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	SAMPLE RFP
NAME
DATE



1.

Questionnaire

I.
Please discuss the following about your firm:
1.  
History
2. 
Contact information and office locations
3.  
Governance structure and board member/management team profiles
4.  
Mission, vision and values statements
5.  
Code of conduct, ethics policy and conflict of interest policy
6. 
Regulatory authority
7.  
What is the current market value of the assets for which your firm provides consulting services?
8.  
(a) Do you provide discretionary portfolio management?

     
(b) Do you also provide non-discretionary investment consulting? 

     
(c) Give a breakout by assets and number of clients as to each.

II.
Please discuss your firm’s investment process and philosophy with respect to:

1.  
Objectives
2.  
Investment time horizon
3.  
Asset Allocation

4.  
Evaluation and selection of managers
5.  
Monitoring and due diligence of managers
6.  
Risk management – how defined, measured and managed
7.  
Liquidity
8.  
Valuation policy
9.  
Transition of new clients’ existing portfolio
10.  
How you differentiate yourself from your competitors
11.  
Degree(s) of client portfolio customization
III.
Please discuss the services you provide your clients such as:

1.  
With respect to each member of the advisor team that would service our account:
· Education, Experience & expertise, Tenure, Responsibilities, Operations staff

2.  
Continuity of service if there is turnover in our advisor team
3.  
Key-person risk issues
4.  
Disaster recovery procedures

5.  
Expectations of and interaction with our Investment committee
6.  
What are the custodial arrangements?
7.  
How do you monitor client satisfaction?
8.  
Do you assist clients with development and monitoring of investment goals      objectives and policies?  What is that process?

9.  
How often do you meet with clients and is there a topical focus for each meeting?
10.  
Can you manage to designated socially responsible investing principles?

IV.
Please discuss you firm’s reporting procedure:

1.  
How often do you provide performance reporting?
     
(a)Please provide a sample report.
(b) How soon after the close of the reporting period are reports available?

(c) What additional reports and research do you provide clients?
2.  
How do you select the benchmarks for performance reporting?

V.
Please provide the following schedules:

1.   
Client list

2.  
Contact information for three references, preferably similar organizations.
3.  
Fees
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