.  

 
The contractor must provide Substance Abuse Professional (SAP) services as defined by the Department 
of Transportation-Federal Motor Carrier Safety Administration, Part 382, and Article 35, Section 3 of 
the National Master Freight Agreement (Appendix A). The SAP must meet the criteria specified in the 
USDOT regulations and be certified by the National Association of Alcoholism and Drug Abuse 
Counselors Certification Commission. 

 
The contractor must provide coordinated services and disseminate information referred as a Condition of 
Continued Employment (COCE). 

 
The contractor must maintain ongoing communications with evaluators and treatment providers to 
provide updated information and to solicit comments/feedback regarding the evaluation, referral 
treatment and follow-up services. 

 
The contractor must participate in the development of education and training programs for employees, 
supervisors and union officials. The contractor will also promote the awareness of services through the 
development of related printed materials and/or newsletters, and participate in the development of 
training and promotional materials as required. 

 
The contractor must ensure complete client confidentiality for all self referrals unless the employee has 
signed a release. The only exception to this is when benefits are requested that require prior Commission 
approval. All reports and client information are to be retained as required by Federal and State Law. 
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Commission contracts must be in accordance with the requirements of the Attorney General of the 
Commonwealth of Pennsylvania and the Commission. Contracts should be signed by both parties prior 
to the effective date of the contract. 

 
The contractor must be willing to sign the Commission’s Business Associates Agreement regarding 
compliance with the Health Insurance Portability and Accountability Act (HIPAA). A copy of this 
document is located in Appendix B. 

 
The contractor must maintain proper liability coverage, and hold the Commission harmless in any action 
resulting from services provided under this agreement. 

 
IV-4. Reports and Project Control.  

 
a. Task Plan. Indicate the activities, responsibilities (both yours and the Commission’s), timetable 

and services you will provide in implementation. Where appropriate, a PERT or GANTT 
chart display should be used to show project, task, and time relationship. Provide a list of the 
information you will need from the Commission for implementation.  

 
b. Status Report. A monthly progress report covering activities, problems, and recommendations 

regarding implementation and the transition.  
 
c. Problem Identification Report. An “as required” report, identifying problem areas. The report 

should describe the problem and its impact on the overall project and on each affected task. It 
should list possible courses of action with advantages and disadvantages of each, and include 
Proposer recommendations with supporting rationale.  

  
d. Quarterly Reports.  The vendor will be required to submit quarterly reports indicating the 

usage statistics of Commission employees. The Vendor will also provide year-end reports 
indicating total usage, open cases, closed cases and other information pertaining to EAP 
usage by the Commission. 
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PART V  
 

QUESTIONNAIRE  
 

A. Company Background  
Please include specific information regarding your company, such as:  

• Years in Employee Assistance Program (EAP) administration. 
• Number of total Groups currently contracted with your company. 
• Number of total employees your company serves.  
• Describe in detail how the credibility of the group’s experience is determined.  
• Company financial information and ratings. 
• Explain your future plans for EAP administration. 
• Provide the types of services provided by your company. 
• Explain what differentiates you from your competitor. 

  
B. Customer Service  

• Include information regarding location, days, and hours of operation. 
• Describe ability to provide dedicated toll-free phone line. 
• Describe employee experience and training requirements. 
• Describe the methods by which an employee can contact your company (telephone, email, 

Internet, etc.). 
• Provide information pertaining to the hours of availability that clinical staff is available and 

onsite for telephone consultation. Also, provide callback procedures when a clinician is not 
available. 

• Provide the hours that services would not be available to an individual for consultation.  
• Describe your provider network that you are affiliated with and can provide EAP services to a 

member. Also indicate the requirements a company needs to be a member of your network. 
• Provide a description of training programs that are available to an employer by your company, 

including information pertaining to wellness and work/life balance issues. 
• Provide your company’s Customer Satisfaction Rate. 
• Provide Performance Guarantees (Time to Answer Calls, Abandonment Rate, Customer 

Satisfaction Rate, Timeliness, Accuracy, etc.) and indicate any cost in the cost section (Part II-8).  
 
C. Procedures/Services 

• Describe the procedures to contact EAP in the event of a crisis situation or emergency.  
• Provide a description of the intake procedure for an individual beginning with the initial contact. 

Also include information pertaining to intake for an urgent or critical case. 
• Describe you company’s procedures for consultation with a supervisor/manager in regards to an 

intervention with a problem employee, particularly in instances of serious job infractions and/or 
illegal activity. 

• Provide information pertaining to Substance Abuse Professional services as defined by the 
Department of Transportation-Federal Motor Carrier Safety Administration, Part 382, and 
Article 35, Section 3 of the National Master Freight Agreement (Appendix A). 

• Provide your company’s procedures for coordinating services and disseminating information to 
employees referred to EAP as a condition of continued employment (COCE). 
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• Provide information pertaining to a situation where an employee does not attend a scheduled 
mandatory counseling session. 

• Provide your company’s procedures for the delivery of on-site crisis intervention, critical 
incident response, and consultation services including critical incident/debriefing and immediate 
referrals where necessary. 

• Describe how you will handle transition of service in the following situations: 
• An eligible member is receiving treatment on the effective date of coverage; 
• Member is receiving ongoing care requiring specialized management, such as outpatient 

mental health or substance abuse; 
• Member is transitioning from EAP services to mental health/substance abuse services 

provided under a company’s medical coverage; 
• Member is receiving treatment for any of the above conditions with a non participating 

provider (continuity of care), and  
• Member is transitioning from EAP coverage to Employer’s health insurance coverage. 

• Describe the methods by which you promote EAP services to a company and its employees.  
 

 
D. Account Management  

• Provide background, biographies and location of all individuals on Account Management Team.  
• Will one point of contact be available for the Employer for all account related services?  
• Please provide contacts for:  

• Implementation Services; 
• Daily Account (high-level) Management.  

• How do you handle “Run-out” for an employee using EAP services at the end of a contract? 
• How do you handle “Run-in” for an employee using EAP services at the beginning of a contract? 

 
 E. Implementation  

• Describe your implementation process and include a timeline of action items for both your 
company and the employer. 

• Indicate each team member’s role in the implementation process.  
• Will your staff attend onsite meetings?  

  
F. Billing  

• Confirm electronic billing is available. 
• Describe billing process. 
• Describe how bills are sent to employees and the turnaround time, as well as when late fees are 

assessed. 
 
G. Reporting  

• Explain what standard reports are available.  
• Describe online reporting capability for the employer.  
• Describe custom report capabilities and turnaround. 

 
H. Miscellaneous  

• Advise how you handle new legislative changes.  
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• Explain your audit process in detail. 
• Explain your HIPAA compliance procedures and the impact of the regulation on 

communications with the Commission. 
• Describe your cancellation policy. 
• Describe any additional resources offered.  
• Do you offer direct reimbursement for out of network claims? If so, give details. 
• Explain any processes used to coordinate services with the employee’s medical insurance. 
• Provide a geo-access report of two counseling service providers within a 10-mile radius, and two 

specialty service providers within a 10-mile radius of the zip codes listed in the attached 
employee census. 

  
I. References  

• Provide three references of current employer groups of similar size and scope. 
• Provide three references of former employer groups of similar size and scope. 

  
J. Sample Documents  

• Initial contact Log Information. 
• Employee Intake Documentation. 
• Referral Documentation.  
• Employer Recommendation Documentation. 
• Provider Network Directory   
• Contracts. 
• Employer and employee communication samples.  
• Copies of EAP promotional materials. 
• Medical release forms.  
• Most recent annual report.  
• Flow chart of your procedure for processing from initial contact from employee through closing 

of case including timeframes and responsibilities of employer.  



 
 
 
 
 

The National Master Freight Agreement  
 

Article 35, Section 3 
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TEAPTEAPTEAPTEAPTEAP
PennsylvaniaPennsylvaniaPennsylvaniaPennsylvaniaPennsylvania     TTTTTURNPIKEURNPIKEURNPIKEURNPIKEURNPIKE     Commission’Commission’Commission’Commission’Commission’sssss

EEEEEMPLOYEEMPLOYEEMPLOYEEMPLOYEEMPLOYEE     AAAAASSISTSSISTSSISTSSISTSSISTANCEANCEANCEANCEANCE P P P P PROGRAMROGRAMROGRAMROGRAMROGRAM

The Penn Foundation, Inc.

(12/01)

To speak with a TEAP
representative or set up an

appointment, call the

Penn Foundation

(Administrator of TEAP) at:

(800) 616-9248

24-HOUR
EMERGENCY

SERVICE
AVAILABLE

HoHoHoHoHow Tw Tw Tw Tw To Staro Staro Staro Staro Starttttt
HoHoHoHoHow TEAP Ww TEAP Ww TEAP Ww TEAP Ww TEAP Worororororkkkkksssss

As an employee, you and your family

may call TEAP’s toll-free number and schedule
an appointment with a counselor.  You will be
able to talk freely and in
complete privacy.

A TEAP counselor
will talk with you,
help you assess
the problem and
provide short-
term
counseling.

A supervisor may refer you to a
TEAP counselor when job performance
problems occur and personal problems seem
to be the cause.  The supervisor is informed as
to whether or not the appointment is kept.
However, the nature of  your problem is kept
confidential and may not be released without
your consent.

Seeking help will not jeopardize your
job rights or promotional opportunities.
However, an employee who uses TEAP should
not believe they are exempt from the PTC’s
standard operating practices.  This service is
designed to help employees in dealing with
difficult siutuations, not act as an alternative to
the PTC’s disciplinary procedure.



Call (800) 616-9248

Community Behavioral Healthcare Network of Pennsylvania (CBHNP) is the contracted
organization of TEAP.  The Penn Foundation, subcontracted by CBHNP, administers
the TEAP program for the Pennsylvania Turnpike Commission.

Confidentiality
The nature of  your problem, as well as the conversation between you and your

counselor is strictly confidential.  Privacy is protected by strict confidentiality laws and
regulations.  TEAP may not share any personal information with the Pennsylvania Turnpike
Commission without your written consent.

A Benefit
TEAP is a benefit provided by the Pennsylvania Turnpike Commission for use by

PTC employess and their family.  You are entitled to six (6) counseling sessions.  The
Pennsylvania Turnpike Commission covers the cost for these sessions, and encourages you
to use this confidential, professional counseling service when you need it.  Outside treatment
and other professional services may be covered by your health insurance.

Problems, even when unrelated to work, can adversely affect job performance and
career opportunities.  Left unresolved, problems can often lead to more serious situations
with a greater risk that your health or job performance will be affected.

Professional
TEAP counselors have the training and experience to assist you in dealing with your

problems.  Counselors will listen carefully, assess your situation, and help you decide what to
do next.  If  you need further assistance, the counselor will refer you to the appropriate
professional who can help.

There are times in everyone’s life
when problems occur.  Sometimes these
problems are so difficult that we need help
in dealing with them.  TEAP, the Turnpike’s
confidential Employee Assistance Program,
can help in solving these kinds of  problems.
TEAP is a professional counseling service
to help PTC employees and their familes
deal with many different kinds of  issues,
including:

Stress

Marital

Medical

Emotional

Financial

Family Conflict

Work Related Problems

Alcohol and Drug Abuse

TEAP’s counseling professionals are
there to help you.

A Counseling ServiceA Counseling ServiceA Counseling ServiceA Counseling ServiceA Counseling Service
fffffor PTor PTor PTor PTor PTC EmploC EmploC EmploC EmploC Employyyyyees andees andees andees andees and

their Ftheir Ftheir Ftheir Ftheir Familiesamiliesamiliesamiliesamilies
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Pennsylvania Turnpike Commission 
PPOBlue Benefit Summary 

 
 

PAYMENT 
LEVEL 

IN-NETWORK  
DEDUCTIBLE 

OFFICE 
VISITS 

EMERGENCY ROOM 
SERVICES 

100%/70% $0 $15/$25 COPAY $50 COPAY 
 

If you receive services in the Plan Service Area from a Network Provider or in the Highmark Managed Care Network Service Area 
from a Preferred Professional Provider, Participating Facility Provider or Contracting Supplier, you will receive the highest level of 
benefits.  If you choose to obtain medical care through another provider or a provider outside of the Plan Service Area or outside the 
Highmark Managed Care Network Service Area, you will receive the lower level of benefits. There is no need to select a Primary 
Care Physician (PCP).  No referrals are needed for specialty care.  The benefit levels are set forth below. 

   
BENEFITS IN-NETWORK OUT-OF-NETWORK 

Benefit Period  Calendar Year 
Deductible Per Benefit Period None $400 Individual 

$800 Family Aggregate 
Payment Level   
Based on Provider’s Reasonable Charge (PRC) 

100% PRC 70% PRC after deductible until 
out-of-pocket limit is met; then 

100% PRC 
Out-of-Pocket Limit 
Includes Coinsurance, certain exclusions may apply 

Not Applicable $1,500 Individual 
$3,000 Family Aggregate 

Lifetime Maximum Unlimited $1,000,000/person 
Ambulance 100% PRC 70% PRC after deductible 
Assisted Fertilization Procedures Not Covered Not Covered 
Dental Services Related to an Accidental Injury 100% PRC 70% PRC after deductible 
Diabetes Treatment 100% PRC 70% PRC after deductible 
Diagnostic Services Lab, X-ray, and Medical Tests 100% PRC 70% PRC after deductible 
Durable Medical Equipment, Orthotics and 
Prosthetics  

100% PRC 70% PRC after deductible 

Emergency Room Services  100% PRC after $50 Copay  – waived if admitted 
Enteral Formulae 100% PRC 70% PRC no deductible 

100% PRC Hearing Care Services 
$350 allowance per 36 month period 

100% PRC 70% PRC after deductible Home Health Care 
Excludes Respite Care 90 visits/benefit period 
Hospice 
Includes Respite Care 

100% PRC 70% PRC after deductible 

Hospital Expenses 
Inpatient and Outpatient 

100% PRC 70% PRC after deductible 

Infertility Counseling, Testing and Treatment  
Treatment includes coverage for the correction of a 
physical or medical problem associated with infertility.   

100% PRC 70% PRC after deductible 

Maternity Includes Dependent Daughters 100% PRC 70% PRC after deductible 
Medical Care 
Includes Inpatient Visits and Consultations 

100% PRC 70% PRC after deductible 

100% PRC 70% PRC after deductible Mental Health Inpatient  
Includes Partial Hospitalization (2 for 1 trade) 30 days/benefit period (up to 30 days for serious mental illness) 

100% PRC after $25 Copay    50% PRC after deductible Mental Health Outpatient  
30 visits/benefit period (up to 60 days for serious mental illness) 

Office Visits 
Primary Care Physician 
Specialty Care Physician 

 
100% PRC after $15 Copay  
100% PRC after $25 Copay  

 
70% PRC after deductible 
70% PRC after deductible 

Oral Surgery 100% PRC 70% PRC after deductible 
100% PRC after $25 Copay  70% PRC after deductible Physical Medicine Outpatient 

20 visits/benefit period 
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PAYMENT 
LEVEL 

IN-NETWORK  
DEDUCTIBLE 

OFFICE 
VISITS 

EMERGENCY ROOM 
SERVICES 

100%/70% $0 $15/$25 COPAY $50 COPAY 
 

BENEFITS IN-NETWORK OUT-OF-NETWORK 
Preventive Care    
Adult Preventive Care Schedule includes:   
  Routine Physical Exam 100% PRC after $15 Copay 70% PRC after deductible 
  Immunizations 100% PRC 70% PRC after deductible 
  Routine Diagnostic Screening 100% PRC 70% PRC after deductible 
  Screening, Mammography  100% PRC 70% PRC after deductible 
  Routine Gynecological Exam & Pap Test  100% PRC after $25 Copay  70% PRC no deductible/lifetime 

maximum 
Pediatric Preventive Care Schedule includes:   
  Routine Physical Exams 100% PRC after $15 Copay 70% PRC after deductible 
  Pediatric Immunizations  100% PRC 70% PRC no deductible/lifetime 

maximum 
  Routine Diagnostic Screening 100% PRC 70% PRC after deductible 

Highmark’s preventive care schedule is updated periodically based on changes in clinical practice guidelines. 
100% PRC 70% PRC after deductible Private Duty Nursing 

240 hours/benefit period 
100% PRC 70% PRC after deductible Skilled Nursing Facility Care 

100 days/benefit period 
100% PRC after $25 Copay  70% PRC after deductible Speech & Occupational Therapy 

Outpatient 12 visits/benefit period per type of therapy 
100% PRC after $25 Copay  70% PRC after deductible Spinal Manipulations 

20 visits/benefit period 
100% PRC 70% PRC after deductible Substance Abuse Detoxification 

7 days/admission; 4 admissions/lifetime 
100% PRC 70% PRC after deductible Substance Abuse Inpatient Rehabilitation 

Includes Partial Hospitalization (2 for 1 trade)  30 days/benefit period; 90 days/lifetime 
100% PRC after $25 Copay  70% PRC after deductible Substance Abuse Outpatient 

60 visits/benefit period; 120 visits/lifetime 
Surgical Expenses 
Includes Assistant Surgery, Anesthesia, Sterilization 
and Reversal Procedures, Excludes Neonatal 
Circumcision 

100% PRC 70% PRC after deductible 

Therapy and Rehabilitation Services 
Chemotherapy, Radiation Therapy, Dialysis, Infusion 
Therapy, Respiratory Therapy 

100% PRC 70% PRC after deductible 

Transplant Services 100% PRC 70% PRC after deductible 
Precertification Requirements for Inpatient 
Admissions No Penalty for Non-compliance. If 
Highmark Blue Shield is not contacted prior to a non-
emergency out-of-network inpatient admission and it is 
later determined that all or part of the inpatient stay 
was not medically necessary or appropriate, the 
member will be responsible for any costs not covered.     

Performed by Network Provider Performed by Member 

Condition Management Case Management, Blues on Call, and Disease State Management 
The Plan Service Area includes all counties in Pennsylvania.  To obtain services at the maximum benefit level within the 29 western Pennsylvania 
counties, providers within the Highmark Managed Care Network must be used.  To find a provider with the Highmark Managed Care Network, 
call the member services number on the back of your identification card.    
 State mandated benefits (30 inpatient days and 60 outpatient visits annually) may apply for serious diagnosis.  Serious diagnosis includes 
schizophrenia, schizoaffective disorder, major depressive disorder, bipolar disorder, obsessive-compulsive disorder, panic disorder, anorexia 
nervosa, bulimia nervosa and delusional disorder. 

 
200301/Customized 
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PENNSYLVANIA TURNPIKE COMMISSION 
BUSINESS ASSOCIATE AMENDMENT 

 
 

Health Insurance Portability and Accountability Act (HIPAA) Compliance 
 

 
 This Amendment made this _____ day of ______________________, 200_, between the 
Pennsylvania Turnpike Commission and _____________________________, contains 
additions to the terms and conditions of the Agreement dated ______________________ 
between the parties hereto. 
 

WHEREAS, the Pennsylvania Turnpike Commission (hereinafter the “Covered 
Entity”) will make available and/or transfer to _____________________________________ 
(hereinafter the “Business Associate”) certain Protected Health Information (PHI), in 
conjunction with goods or services that are being provided by Business Associate to or on behalf 
of the Pennsylvania Turnpike Commission, that is confidential and must be afforded special 
treatment and protection in accordance with the Health Insurance Portability and Accountability 
Act (“HIPAA”) Privacy Regulations at 45 CFR Part 160-164. 
 
 WHEREAS, Business Associate will have access to and/or receive from Covered Entity, 
PHI that can be used or disclosed only in accordance with this Amendment and the HIPAA 
Privacy Regulations at 45 CFR Part 160-164. 
 
 NOW, THEREFORE, Covered Entity and Business Associate agree as follows: 
 
 1. Definitions. 
 

a. “Business Associate” shall have the meaning given to such term under the 
HIPAA Regulations, including but not limited to, 45 CFR § 160.103. 

b. “Covered Entity” shall have the meaning given to such term under HIPAA 
and the HIPAA Privacy Regulations, including, but not limited to, 45 CFR 
§ 160.103. 

c. “Protected Health Information” or “PHI” means any information, whether 
oral or recorded in any form or medium; (i) that relates to the past, present 
or future physical or mental condition of an individual; the provision of 
healthcare to an individual; or the past, present or future payment for the 
provision of healthcare to an individual, and (ii) that identifies the 
individual or with respect to which there is a reasonable basis to believe 
the information can be used to identify the individual, and shall have the 
meaning given to such term under HIPAA and the HIPAA Privacy 
Regulations, including, but not limited to 45 CFR § 164.501. 

d. In accordance with 45 CFR Part 160-164, the Pennsylvania Turnpike 
Commission is the Covered Entity and _______________ is the Business 
Associate. 



e. Terms used, but not otherwise defined in this Agreement shall have the 
same meaning as those terms in 45 CFR Parts 160-164. 

 
2. Limits on Use and Disclosure Established by Terms of Amendment.  Business 

Associate hereby agrees that it shall be prohibited from using or disclosing the 
PHI provided or made available by Covered Entity for any purpose other than as 
expressly permitted or required by this Amendment, in accordance with 45 CFR § 
164.504(e)(2)(i). 

 
3. Stated Purposes for which Business Associate May use or Disclose PHI.  The 

Parties hereby agree that Business Associate shall be permitted to use and/or 
disclose PHI provided or made available from Covered Entity for the following 
stated purposes:  __________________________________________________. 

 
4. Additional Purposes for which Business Associate May use or Disclose 

Information.  In addition to the stated purposes, Business Associate may use or 
disclose PHI provided or made available from Covered Entity for the following 
additional purpose(s): 

 
a. Use of Information for Management, Administration and Legal 

Responsibilities.  Business Associate is permitted to use PHI if necessary 
for the proper management and administration of Business Associate or to 
carry out legal responsibilities of the Business Associate.  45 CFR § 
164.504(e)(4)(ii). 

 
b. Disclosure of Information for Management, Administration and Legal 

Responsibilities.  Business Associated is permitted to disclose PHI 
received from Covered Entity for the proper management and 
administration of Business Associate or to carry out legal responsibilities 
of Business Associated, provided that: 

 
 i) The disclosure is required by law; or 

ii) The Business Associate obtains reasonable assurances in writing 
from the person to whom the information is disclosed that it will be 
held confidentially and used or further disclosed only as required 
by law or for the purposes for which it was disclosed to the person, 
the person will use appropriate safeguards to prevent use or 
disclosure of the information, and the person immediately notifies 
the Business Associate of any instance of which it is aware in 
which the confidentiality of the information has been breached.  45 
CFR § 164.504(e)(4)(ii). 

 
c. Data Aggregation Services.  Business Associate is also permitted to use 

or disclose PHI to provide data aggregation services, as that term is 
defined by 45 CFR § 164.501, relating to healthcare operations of Covered 
Entity.  45 CFR § 164.504(e)(2)(i)(B). 
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 5. BUSINESS ASSOCIATE OBLIGATIONS: 
 

a. Limits on Use and Further Disclosure Established by Amendment and 
Law.  Business Associate hereby agrees that the PHI provided or made 
available by Covered Entity shall not be further used or disclosed other 
than as permitted or required by the Amendment or as required by law.  45 
CFR § 165.404(e)(2)(ii)(A). 

 
b. Appropriate Safeguards.  Business Associate will establish and maintain 

appropriate safeguards to prevent any use or disclosure of PHI other than 
as provided for by this Amendment.  45 CFR § 164.504(e)(2)(ii)(B). 

 
c. Reports of Improper Use or Disclosure.  Business Associate hereby 

agrees that it shall report to Judy K. Treaster, Manager, Compensation and 
Benefits in Covered Entity’s Human Resources Department, within two 
(2) days of discovery of any use or disclosure of PHI not provided for or 
allowed by this Amendment.  45 CFR § 164.504(e)(2)(ii)(C). 

 
d. Subcontractors and Agents.  Business Associate hereby agrees that 

anytime PHI is provided or made available to any subcontractors or 
agents, Business Associate shall provide only the minimum necessary PHI 
for the purpose of the covered transaction and must enter into a 
subcontract or contract with the subcontractor or agent that contains the 
same terms, conditions and restrictions on the use and disclosure of PHI as 
contained in this Amendment.  45 CFR § 164.504(e)(2)(ii)(D). 

 
e. Right of Access to PHI.  Business Associate hereby agrees to make 

available to an individual who is the subject of the PHI the right to access 
and copy that individual’s PHI, at the request of the individual or of the 
Covered Entity, in the time and manner designated by the Covered Entity.  
This right of access shall conform with and meet all the requirements of 
45 CFR § 164.524 and 45 CFR § 164.504(e)(2)(ii)(E). 

 
f. Amendment and Incorporation of Amendments.  Business agent agrees 

to make any amendments to PHI that have been agreed to by the Covered 
Entity, at the request of Covered Entity or of the individual in the time and 
manner designated by Covered Entity, in accordance with 45 CFR 
164.526 and 45 CFR § 164.504(e)(2)(ii)(F). 

 
g. Provide Accounting.  Business Associate agrees to document and make 

available to Covered Entity or to the individual any information necessary 
to provide an accounting of disclosures in accordance with 45 CFR § 
164.528 and 45 CFR § 164.504(e)(2)(ii)(G), within 30 days of receipt of a 
request for an accounting, in the manner designated by the Covered Entity. 
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h. Access to Books and Records.  Business Associate hereby agrees to 
make its internal practices, books and records relating to the use or 
disclosure of PHI received from, or created or received by Business 
Associate on behalf of the Covered Entity, available to the Secretary of 
Health and Human Services or designee for purposes of determining 
compliance with the HIPAA Privacy Regulations.  45 CFR § 
164.504(e)(2)(ii)(H). 

 
i. Return or Destruction of PHI.  At termination of this Amendment, 

Business Associate hereby agrees to return or destroy all PHI received 
from or created or received by Business Associate on behalf of Covered 
Entity.  Business Associate agrees not to retain any copies of the PHI after 
termination of this Amendment.  If return or destruction of the PHI is not 
feasible, business Agent agrees to such time as the PHI may be returned or 
destroyed.  If Business Associate elects to destroy the PHI, it shall certify 
to Covered Entity that the PHI has been destroyed.  45 CFR § 
164.504(e)(2)(ii)(I). 

 
j. Mitigation Procedures.  Business Associate agrees to establish and to 

provide to the Pennsylvania Turnpike Commission upon request, 
procedures for mitigating to the maximum extent practicable, any harmful 
effect from the use or disclosure of PHI in a manner contrary to this 
Amendment or the HIPAA Privacy Regulations.  45 CFR § 164.530(f).  
Business Associate further agrees to mitigate any harmful effect that is 
known to Business Associate of a use or disclosure of PHI by Business 
Associate in violation of this Amendment. 

 
k. Sanction Procedures.  Business Associate agrees that it must develop and 

implement a system of sanctions for any employee, subcontractor or agent 
who violates this Amendment or the HIPAA Privacy Regulations.  45 
CFR § 164.530(e)(1). 

 
l. Grounds for Breach.  Any noncompliance by Business Associate with 

this Amendment or the HIPAA Privacy Regulations will automatically be 
considered to be grounds for breach pursuant to the underlying agreement, 
if Business Associate knew or reasonably should have known of such 
noncompliance and failed to immediately take responsible steps to cure 
the noncompliance. 

 
m. Termination by  Covered Entity.  Notwithstanding the termination 

language in the underlying contract, Business Associate authorizes 
termination of the underlying contract by the  Covered Entity if the 
Covered Entity determines, in its sole discretion, that the Business 
Associate has violated a material term of this Amendment. 
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n. Privacy Practices.  The  Covered Entity shall provide and Business 
Associate shall immediately begin using any form, including but not 
limited to, used for Consent, Notice of Privacy Practices, Accounting for 
Disclosures or Authorization, designated as effective by the Covered 
Entity at any given time.  The Covered Entity retains the right to change 
the applicable privacy practices and documents.  The Business Associate 
must implement changes as soon as practicable, but not later than 45 days 
from the date of notice of the change. 

 
 6. OBLIGATIONS OF COVERED ENTITY: 
 

a. Provision of Notice of Privacy Practices.  Covered Entity shall provide 
Business Associate with the notice of privacy practices that the Covered 
Entity produces in accordance with 45 CFR § 164.520, as well as changes 
to such notice. 

 
b. Permissions.  Covered Entity shall provide Business Associate with any 

changes in, or revocation of, permission by individual to use or disclose 
PHI, if such change affects Business Associate’s permitted or required 
uses and disclosures. 

 
c. Restrictions.  Covered Entity shall notify Business Associate of any 

restriction to the use or disclosure of PHI that the Covered Entity has 
agreed to in accordance with 45 CFR § 164.522. 

 
  IN WITNESS WHEREOF, the Pennsylvania Turnpike Commission and 
[___________________] have executed this Agreement by their duly authorized officers and 
affixed their respective official and corporate seals on the date written above. 

 
 
 
ATTEST:     PENNSYLVANIA TURNPIKE COMMISSION 
 
 
________________________ _______  _________________________ ____________ 
Ann Louise Edmunds   Date   Allen D. Biehler, P.E.   Date 
Assistant Secretary-Treasurer     Chairman 
 
 
APPROVED AS TO FORM AND LEGALITY: 
 
 
__________________________ ___________  _________________________ ___________ 
Albert C. Peters II   Date   Robert A. Mulle   Date 
General Litigation and Contracts Counsel   Chief Deputy Attorney General 
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ATTEST:     [________________________________] 
 
 
Signature:__________________ ________ Signature:_____________________  __________ 
     Date        Date 
 
Name:__________________________  Name:_____________________________ 
 
Title:___________________________  Title:______________________________ 
 
Federal Tax ID No.  ______________ 
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Addendum No. 1  

RFP #10-10380-2357 

EMPLOYEE ASSISTANCE PROGRAM SERVICES 
 
 
Prospective Respondents: You are hereby notified of the following 
information in regard to the referenced project: 
 
 
Revision 
 
Please make note of the change in the proposal Due Date as follows: 
 
Part I-11. Response. To be considered, proposals must be delivered to the Pennsylvania 
Turnpike Commission’s Contracts Administration Department, Attention: Fran Furjanic, on or 
before 12:00 Noon, local time, February 17, 2010. 
 
Corrections 
 
The following paragraphs should read as follows: 
 
Part IV-3. Requirements (second paragraph)  

 
“The contractor must be willing to sign the Commission’s Business Associates Agreement 
regarding compliance with the Health Insurance Portability and Accountability Act (HIPAA). A 
copy of this document is located in Appendix D.” 
 

 
Part V Questionnaire, F. Billing (third bullet) 
 
“Describe how bills would be sent to the Commission, including turnaround time, as well as 
when late fees would be assessed”. 
 
 
 
QUESTIONS AND ANSWERS 
 
Following are the answers to questions submitted in response to the above referenced RFP as of 
January 22, 2010.  All of the questions have been listed verbatim, as received by the 
Pennsylvania Turnpike Commission. 
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1. What has been the average TEAP membership for the last 3 years? 
 
  Program membership for the prior three years is as follows: 
        2009 5,262 employees/dependents 
        2008 5,501 employees/dependents 
      2007 5,424 employees/dependents 
 
2. For how long have Penn Associates administered the TEAP program? If less than 3 years, 

please provide the name of any other applicable vendor. 
 
 The Penn Foundation (through Community Behavioral Healthcare Network of 

Pennsylvania) has been the provider for EAP services for the Commission since 1996. 
 
3. What are the TEAP PEPM rates for the past 3 years? 
 
 The Commission will not be providing this information. 
 
4. If any usage reports prior to 2009 are available, please provide as well. 
 
 The EAP utilization statistics for 2008 and 2007 are available upon request to the 

Issuing Office. 
 
5. What is the total number of on site support services received in each of the last three  years, 

including critical incident and training?  
 
 In the past three years, there has been one on-site support service. 
 
6. What are the training requirements per year? 
 
 There are no set training requirements. However, the Commission is willing to review 

any service that a prospective vendor wishes to provide. Please include any and all 
services you provide in your proposal. Financial counseling is included in our current 
package. 

 
7. We note there is no specific mention of work/life services in the RFP, but the usage report 

mentions legal and financial issues. Please elaborate on what work/life services (if any) you 
would like us to propose. 

 
 The Commission is willing to review any service that a prospective vendor wishes to 

provide. Please include any and all services you provide in your proposal. 
 
8. What are your communication requirements for EAP distribution (frequency and manner)?  

Is customization a requirement? 
 
 At a minimum, we would like the EAP service to be advertised through wallet cards 

and brochures. 
 As for customization, the Commission would like materials to be customized to at least 

include the Pennsylvania Turnpike Commission logo and to be referred to as the 
“Turnpike Employee Assistance Program (TEAP)”. 
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9. What needs have not been met by the current carrier?  
 
 None. 
 
10. Are you just looking for another EAP carrier to replace who you currently have?  
 
 All proposals will be considered. 
 
11. Are you having issues? Can we know what those issues are? 
 
 The Commission is not experiencing any issues with our current vendor. 
 
12. How many employees will be covered under the EAP services? 
 
 There are currently 2,160 individuals employed by the Commission.  
 
13. Which other EAPs have you invited to participate? 
 
 The RFP is posted on the Commission’s website for any interested EAP to participate. 
 
14. Statistical [utilization] reports.  To achieve a more balanced understanding of program use, 

could we be provided with the statistical report for the calendar year 2008?  
 
 The EAP utilization statistics for 2008 are available upon request to the Issuing Office. 
 
15. SAP [Substance Abuse Professional] referrals.  This is an important service of the EAP; only 

1 case ["Tested Positive on Drug Screen," page 4] appears on the report.  Was this the only 
"SAP" case in 2009?  

 
 Yes. 
 
16. How long has the current vendor been providing the EAP?  
 
 The current vendor has been providing EAP services to the Commission since 1996. 
 
17. What per capita fees were paid the current vendor in 2009 and 2008?  
 
 The Commission will not be providing this information. 
 
18. Were other reimbursements than the per capita made in 2009 and 2008?  If so, for what 

services and in what amounts? 
 
 The Commission will not be providing this information. 
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19. Is the current 6-session model the maximum allowed visits per year, or is the program 6-
sessions per presenting problem?  

 
 The 6-session model is the amount of visits per year. However, we would be willing to 

review proposals that contain the 6-session per event model. 
 
 
20. Had the current EAP vendor not performed a specific customer request adequately in 2009?  
 
 No. 
 
21. If you were to improve upon the current EAP program, what adjustments would you 

make/implement?  
 
 The Commission is willing to review any service that a prospective vendor wishes to 

provide. Please include any and all services you provide in your proposal. 
 
22. How many SAP cases were there in 2009 and does the Turnpike Commission pay the SAP 

provider or does it require the employee to share in that cost?  
 
 There was one SAP case in 2009. The cost for the service is included as part of the 

EAP’s program. 
 
23. How many employees will be covered under this EAP program?  How many of these 

employees are union? 
 
 There are currently 2,160 individuals employed by the Commission. Of that number, 

1,709 employees are union members, and 451 employees are management employees.  
 
24. What has your utilization of counseling services been for the past 3 years? 
 
 The EAP utilization statistics for 2009, 2008 and 2007 are available upon request to the 

Issuing Office. 
 
25. How many Critical Incident Stress Debriefings have been provided each year for the past 3 

years? 
 
 In the past three years, there has been one on-site support service. 
 
26. How many hours of onsite training have been provided each year for the past 3 years? 
 
 None.  
 
27. Do you have required employee training?  If so what type of training is required? 
 
 No. However, the Commission is willing to review any service that a prospective vendor 

wishes to provide. Please include any and all services you provide in your proposal. 
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28. Your current EAP program is a six session model.  Does an employee have up to six sessions 
annually or up to six sessions per concern?  If per concern, can they come to the EAP for as 
many different concerns as they many have in a year? 

 
 The 6-session model is the amount of visits per year. However, we would be willing to 

review proposals that contain the 6-session per event model. 
 
29. How many DOT drivers are employed by the Turnpike Commission? 
 
 There are approximately 600 employees under DOT regulations. 
 
30. How are SAP evaluations and treatment handled through your current EAP provider?  Are 

they handled internally or by an outside vendor? 
 
 SAP evaluations are in compliance with DOT regulations and handled through our 

EAP provider. 
 
31. How is SAP billing handled?  Who is responsible for paying for SAP services….the 

Turnpike Commission or the employee? 
 
 The Commission does not handle the billing. SAP services are included as part of the 

EAP’s program and paid for by our current EAP.  
 
32. Do you accept any SAP qualified as defined by 49 CFR Part 40 subpart O Substance Abuse 

Professional and Return to Duty Process or only by the National Association of Alcoholism 
and Drug Abuse Counselors Certification Commission?  

 
 We will accept any Substance Abuse Professional who meets the qualifications set forth 

by 49 CFR Part 40 subpart O of the U.S. Department of Transportation regulations. 
 
33. How many SAP cases have you had each year for the past 3 years. 
 
 There was one SAP case in 2007 and one SAP case in 2009. There were none in 2008. 
 
34. Please define the audit process noted on page 18. 
 
 We are asking you to define your organization’s internal auditing process. 
 
35. Are you going out to bid because you are disatisfied with your current vendor or due to 

regulations? 
  
 The Commission is satisfied with its current vendor.  
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36. Are you satisfied with your current vendor Penn Foundation in regard to: 
• Availability of your Account Manager? 
• Availability of and timeliness of utilization and ad hoc reports? 
• Level of utilization? 
• Level of service in regard to Job Performance Referrals? 
• Level of service in regard to Management Consultations? 
• Availability of Promotional materials, live orientations for employees to the EAP, and live 

supervisor/manager training on EAP services and Job Performance Referrals? 
• DOT Substance Abuse Professional evaluations and return to safety sensitive duties? 
 
 The Commission is satisfied with its current vendor.  
 
37. What is your current pricing? 
  
 The Commission will not be providing this information. 
 
38. How will your MH/SA health insurance benefits change in light of the Mental Health Parity 

and Addiction Equity Act of 2008? 
 
 The Commission will not be providing this information. 
 
39. What is currently included in your EAP services?  
 Counseling?  
 
 Yes. 
 Work-Life consultation?  
 No. 
 Legal-Financial counseling?  
 Legal, no. Financial, yes. 
 Onsite services including training and CISD?  
 Yes. 
 Online resources?  
 No. 
 Management consultation? 
 Yes. 
 
40. Can you confirm an employee count of 2160? How many of those employees are DOT 

regulated CDL licensed drivers?  
 
 There are currently 2,160 individuals employed by the Commission. There are 

approximately 600 employees under DOT regulations. 
 
41. How many positive drug screens did your organization have in the last two years? Of those, 

how many were DOT regulated employees needing SAP evaluation & follow up? 
 
 There was one positive test in 2009. The individual was not in a DOT regulated position. 
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42. Why are you looking to change EAP providers? Is there any type of service you are not 
currently receiving that you would be interested in learning about? 

 
 The Commission routinely submits RFPs for service providers. We are  willing to 

review any service that a prospective vendor wishes to provide. Please include any and 
all services you provide in your proposal. 

 
43. How much do you currently pay for EAP services? Is there a budgeted amount for the year in 

which we are expected to bid? 
 
 The Commission will not be providing this information. 
 
44. What other EAPs have been invited to the EAP bidding process? 
 
 The Commission will not be providing this information. 
 
45. Do the DBE/MBE/WBE firms requested in the proposal have to be in the state of 

Pennsylvania or can they be located in the state in which our organization is headquartered? 
 
 As stated in Part II-7 of the RFP: “Proposed DBE/MBE/WBE firms must be certified 

by the Pennsylvania Department of General Services (www.dgs.state.pa.us ) or the 
Pennsylvania Unified Certification Program (www.paucp.com ) at the time of the 
submission of the proposal.”   

 
46. Are you interested in any additional services beyond EAP Counseling? These include work-

life services, wellness, leadership development, etc. 
 
 The Commission is willing to review any service that a prospective vendor wishes to 

provide. Please include any and all services you provide in your proposal. 
 
47. Under the questionnaire, part D “Account Management.” Please define “run-in” and “run-

out.” Is this for transitioning clinical cases within the EAP from previous EAP to new EAP? 
 
 Run-out refers to services related to the conclusion of a contract. Run-in in refers to 

services related to the beginning of a new contract. 
 
48. Who is your current EAP provider? And what is the current rate? 
 
 The Penn Foundation (through Community Behavioral Healthcare Network of 

Pennsylvania) is the current provider. We will not be providing rate information. 
 
49. Are you seeking DOT SAP evaluations to be included in the price?   
  
 They are currently included in cost. However, if SAP evaluations are separated from 

the cost the Commission will still consider the proposal.  Please include a cost for SAP 
evaluations separately if they are not part of the package price. 
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50. What is the average DOT SAP evaluations that have been conducted per year? 
 
 In the past 4 years, the average number of CDL drivers who have been referred to SAP 

services is one per year. 
 
51. Are you satisfied with your current EAP Provider? Why are you seeking a new EAP 

provider? 
 
 The Commission is satisfied with its current vendor.  
 
52. Is communication regarding the status of the decision process allowed after the RFP has been 

submitted? 
 
 Please refer to Part I-18 of the RFP for information. 
 
53. In the scope it is stated “The EAP will assist employees and their family members with 

access to at least a minimum of (6) covered visits per calendar year for employee and 
dependent with a licensed counselor for assessment and treatment of issues such as stress, 
marital, medical, emotional, financial, family conflict, work related problems, alcohol and 
substance abuse, and other related topics by providing access to a network of resources to 
offer consultation services.”  Typically, and EAP is a short-term counseling model and will 
refer if beyond short-term.  If a minimum of 6 sessions is required, it appears to be longer 
term.  We typically, would provide up to 6 sessions per issue per year.  For example, the 
person could come for marital issues and be resolved in 4 sessions, then come back in for 
stress and need 6 sessions, and their spouse may come in for D&A and have 1 assessment 
session and be referred through insurance.  Is this keeping with your expectations?  If not, 
please clarify. 

 
 The 6-session model is the amount of visits per member per year. There is no minimum 

requirement for usage. The 6 visit requirement is what the Commission wants to 
provide to each member per calendar year and can be used for different issues. 

 
54. Is the Pennsylvania Turnpike Commission seeking CISD to be covered in the PEPM price or 

at an additional cost?   
 
 Critical Incident Stress Debriefing (CISD) services are to be included in the cost. 
 
55. What is the average CISD rate have you experienced on average per year. 
 
 In the past three years, there has been one CISD. 
 
56. Are you seeking additional training other than the orientations and supervisory trainings? 
  
 The Commission is willing to review any service that a prospective vendor wishes to 

provide. Please include any and all services you provide in your proposal. 
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57. We offer a comprehensive EAP and some products are not included, are you seeking quotes 
for additional coverage such as legal and financial consultation? 

 
 The Commission is willing to review any service that a prospective vendor wishes to 

provide. Please include any and all services you provide in your proposal. 
 
58. Will there be an interview process?  When will notification be made? 
 
 Please refer to Parts I-14 and I-15 of the RFP. 
 
59. Would it be possible for us to obtain an average number of CDL drivers who are referred to 

SAP services for the past 4-5 years? We would appreciate this information in order to 
determine an appropriate rate for the SAP services in the EAP proposal. 

 
 In the past 4 years, the average number of CDL drivers who have been referred to SAP 

services is one per year. 
 
60. Section V-J requests copies of sample documents.  Would you like one set of sample 

documents with each hard copy? Or will one set of sample documents suffice? 
 
 We require a set of documents for each copy. 
 
61. Do you require that all sample documents are digitized and included on the CDs for the 

electronic submittals? 
 
 Yes. 

 
62. Please clarify as to whether you would like an EAP that covers 6 sessions per person who is 

attending counseling, or if it is limited to 6 sessions per employee/family.  For example, 
would a family of four be entitled to 24 sessions, or 6? If a husband and wife come for 
separate issues, would they be eligible for 6 each, or would they need to split the 6? 

 
 The 6-session model is the amount of visits per member per year. A family of four 

would be entitled to 24 sessions. 
 
63. Is it 6 visits per year for employees and eligible dependents or 6 visits per problem for 

employees and eligible dependents 
 
 The 6-session model is the amount of visits per member per year. The sessions can be 

for different problems during the year. 
 
64. What is the total number of DOT/SAP referrals for each of the last three years? Is the number 

for 2009 currently captured in the 62 cases for 1/1/09-12/31/09? 
 
 In the past three years, there was one DOT SAP evaluation, and one non-DOT SAP 

evaluation. The 2009 referral was included in the statistical analysis. 
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65. Is there an additional the cost for the DOT/SAP referral? If yes, what is that cost? 
 
 No additional cost. It is included in the price our EAP program. We are not providing 

our current cost information. 
 
66.  How many critical incidents were there for each of the last three years? 
 
 In the past three years, there has been one CISD. 
 
67. How many trainings and seminars were done for each of the last three years? 
  
 None. 
 
68. What was the clinical utilization for 2008 and 2007? 
 
 The EAP utilization statistics for 2008 and 2007 are available upon request to the 

Issuing Office. 
 
 
69. What is the PEPM cost for the EAP? 
 
 The Commission will not be providing this information. 
 
70. Does the PEPM cost of the EAP include trainings and critical incident hours? If so how many 

per year? Are they bundled together or separate? 
 
 Yes, they are bundled together. CISD’s are provided to the Commission on an “as 

needed” basis. The Commission is also entitled to 12 hours of training per year. 
 
71. Can you define “run-out” on page 17 section D 
 
 Run-out refers to services for members who are in treatment at the conclusion of a 

contract. 
 
72. Can you define “run-in” on page 17 section D 
  
 Run-in refers to services for members who are in treatment at the beginning of a new 

contract. 
 
73. Do you currently have a worklife program: childcare, eldercare, legal, financial?  If yes, is 

that included in the PEPM? 
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 Work-Life program 
 No. 
 Childcare 
 Yes, under parenting problems/family conflict. 
 Eldercare 
 Yes, under parenting problems/family conflict. 
 Legal 
 No. 
 Financial 
 Yes. 
 
74. Can you clarify what is meant by the statement on the EAP brochure  “”an employee who 

uses the TEAP should not believe that they are exempt from the PTC’s standard operating 
procedures” 

 
 This statement reminds employees that the use of EAP services does not absolve them 

from following the Commission’s standard operating procedures. 
 
75. What is the duration of the current vendor relationship with Penn Foundation? 
 
 The Penn Foundation (through Community Behavioral Healthcare Network of 

Pennsylvania) has been the provider for EAP services for the Commission since 1996. 
 
76. What has been the utilization experience for the last two years with the current vendor?  Will 

a utilization report be made available to bidders? 
 
 The EAP utilization statistics for 2008 and 2007 are available upon request to the 

Issuing Office. 
 
77. Part V, Question H (Miscellaneous): Will an employee census with ZIP code information be 

made available for purposes of running a GeoAccess report? 
 
 An employee census, including zip code is available upon request. 
 
78. Part V, Question H (Miscellaneous): What type of provider is to be included as a "specialty 

service provider"? 
 
 Please refer to Part IV of the RFP for a description of the services currently being 

provided. Please list providers that you have available to provide these services. 
 
79. Part V, Question C (Procedures/Services): Approximately how many cases are opened each 

year under the Substance Abuse Professional Services/DOT provisions of Appendix A? 
 
 In the past three years, there was one DOT SAP evaluation, and one non-DOT SAP 

evaluation. 
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80. How many employees in total will be covered under this EAP?  How many are union vs. 
non-union? 

 
 There are currently 2,160 individuals employed by the Commission. Of that number, 

1,709 employees are union members, and 451 employees are management employees. 
 
81. Are the following services currently available through the EAP vendor: 
 1)legal services,  
 No. 
 2) financial services,  
 Yes. 
 3) work-life services,  
 No. 
 4) online resources? 
 No. 
 
82. Are the 6 EAP sessions available through current vendor per calendar year or per issue? 
 
 The 6-session model is the amount of visits per member per year. However, we would 

be willing to review proposals that contain the 6-session per event model. 
 
83. Describe how bills are sent to employees and the turnaround time, as well as when late fees 

are assessed (do you mean employers here? The EAP is usually a fully pre-paid benefit for 
which employees are never charged.) 

 
 Please refer to the Correction on Page one of this document. 
 
 
84. Do you offer direct reimbursement for out-of-network claims. If so, give details 
 
 No. 
 
85. Provide your company's procedures for coordination services and disseminating information 

to employees referred to the EAP as a condition of continued employment." 
 
 The Commission will not be providing this information. 
 
86. Are we correct in assuming that COCE refers to a mandatory supervisory EAP referral? 
 
 No. The Condition of Continued Employment (COCE) is also referred to by the 

Commission as a “One Time, Lifetime Reinstatement” and used in circumstances 
regarding drug and alcohol issues. This is different from a mandatory EAP referral, 
which is used to address workplace and behavioral issues. 

 
 
All other terms, conditions and requirements of the original RFP issued 
January 8, 2010 remain unchanged unless modified by this Addendum. 
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