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RFQ ATTACHMENTS
for

Money Market Mutual Fund

Investment Services
RFQ-2011-057-TC
Release Date:   Tuesday, July 5, 2011
Proposals Due:  Wednesday, August 3, 2011



RFQ ATTACHMENTS
THE DOCUMENTS THAT FOLLOW ARE FORMS THAT MUST BE COMPLETED BY THE FIRM AND INCLUDED WITH THE FIRM’S PROPOSAL.  ATTACH THESE DOCUMENTS TO YOUR PROPOSAL IN THE ORDER INDICATED IN RFQ SECTION IV, WHICH IS ENTITLED “REQUIREMENTS CHECKLIST”
Attachment A, PART 1
STATEMENT OF QUALIFICATIONS
1.
Firm’s Information: 

Firm’s Name: 












(NOTE:  Give exact legal name as registered with SEC.)

CRD Number for Fund Administrator:









City: 




State: 


Zip Code:



Telephone No._____________________________ Fax No: 





Website address:












Federal Employer Identification Number:




2.
Is Firm authorized and/or licensed to do business in Texas?

Yes  FORMCHECKBOX 
       No  FORMCHECKBOX 


If “Yes”, list authorizations/licenses.

3.
Where is the Firm’s corporate headquarters located? 






4.
Does the Firm have an office located in San Antonio, Texas?

Yes  FORMCHECKBOX 
       No  FORMCHECKBOX 


If “Yes”, respond to a and b below:

a.
How long has the Firm conducted business from its San Antonio office?


Years _______   Months_______
b.
State the number of full-time employees at the San Antonio office. 



If “No”, indicate if Firm has an office located within Bexar County, Texas:
Yes  FORMCHECKBOX 
       No  FORMCHECKBOX 


If “Yes”, respond to c and d below:

c.
How long has the Firm conducted business from its Bexar County office?


Years _______  
Months_______ 
d.
State the number of full-time employees at the Bexar County office. _____________

5.
Has the Fund Administrator, any of its principals, and/or, the Fund been debarred or suspended from contracting with any public entity?

Yes  FORMCHECKBOX 
       No  FORMCHECKBOX 


If “Yes”, identify the public entity and the name and current phone number of a representative of the public entity familiar with the debarment or suspension, and state the reason for or circumstances surrounding the debarment or suspension, including but not limited to the period of time for such debarment or suspension.

6.
Has the Firm ever been declared bankrupt or filed for protection from creditors under state or federal proceedings?

Yes  FORMCHECKBOX 
       No  FORMCHECKBOX 


If “Yes”, state the date, court, jurisdiction, cause number and, amount of liabilities and amount of assets.  

7. Have any of the Firm’s funds ever “broken the buck” or suspended deposits/withdrawals at any time?  If yes, describe fully. 



































8. Disciplinary Action:  Has the Firm ever received any disciplinary action, or any pending disciplinary action, from any regulatory bodies or professional organizations? 

Yes  FORMCHECKBOX 
       No  FORMCHECKBOX 


If “Yes”, state the name of the regulatory body or professional organization, date and reason for disciplinary or impending disciplinary action.  

9.
Provide a brief description of the Fund and its rate history for the last five (5) years (quarterly).  Provide the Prospectus and the Statement of Additional Information as submitted to the SEC.  
10.  Explain any Fund strategy that has occurred over the last three years.
11. Provide your Treasury and Fund rate projections for the next twelve months.

12.  Provide brief resumes of primary Fund investment managers.
13. Provide a prospectus for each SEC registered, AAA-rated, no-load money market mutual fund in which the City may invest that meet the City’s Investment Policy and the State of Texas Public Funds Investment Act requirements.  Whether included in the prospectus for each fund or as additional information to the prospectus the following information must be provided for each fund:

a. Name and type of fund.

b. Name and address of fund’s investment advisor, transfer agent, distributor, and custodian.

c. Fund investment objective.

d. Fund rating.

e. Fund size.

f. Date fund was created.

g. Is said fund regulated by the Securities and Exchange Commission?

h. List of fund’s portfolio holdings as of June 30, 2011.

i. Stated maturity of longest fund investment.

j. Dollar-weighted average maturity of fund.

k. Historical and short-term portfolio performance.

l. List fees and expenses and method of payment for fees and expenses.

m. Fund dividend distribution, reinvestment procedures, and costs.

n. Deadline to request redemption of shares.

o. Deadline to request purchase of shares.

p. Time redemptions will be received by the City
14. Has Firm or an employee of Firm ever been subject to a regulatory, federal or state investigation for alleged improper, fraudulent, disreputable or unfair activities related to the sale of government securities, money market instruments, repurchase agreements, or other securities or instruments traded with public entities?  If yes, provide full explanation.




























15. Describe and submit samples of the monthly reports and trade confirmations that would be provided and their frequency.  Include the methods and formulas used to calculate the yield, and how often and when the dividend is paid and credited to the account?

16. Does the Firm’s Fund provide clients with daily yields?  If so, when is this information made available? 

























17. Does the Firm provide clients with online access?  If so, please provide a description of the online capabilities and information available.




















18. Does the Firm provide clients with any investment training? 


















19. Provide a copy of Firm’s most recent audited financial statements.

20. Describe the Fund’s investment strategy used to maintain the $1 net asset value.




























21. Provide any other information which may be applicable to the City which has not been directly requested in this RFQ.
RFQ ATTACHMENT A, PART 2

REFERENCES

Provide three (3) public entity client references of the Firm that have used the Firm’s money market mutual fund services continuously for the past three (3) years.  The contact person named should be familiar with fund and be willing to respond to questions regarding the type, level, and quality of service provided.  

Reference No. 1: 

Public Entity Name:











Contact Name: ____________________________________ Title: _____________________

Address: 













City: 



State: 



Zip Code:



Telephone No. _____________________________Fax No: 





Email: _____________________________________________________________________

Date and Type of Service(s) Provided:  _________________________________________

Reference No. 2:

Public Entity Name:











Contact Name: ____________________________________ Title: _____________________

Address: 













City: 



State: 



Zip Code:



Telephone No. _____________________________Fax No: 





Email: _____________________________________________________________________

Date and Type of Service(s) Provided:  __________________________________________

Reference No. 3:

Public Entity Name:











Contact Name: ____________________________________ Title: _____________________

Address: 













City: 



State: 



Zip Code:



Telephone No. _____________________________Fax No: 





Email: _____________________________________________________________________

Date and Type of Service(s) Provided:  __________________________________________
ATTACHMENT B
DISCRETIONARY CONTRACTS DISCLOSURE FORM

Discretionary Contracts Disclosure Form is posted as a separate document or may be downloaded at: https://www.sanantonio.gov/eforms/atty/DiscretionaryContractsDisclosure.pdf.
Instructions for completing the Discretionary Contracts Disclosure form are listed below:

1. Download form and complete all fields.   Note:  All fields must be completed prior to submitting the form.
2. Click on the “Print” button and place the copy in proposal response as indicated in the Proposal Checklist.
 ATTACHMENT C
LITIGATION DISCLOSURE FORM

LITIGATION DISCLOSURE

Respond to each of the questions below by checking the appropriate box.  Failure to fully and truthfully disclose the information required by this Litigation Disclosure form may result in the disqualification of your proposal from consideration or termination of the contract, once awarded.

1. Have you or any member of your Firm or Team to be assigned to this engagement ever been indicted or convicted of a felony or misdemeanor greater than a Class C in the last five (5) years?





Yes  FORMCHECKBOX 
          No  FORMCHECKBOX 

2. Have you or any member of your Firm or Team to be assigned to this engagement been terminated (for cause or otherwise) from any work being performed for the City of San Antonio or any other Federal, State or Local Government, or Private Entity?





Yes  FORMCHECKBOX 
          No  FORMCHECKBOX 

3. Have you or any member of your Firm or Team to be assigned to this engagement been involved in any claim or litigation with the City of San Antonio or any other Federal, State or Local Government, or Private Entity during the last ten (10) years?





Yes  FORMCHECKBOX 
          No  FORMCHECKBOX 

If you have answered “Yes” to any of the above questions, please indicate the name(s) of the person(s), the nature, and the status and/or outcome of the information, indictment, conviction, termination, claim or litigation, as applicable. Any such information should be provided on a separate page, attached to this form and submitted with your proposal.

 Attachment D 
CITY OF SAN ANTONIO, TEXAS

INVESTMENT POLICY CERTIFICATION
I hereby acknowledge and certify the following:


1.
I am a Qualified Representative of the business organization offering to engage in an investment transaction with the City of San Antonio (the “City”).  A Qualified Representative, as defined in Texas Government Code §2256.002(10), means a person who holds a position with a business organization, who is authorized to act on behalf of the business organization, and who is one of the following:



a.
for a business organization doing business that is regulated by or registered with a securities commission, a person who is registered under the rules of the National Association of Securities Dealers;



b.
for a state or federal bank, a savings bank, or a state or federal credit union, a member of the loan committee for the bank or branch of the bank or a person authorized by corporate resolution to act on behalf of and bind the banking institution; or 



c.
for an investment pool, the person authorized by the elected official or board with authority to administer the activities of the investment pool to sign the written instrument on behalf of the investment pool.


2.
I, as a Qualified Representative for the business organization, do hereby certify that I, the person covering this account, and the business organization, have received and reviewed a written copy of the City’s Investment Policy.


3.
I acknowledge that this business organization has implemented reasonable procedures and controls in an effort to preclude investment transactions conducted between the City and this business organization that are not authorized by the City’s Investment Policy, except to the extent that this authorization is dependent on an analysis of the structure of the City’s entire portfolio or requires an interpretation of subjective investment standards.


4.
I affirm that transactions between this business organization and the City will, to the best of this business organization’s ability, be directed by the following objectives:



a.
preservation and safety of principal;



b.
liquidity and marketability of the investment; and



c.
to the extent that this business organization has been informed of, or had the opportunity to review the composition of the City’s investment portfolio, it will work with City’s Investment Officers toward the diversification of the investment portfolio as directed by the City’s Investment Officers.

This business organization will, to the best of its ability, inform the City of risks, if any, associated with financial transactions executed between this business organization and the City.  Nothing in this Certification relieves the City of the responsibility for monitoring the investments made by the City to determine that the City is in compliance with the City’s Investment Policy.






    (Firm)






   (Signature of Qualified Representative)






           (Name & Title)




                                                            (Date)               

ATTACHMENT E
SIGNATURE PAGE

The undersigned certifies that (s)he is authorized to submit this proposal on behalf of the entity named below:

Firm Entity Name 

Signature: 




  

Printed Name: ________________________________

Title: _______________________________________

By signature(s) above, Firm(s) agrees to the following:

1. If Firm is a corporation, Firm will be required to provide a certified copy of the resolution evidencing authority to enter into the contract, if other than an officer will be signing the contract.
2. If selected, Firm will be able and willing to comply with all representations made by Firm in Firm’s proposal and during Proposal process.

3. Firm has fully and truthfully submitted a Litigation Disclosure form with the understanding that failure to disclose the required information may result in disqualification of proposal from consideration.

4. Firm agrees to fully and truthfully submit a Statement of Qualifications and understands that failure to fully disclose requested information may result in disqualification of proposal from consideration or termination of contract, once awarded.

5. To comply with the City’s Ethics Code, particularly Section 2-61 that prohibits a person or entity seeking a City contract - or any other person acting on behalf of such a person or entity - from contacting City officials or their staff prior to the time such contract is posted as a City Council agenda item.
ATTACHMENT F
REQUIREMENTS CHECKLIST

Use this checklist to ensure that all required documents have been included in the proposal and that they are properly tabbed and appear in the correct order. 

	Document
	Initial to Indicate Document is

Attached to Proposal

	Statement of Qualifications 
· RFQ Attachment A
	

	Discretionary Contracts Disclosure form

· RFQ Attachment B
	

	Litigation Disclosure 

· RFQ Attachment C
	

	* Investment Policy Certification 

· RFQ Attachment D
	

	Financial Information  
	

	* Signature Page 

· RFQ Attachment E
	

	Requirements Checklist  

· RFQ Attachment F
	

	One (1) Original, Six (6) Copies, and one (1) CD of entire proposal in Adobe PDF format. 
	


*
Documents marked with an asterisk on this checklist require a signature. Be sure they are signed prior to submittal of proposal.  FAILURE TO COMPLETE AND PROVIDE ANY OF THESE DOCUMENTS MAY DISQUALIFY THE FIRM FROM CONSIDERATION.













