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I.    OVERVIEW
INSERT YOUR NON-PROFIT’S SUMMARY

II.     DESCRIPTION OF SERVICES REQUIRED

Non-Profit Organization and affiliates presently have $XXX in cash and investments.  These funds are contained in  FORMCHECKBOX 
 checking accounts and/or  FORMCHECKBOX 
 investment accounts.  See Attachment A for average account balance and average monthly activity.

Non-Profit Organization desires a financial institution that offers a high level of customer service, state-of-the-art technology, streamlined cash management processes, and active asset management services.  The services should be equivalent to or exceed the services we presently receive.  We are willing to implement new systems, processes, etc. that streamline our ability to transact and reconcile cash transactions.  We are not wedded to our current cash and asset management services and processes, and welcome new and innovative ideas.  The services outlined below are a combination of actual services we currently receive along with new services we desire:

Cash Management Services
· One relationship manager for Non-Profit Organization who will serve as the contact for adding or changing services, problem resolution and for developing new and improved systems and processes for Non-Profit Organization as its cash management needs evolve and expand in the future.  Non-Profit Organization expects the Relationship Manager to take an active role in managing the relationship, to understand our needs/requirements, and to recommend actions to reduce costs and to streamline Non-Profit Organization cash management activities.

· A system/process that allows Non-Profit Organization to add, edit or delete any cash management service, e.g., adding or closing accounts, modifying signers, etc., without the need to have any employees go to a branch office.  All forms should be received from and returned to the bank via email, mail or express delivery.

· Innovative approaches to minimize the number of accounts and related sweep accounts (yet allow tracking of cash balances by account and entity) and cash balances in checking accounts while maximizing the return on those funds via overnight investments.

· Installation and ongoing support of a Windows NT system and/or on-line system which should provide, at a minimum:

· Daily downloads of prior days’ activity

· Book transfers between accounts

· Initiation of wire transfers, both repetitive and non-repetitive

· Inquiry of incoming and outgoing wire transfers

· In the case of multiple accounts tied to a single overnight investment account, software to produce daily activity and balances by account and to allocate interest income among the accounts on a daily basis

· Reporting

· Ability to accept all deposits via at your check processing center
· Consolidated account analysis report that shows, in one report, the calculation of all fees by account and in total

· Monthly account statements and cancelled checks

Asset Management
· One investment advisor responsible for the investment of all Non-Profit Organization funds

· Active investment of Non-Profit Organization funds based on guidelines approved by the Non-Profit Organization Board of Directors

· Clear and easy to understand monthly statements which include:

· Cost basis

· Market value

· Realized gains/losses

· Unrealized gains/losses

· Discount/premium

· Calculation of monthly amortization of premium/discount on the effective interest method by security

· Daily account activity

· Quarterly reports showing each account’s performance against agreed upon performance benchmarks, with a written analysis explaining deviations, either positive or negative, within       days after the end of each quarter
· A semi-annual meeting with the Finance Committee to review investment account performance and to recommend any changes to the Board’s investment guidelines

· An annual basis point fee structure with no charge for individual transactions

Other Services
· A corporate Visa or MasterCard program that incorporates the following features:

· Corporate cards that are issued in the names of the employees, billings are sent to Non-Profit Organization; Non-Profit Organization has full liability for payment, and we can limit the types of purchases made with the cards
· Quarterly reports summarizing card usage by cardholder and by merchant
III.     SPECIFICATIONS FOR PROPOSAL

Your proposal should be presented in the following format:

1. Executive Summary

2. Relationship management

· Philosophy

· Identify and provide a bio of our initial cash management relationship manager

· Identify and provide a bio of our initial assets/investment advisor

3. Describe your proposed cash management services, including charts, descriptions of all product offerings, descriptions of all software/internet programs, funds availability, standard fee schedule, and a pro-forma fee calculation, by account, based on the information contained in Attachment A (see a suggested presentation in Attachment B).

4. Describe your proposed asset management services based on the investment guidelines at Attachment C, including sample reports and fee structure.  Also discuss your overall cash investment management strategy, specifically how you maximize return when a client sets constraints and specifies investment vehicles, how you manage risk, the research capabilities of your staff, and client service and communication.

5. Describe additional specialized products your institution offers, which may not be needed by Non-Profit Organization now, but could be useful/cost effective in the future.  

6. Provide an institutional profile, including a list of all mergers and acquisitions over the past five years.

7. Describe how and why your institution is distinct from other institutions and why the selection of your institution is the best decision Non-Profit Organization could make.

8. Describe your institution’s community involvement, including the results of your latest CRA examination, the dollar amount and number of grants awarded to community development and other Non-Profit organizations in the last three years, by ear, and other ways your institution supports the local community.  In the case where your institution is not headquartered in the greater Madison area, please present only Madison area information.

IV.    AWARD PROCESS

· Send 5 copies of your proposal, no later than (date):

CONTACT NAME
TITLE
NON-PROFIT
ADDRESS
CITY, STATE ZIP CODE
· Call CONTACT NAME at (phone number) with any questions

· Following our review of all proposals received, two institutions will be selected to meet with Non-Profit Organization’s financial staff at a mutually agreeable time in early Month.
· The staff’s final selection will be approved by the Finance Committee on (date).
V.    OTHER INFORMATION

Attached for information are copies of Non-Profit Organization’s (year) Annual Report, FY (year) newsletter.

ATTACHMENT A

CASH AND ASSET MANAGEMENT SERVICES

INVESTMENT PORTFOLIO GUIDELINES

Non-Profit Organization - Liquidity


Maturity – 0 to 13 months


Average Maturity – 4 to 6 months


Assets Approved for Purchase:

	
	
	% OF

	ASSET
	
	ACCOUNT

	a.
	Direct obligations of the U.S. government
	
	     %

	b.
	Agencies of the U.S. government
	
	     %

	
	Per issuer limit
	
	     %

	c.
	Overnight repurchase agreement collateralized
	
	     %

	
	By direct obligation of the U.S. government
	
	 

	d.
	Prime commercial paper rated A1/P1
	
	     %


Non-Profit Organization - Limited Maturity


Maturity – 1 to 5 Years


Average Maturity – 2 Years


Assets Approved for Purchase:

	
	
	% OF

	ASSET
	
	ACCOUNT

	a.
	Direct obligations of the U.S. government
	
	     %

	b.
	Agencies of the U.S. government
	
	     %

	
	Per issuer limit
	
	     %

	c.
	Overnight repurchase agreement collateralized
	
	     %

	
	By direct obligation of the U.S. government
	
	 

	d.
	Prime commercial paper rated A1/P1
	
	     %

	e.
	Corporate obligations rated AAA/Aaa or AA/a
	
	     %

	
	Per issuer limit
	
	     %


Non-Profit Organization - Other


Maturity – Equal quarterly maturities for 3 years; $1 million 90 days or less


Assets Approved for Purchase:

	
	
	% OF

	ASSET
	
	ACCOUNT

	a.
	Direct obligations of the U.S. government
	
	     %

	b.
	Agencies of the U.S. government
	
	     %

	
	Per issuer limit
	
	     %

	c.
	Overnight repurchase agreement collateralized
	
	     %

	
	By direct obligation of the U.S. government
	
	 

	d.
	Prime commercial paper rated A1/P1
	
	     %

	e.
	Corporate obligations rated AAA/Aaa or AA/a
	
	     %

	
	Per issuer limit
	
	     %


ATTACHMENT B

CASH AND ASSET MANAGEMENT SERVICES

ACCOUNT DETAIL

	Checking Accounts
	Average Balance
	Checks Paid
	# of Deposits
	Deposited Items
	Wire Transfers
	Book Transfers

	
	
	
	
	
	Incoming
	Outgoing
	

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     


	Investments Accounts
	Average Balance

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


ATTACHMENT C

CASH AND ASSET MANAGEMENT SERVICES

SAMPLE FEE SUMMARY

	Account/Services
	
	# of Units
	
	Unit Price
	
	Total Cost

	
	
	
	
	
	
	

	Itemize each checking account
	
	
	
	
	
	

	
	
	
	
	
	
	

	Account maintenance
	
	     
	
	     
	
	     

	# of deposits
	
	     
	
	     
	
	     

	Deposited items
	
	     
	
	     
	
	     

	Paid items
	
	     
	
	     
	
	     

	Wire transfers – incoming
	
	     
	
	     
	
	     

	Wire transfers – outgoing
	
	     
	
	     
	
	     

	Book transfers
	
	     
	
	     
	
	     

	Etc.
	
	     
	
	     
	
	     

	
	
	
	
	
	
	

	Overnight investments/sweep
	
	
	
	
	
	

	
	
	
	
	
	
	

	Account fees
	
	     
	
	     
	
	     

	Maintenance fees
	
	     
	
	     
	
	     

	Transaction fees
	
	     
	
	     
	
	     

	Investment fees (basis points)
	
	     
	
	     
	
	     

	Management fees (basis points)
	
	     
	
	     
	
	     

	Etc.
	
	     
	
	     
	
	     

	
	
	
	
	
	
	

	Bank Software
	
	
	
	
	
	

	
	
	
	
	
	
	

	Maintenance fees
	
	     
	
	     
	
	     

	Number of downloads
	
	     
	
	     
	
	     

	Transactions downloaded
	
	     
	
	     
	
	     

	
	
	
	
	
	
	


