Request for Proposal 
THIRD PARTY MARKETING SERVICE
(BROKER DEALER SERVICES)

	vENDOR firm name:
	
	

	Address:
	
	

	telephone #:
	
	

	facsimile #:
	
	

	wEBSITE:
	
	

	contact person for proposal:
	
	

	Name:
	
	

	Title:
	
	 

	Telephone #:
	
	

	E-Mail:
	
	

	Cell Phone #:
	
	

	


Selection Criteria
Firm Issues

1. Please share your company’s mission statement.  Also describe how that mission statement affects your strategic direction and relationship with your financial institution clients. 

2. How many financial institution programs do you operate?  How many of those are community banks (credit unions)?

3. What percentage of your business is derived from the financial institution market?

4. What resources are you allocating to the financial institution market in comparison to the independent representative channel?

5.  Please fill out the following table.  
	Job Function
	Number of

Employees
	Avg. Yrs. Experience
	Avg. Yrs.

Tenure

	Compliance Management
	
	
	

	Compliance Personnel
	
	
	

	Operations Management
	
	
	

	Operations Personnel
	
	
	

	Marketing Management
	
	
	

	Marketing Personnel
	
	
	

	Field Relationship Managers
	
	
	

	Advisory Service Personnel
	
	
	

	Insurance Services Personnel
	
	
	

	Advanced Markets Personnel
	
	
	

	Other staff
	
	
	

	Total firm employees
	
	
	

	Notes:
	
	
	


Contract Issues

6. What provisions are in the contract to ensure the institution's interests in the clients are maintained in case of termination of agreement?  Please show the specific contract language that addresses this issue. 

7. If we change broker dealers at some point in the future, do we have access to or can we obtain the digital documentation on the clients that has been provided to and maintained by you?  Example: Scanned account applications.

8. Do you have (or will you allow) a provision in the contract that requires you to execute block transfers of accounts to a new broker dealer in the event the contract is terminated?

9. Will you agree to contract terms capping the transfer or termination fees/costs?
10. Do you require a sign up fee? If so, what is it?  What other upfront costs does the financial institution incur to start this program? 

Program Support

11. Describe support services, related costs and response timing.  Please provide written standards of service for an organization of our size and potential.  
12. Discuss what recourse is available if standards are not met.  At what point and how is a service problem elevated to a higher level of attention within your organization?

13. Describe the account manager’s contact standards of service for a relationship of our value?

14. How is an account manager assigned to us?  Will we meet the assigned person as part of our due diligence process?
15. How often will an account manager visit the institution personally? (quarterly, monthly, etc.)
16. If we are not satisfied with the account manager assigned to us, what is the process to request a reassignment?
17. How do you provide information, updates and reports to the institution’s management.


Advisory Services Issues

18. Do you have the ability to provide Registered Investment Advisory services?  
19. What investment research (and communication) is provided?  Show the cost in the Pricing Analysis spreadsheet included with this document. 
20. Do you support financial planning for a fee?

21. What financial planning tools do you provide access to?  May an IAR use financial planning tools other that the tools you provide access to?
Insurance Services Issues

22. How do you support the sale of large Insurance cases?  Describe how the representative accesses this service.

Miscellaneous Product and Service Issues

23. Do you provide Proprietary Products?  If so, please list.

24. Do you offer Internet trading to clients?  If so, describe how it works.  Do you offer Internet access to account information for clients?  Describe how it works.   

25. Can the institution establish a link from its website to yours?  Is there a fee?  If so, what?

26. Describe your capabilities of integration with mobile banking.  Do you offer single sign on through online banking?

27. What is the process to add products to the approved list as the institution might request?  

Marketing Issues

28. What is the process for marketing material to be approved?  Do you have pre-approved marketing letters?  

29. What are your “turn around” standards for compliance approval of marketing material?

30. What marketing support do you provide to a program? What collateral material is available?  What is the cost to access/utilize the marketing resources.  Please provide examples of your collateral material.

31. How often do you update your marketing material? 

32. Describe our ability to “private label” communication material (seminars, client statements, website designs, etc).

33. What is your organization doing to support a representative or a program in developing a social media marketing initiative?   

34. Do you have a list of social media vendors you have approved? Describe your policy on advisors use of Social Media.
35. What incentives exist for a producer (and/or a program) to reach certain levels of production?

36. What database management capabilities do you have to help identify members that would be targets for marketing of the brokerage/advisory services?

37. What capabilities do you have to segment/extract mailing lists from the brokerage core system for target marketing of other brokerage services or banking services?

Operations Issues 

38. Describe a sample transaction from point-of-sale to settlement.  

39. How are trade or clearing problems and other customer issues resolved?

40. Who has the direct responsibility to correct any problems and act as liaison with the institution?

41. Do you have the capacity to include mutual funds purchased "direct" in client statements? 

42. Describe the options for access to quotes – real-time or delayed - and the costs associated with each option.

43. If you use a linking system to make the direct business visible on the customer statement, describe how it works.  How often is the system which supports the statement updated from the Funds?  Will the representative be able to see and report on direct holdings on the desktop system?

44. Do you provide a portfolio management/analysis system?  If so, describe.  Show the cost in the Pricing Analysis. 

45. Do you provide a Contact Management System for the investment representative and sales assistants?  If yes, show the cost in the Pricing Analysis.

46. If yes, is it integrated with your desktop system?

47. If yes, does it require the support of or interact with a particular system such as Outlook?
48. What is your procedure regarding mutual fund breakpoints/thresholds?  Is there visibility at the point of order entry?

Compliance Management Issues

49. Describe your compliance management process, including the branch office audit process.

50. Describe your compliance training program for representatives, both initially and ongoing.

51. Describe (and enclose) your policy and procedures to meet the investor suitability analysis required by FINRA.  How do you monitor transactions and holdings for suitability?
52. Describe your “home office” compliance team including experience levels of team members.
53. Do you do pre-trade execution supervision?    How would you stop or reverse a trade that is identified as a problem?

54. Please provide your policy and procedures for handling of sensitive customer data.

55. What communication do you have with the program manager regarding the compliance management?

56. Describe your process for approval, monitoring and archiving advertising, client communications and email.

57. Do you provide an option for the representatives to utilize the institution’s email system, using their  institution’s email addresses for all correspondence?  If so, how does that work? Specifically, does the email system integrate with the CRM system(s) provided?
Licensing, Registration and Support Issues

58. Describe in general how your representative  non-compete/solicitation agreements are utilized.
59. Does your non-competition/solicitation agreement apply to movement from a institution’s program to a retail program run by the same broker dealer?

60. Under what circumstances would you allow a representative to leave our institution and become an independent representative with your firm?

61. Will you allow a part time representative (such as a commercial banker) to get and/or maintain their license with you?   If yes, how are they registered?

62. Do you require a licensed person to move all their brokerage accounts to you for ease of compliance with FINRA Rule 3050?   

Training and Recruiting Issues

63. What product and technical training do you provide a new representative – an experienced representative new to our institution or a representative new to brokerage?  (cost, location and frequency?)

64. What training is available for an assistant or brokerage operations person? (cost, location and frequency?)
65. What sales training do you provide a new representative, including cost, location and frequency?
66. What Continuing Education Credit eligible training do you provide?  CFP? Insurance?

67. What online training do you provide? 

68. What help do you provide in recruiting new representatives?  Describe the process including cost.

69. What help do you provide in selecting new representatives?  Describe the process including cost.

Conversion Issues 

70. Describe the conversion process.  Include a sample timeline and a definition of the roles our institution and your organization would play in the conversion.

71. Based on the information provided in the profile, please estimate the conversion costs.   How much of those conversion costs will you absorb?

Representative, Manager and Supervisor Training:

Contract Termination Fee:

Account Termination/Transfer fee (from clearing firm):

IRA termination/transfer fee:

Other costs or fees:

72. Will you absorb any customer transfer and termination fees due to conversion resulting from recruitment of representatives with books in the future?  If yes, how much will you absorb?  

General Issues

73. Describe your commissions accounting process, the staff in that area and their experience level.

74. Describe the management reporting that is available for the program manager and/or institution.  

75. Specifically, describe the ability to report product mix by assets and revenue by representative, institution’s branch, region or location. 

76. Do you have a system to “flag” significant changes in client account balances and “push” that to the representative?

77. What technology (hardware and software) will be required of the institution to support the investment program? 

78. Describe your firm’s efforts (and results) to minimize paper.

79. Describe your electronic signature capability/protocol.
80. Describe how you share client data and information with the institution for purposes of:

MCIF Client Profitability Models Enterprise-wide Customer Relationship Management / Contact Management Systems

81. Please provide the names of 4 credit unions that you have recently converted that we may call as references.

82. Please describe in a paragraph of no more than 4 sentences the primary reasons we should choose your organization as our third party marketing firm partner.

Due Diligence Criteria  Questionnaire

Firm Issues

1. Describe your corporate structure, background and ownership.  Describe how your parent and/or affiliates support and/or add value to a financial institution relationship.
2. Please provide biographies for the senior management individuals of your company (and holding company if applicable).
3. Please provide a copy of your organizational chart.
4. Are you involved in any current or threatened regulatory action?  If so, please describe in detail.  

5. Please list any arbitrations and/or court actions filed against your organization within the last five years, regardless of the outcome.

6. Please provide a copy of your Form BD and Form ADV Part 1, Part II and Schedule FH.

7. In which states are you licensed to sell insurance products?  
8. Is your firm a signatory to the Protocol for Broker Recruiting.

9. Please list the key third party firms you have contracted with to provide services that are used to  support the investment program at our institution.

10. Have you conducted a due diligence review of those key third party firms?  If so, please provide a copy of the due diligence report to us.

11. Provide a minimum of three year's information about the total retail sales of your company in the bank/Financial Institution channel with a product mix breakdown.

Contract Issues

12. Do you agree to indemnify and hold harmless the institution from any potential liability resulting from the promotion and or sale of products and advice under the networking agreement?

13. Are you willing to include in the networking agreement terms which require your securities and insurance regulatory compliance, require you to allow appropriate banking agencies to have access to your records as appropriate to evaluate your regulatory compliance, and which requires your compliance with the networking agreement? 

14. What tools, systems or reports will you provide to the institution to support our monitoring to verify that you and the representatives are complying with applicable laws, rules and regulations as well as the terms of the networking agreement?
15. What are your contract terms regarding termination of this contract?  Fee? Notice?  

16. What provisions have you made in your documents to address the Privacy Act provisions of the Gramm, Leach, Bliley Act?

17.  Describe the ongoing due diligence you perform for the approved product list.   Describe the due diligence criteria for each class of investment.

18. Who do you utilize as the clearing firm for your securities processing services?  Are there any plans to make a change?

19. Please provide a complete schedule of all fees, charges, expenses or commission reductions that your firm will or could charge to our institution and or the representatives  located at our institution.

20.  Please provide a sample networking contract between the institution and your organization.
21. Please provide a sample Producer agreement.
Insurance coverage
22. Describe the errors and omissions insurance coverage in terms of scope of coverage, deductable, who is covered, coverage limits on a per incident, per individual, per year, annual aggregate basis, and the issuing firm. 
23. Does the errors and omissions policy also provide coverage to our institution?
24. Describe your fidelity bond in terms of scope of coverage, deductible, who is covered, coverage limits on a per incident, per individual, per year, annual aggregate basis, and the issuing firm.

25. Are you covered by SIPC?
Information Technology and Data Security
26. Please provide your most recent SSAE-16 Level II report.  If you do not have an SSAE-16 report, explain why and provide an appropriate alternative.

27. Please describe the hosting, testing, audit and standards for your Data Center.

28. Is customer electronic access to customer data protected by a multifactor authentication approach?
29. Provide a copy of your Disaster Recovery Plan.
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