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REQUEST FOR COMPETITIVE PROPOSALS 

GREATER ORLANDO AVIATION AUTHORITY 

RECORD KEEPER FOR 

    DEFINED CONTRIBUTION PLAN 
 
Sealed Proposals for a Record Keeper for the Defined Contribution Plan at the Orlando International 
Airport, will be received by the Greater Orlando Aviation Authority, hereinafter called "Authority." 
 
The proposed Agreement is to select a qualified Record Keeper for services for the Authority’s 
Defined Contribution Plan (“the Plan”).  The Plan currently has approximately $13 million in total 
assets.  The Authority’s investment consultant, Dahab Associates, will assist the Authority in the 
selection process. 
 
Plan Metrics: 
  

 Defined 
Contribution Plan 

401(a) 
Total Number of Eligible Employees           337 
Number of Active Participants           337 
Total Number of Participant Accounts           396 
Total Number of Participant Locations            1 
Total Assets $13,477,846 (as of 3/16/10) 
Estimated Annual Contribution Cash Flow In $2,005,377 
Estimated Annual Contribution Cash Flow Out $   795,953 
Number of Payrolls/Frequency        26 
 
The Agreement will commence on or about January 1, 2011.  The Agreement’s initial period will be 
for 36 months, with the Authority having an option to renew the Agreement for two one (1) year 
periods, upon mutual agreement.   
 
 Proposal packages, including the Submission Requirements, will be available for examination 
Friday, May 17, 2010, and may be obtained by visiting the Authority’s website at 
www.olandoairports.net and Dahab’s website at www.dahab.com. 
  
 
PLEASE INCLUDE THE FOLLOWING DOCUMENTS: 
 
A cover letter signed by the individual authorized to bind the firm contractually.  Any changes 
within the last year or contemplated within the year with respect to the firm, the ownership 
structure, or personnel should be explained.  Also, state that the proposal is irrevocable for 120 
days.   
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One original hard copy proposal response and one electronic copy on a CD/DVD (PDF format) of 
the proposal response should be submitted prior to 3:00 p.m. ET, on June 11, 2010, (unless this 
time is extended by written addendum issued by the Authority), to: 

 
Ms. Kathy Bond 

Chairperson, Retirement Benefits Committee 
Greater Orlando Aviation Authority 

5855 E. Cargo Road 
Orlando, Florida  32827 

407-825-2007 
    

AND 
 

Mr. Steven Roth 
Director of Manager Research 

Dahab Associates, Inc. 
423 South Country Road 

Bay Shore, New York 11706 
631-665-6181 

 
 
Addenda 
Should there be any revisions or additions to the information provided or requested in the RFP, 
addenda will be posted on www.dahab.com and www.orlandoairports.net.  A good faith attempt will 
be made to provide a copy of each addendum to all prospective firms that received the RFP; 
provided, however prior to submitting the response, it is the responsibility of each firm to determine 
if addenda for the RFP were issued. 
 
Questions and clarifications 
All questions and clarifications must be submitted in writing via email and must be received by 3:00 
p.m. ET on May 28, 2010 to:   

Ms. Kathy Bond 
Chairperson, Retirement Benefits Committee 

Greater Orlando Aviation Authority 
recordkeeper@goaa.org 

 
Responses to the questions will be issued as an addendum posted on the Greater Orlando Aviation 
Authority site at www.orlandoairports.net and Dahab’s site at www.dahab.com. 
 
Any questions should be addressed as described in this RFP.  The Authority requests that you do not 
contact any Board members, Finance Committee members or Authority staff other than the 
individuals listed above after issuance of this RFP until you are notified of the Finance Committee’s 
recommendation to the Authority Board, at which time the request not to contact Board members 
shall continue until contracts are awarded.  The Authority reserves the right to disqualify any 
proposer that makes such unauthorized contacts during this process.   
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Estimated Schedule* 
Objective Date 
Release RFP May 17, 2010 
Final date for RFP questions and clarifications May 28, 2010 
Closing date for proposal submission June 11, 2010 
Evaluation and Analysis Period June 24, 2010 
Finalist interviews July 14, 2010 
Recommendation to Finance Committee  August 18, 2010 
Board Approval  September 15, 2010 
*This schedule is an estimate and the dates are subject to change by the Authority with no advance 
notice in its sole discretion. 
 
 
Proposals transmitted electronically or by facsimile will not be accepted. Any Proposal received 
after the time and date specified for the opening of the Proposals will not be considered, but will be 
returned unopened.  
 
A Proposal must be submitted in a sealed envelope which shall be clearly marked Record Keeper for 
Defined Contribution Plan, your company name and due date. 
 
The proposer awarded the contract must provide proof of SEC required (17g-1) fidelity bonds, errors 
and omissions coverage and any other fiduciary coverage that the proposer carries.  The proposer 
shall list the insurance carriers supplying the required coverage. 
 
The Authority reserves the right to waive any informalities or irregularities of Proposals, to request 
clarification of information submitted in any Proposal, to request additional information from any 
Proposer, or to reject any or all Proposals, and to re-advertise for Proposals. The Authority also 
reserves the right to extend the date and time period during which it will accept Proposals and to 
extend the date or time scheduled for the opening of Proposals. 
 
Award, if made, will be to the responsible and responsive Proposer submitting the Proposal that is 
deemed by the Authority, in its sole discretion, to be the most advantageous to the Authority, fee and 
other factors being considered. 
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SUBMISSION REQUIREMENTS 
 
Proposal responses shall include the information requested in a single volume, with each response 
numbered and ordered in the same manner as provided in this Request for Competitive Proposals 
(“RFP”).   Each Proposer must submit the following information:  
  
1. PROPOSERS INFORMATION: 
 

The Proposer shall include the legal name, address, and authorized signature of the proposing 
firm (“Proposer” or “Firm”) who, if the award is made to such proposer, will sign the 
Agreement for Record Keeping Services included in this RFP (the “Agreement”) (if such firm 
is awarded the Agreement), together with the following information regarding the Proposer: 
 
1.1 Contact Name of individual responsible for account (“Team Leader”) 
1.2 Contact Name of team members responsible for account (“Engagement Team”) 
1.3 Address of office that will handle account (the “Proposing Office”) 
1.4 Telephone number of the Team Leader and of the office that will handle account 
1.5 Facsimile number  of the Team Leader and of the office that will handle account 
1.6 Email address of the Team Leader 
1.7 Type of organization (corporation, sole proprietor, partnership, limited liability 

company, other) 
1.8 Federal employer identification number 

 
2. MINIMUM REQUIREMENTS 
 
Proposer shall certify satisfaction of the following in the Request Forms Warranty: 

2.1 Experience: 
2.1.1 Proposer must have a minimum of five (5) years of experience. During the five 

(5) years immediately preceding the Proposer’s submission of the proposal 
related to this RFP (the “Proposal”) the Proposer and the Team Leader must 
have provided record keeping services for Defined Contribution Plans to at least 
three (3) governmental and/or private entities, at least two (2) being 
governmental entities. 

   
2.2 Minimum Insurance Coverage: 

 
 Proposer shall provide affirmative statements in its Proposal that if Proposer is awarded 

the Agreement, Proposer will: 
2.2.1.    Provide proof of required 17g-1 fidelity bonds, errors and omissions coverage 

and any other fiduciary coverage that the Proposer carries.  List the bond issues 
and the insurance carriers supplying the coverage. 

                   2.2.2.    Maintain in force at all times during the term of the Agreement, insurance as  
                                described in Exhibit “C” (Page A-14 ) 
 

   2.2.3   Maintain insurance coverage required in Exhibit C of the Agreement for at least   
               two (2) years after expiration of the Agreement, if such coverage is on claim-       

                               made basis. 
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3.               REFERENCES: 
 

3.1 The Proposer shall provide a minimum of three (3) references of three (3) recent 
clients of the Proposing Office, (a) that demonstrate (i) the Proposer satisfies the 
Minimum Requirements as described in Section 2 of the Submission Requirements, 
Page SR-1, and (ii) the Team Leader and the Engagement Team members have the 
experience to perform the services required by this RFP and (b) that establish the 
reputation of the Proposer, the Team Leader and the Engagement Team members. At a 
minimum, Proposer shall provide the following information for each reference: 

 
3.1.1 Name 
3.1.2 Address 
3.1.3 Contact person 
3.1.4 Telephone number of contact person 
3.1.5 Time period during which services provided 
3.1.6 Description of services provided  
3.1.7 Status (current or past client) 
3.1.8 Names of Engagement Team members who were actively involved in 

providing services for the reference 
 

3.2 The Proposer shall list three (3) recently completed projects which best illustrate the 
experience of the Proposer as it relates to Record Keeping Services. 

 
3.3 The Proposer shall provide a listing of clients, including private, governmental entity 

and airport clients for whom the Proposer has provided record keeping services at any 
time on or after January 1, 2005. The Proposer shall provide a list of any clients to 
whom the Proposer has provided record keeping services within the last three (3) years 
and to which any such services terminated prior to the end of the contract term.  If 
services were so terminated, the Proposer shall explain why.  

 
4 NON-SEGREGATED FACILITY CERTIFICATE: 
 

Each Proposer shall complete and sign the Non-Segregated Facilities Certificate on Page RF-2. 
A Proposal may be considered irregular, in the Authority's sole discretion, if the Proposer fails 
to provide the fully executed statement with its Proposal, or fails to furnish the required data.  
 

5 PRIOR OR PENDING CONVICTIONS, INDICTMENTS, INVESTIGATIONS, AND 
REGULATORY INVESTIGATIONS: 

 
The Proposer shall provide a description of all prior or pending convictions, indictments, 
investigations and regulatory investigations, either civil or criminal, that relate to record 
keeping services, in which Proposer or its affiliates, subsidiaries, parent company, directors, 
senior officers, senior regional officers, the Team Leader, or Engagement Team members have 
been involved within the  3 years immediately preceding submission of the Proposal or an 
affirmative statement that there are none. The Proposer must also describe any conflicts of 
interest with the Authority that the Proposer’s firm has or may have and how that conflict of 
interest would be mitigated, or provide an affirmative statement that there are no conflict of 
interest. 
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6 PROPOSER’S WARRANTY: 

 
The Proposer’s Warranty is included in the Response Forms Section, see Page RF-1.  The form 
must be completed and signed by the Proposer’s duly authorized representative. 

 
 

7 RESPONSE: 
 

Proposer shall complete and submit with the Proposal the Response Forms and Request for 
Proposal Questionnaire, Pages RF-1 through RF-3 and RFP-1 through RFP-14. 
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GENERAL REQUIREMENTS 
 

1. ADDITIONAL INFORMATION: 
1.1 Preparing Responses: 
 

Each Proposal must contain the signature of the duly authorized representative of the 
Proposer on Page RF-1, Proposer’s Warranty. Failure to properly complete and submit 
to the Authority the information requested in this RFP may result in rejection of a 
Proposal from consideration. It is important that each section of the Proposal is 
completed fully in accordance with the RFP requirements (including, without limitations 
the information required in the Submission Requirements and the Request Forms).  

 
1.2 Lobbying: 

 
The Authority has established Policy 180.01 to govern lobbying activities. In general, 
lobbying of decision makers is prohibited during the decision process. The policy is 
available on the Authority website and in the reception area of the Authority offices. It is 
the responsibility of each Proposer to adhere to this policy. Penalties for not doing so are 
described in Policy 180.01. 

 
1.3 Waiver and/or Rejection of Responses: 
 

The Authority reserves the right to waive informalities or irregularities in any Proposals, 
to reject any and all Proposals in whole or in part, with or without cause, and to accept 
that Proposal, if any, which in its judgment best meets the needs of the Authority. The 
Authority reserves the right but not the obligation to short list Proposers and/or to 
conduct interviews and/or demonstrations with either all Proposers or those that are 
short listed for further consideration. 
 

1.4       Rejection of Irregular Proposals: 
 

1.4.1. Proposal will be considered irregular and may be rejected by the Authority  
if it is improperly executed, shows omissions, alterations of form, additions 
not called for, conditions, limitations, or unauthorized alternate Proposals, 
fails to include the proper Proposal Guaranty (if required), Agreement 
references, other certificates, affidavits, statements, or information required to 
be included with Proposals, including, but not limited to, the Proposer's fees, 
or contains other irregularities of any kind. 

 
1.4.1  The Authority has adopted a policy which addresses, among other things, the 

obligations of the Authority's employees with respect to having an interest in 
business entities, unauthorized compensation and acceptance of gifts. Please 
be aware that any act by a Proposer that could cause an Authority employee 
to violate the policy is sufficient cause for the denial of the right of the 
Proposer to propose on any Agreement or sell any materials, supplies, 
equipment or services to the Authority for a period of time that is determined 
by the Executive Director. A copy of the policy is available upon request 
from the Manager of Board Services. 

 
 

1.5 Notice Of Intent To Award Agreement: 
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Unless all Proposals are rejected by the Authority, a Notice of Intent to Award is 
anticipated to be provided within one hundred twenty (120) days from the opening of 
Proposals to the responsible and responsive Proposer submitting the Proposal deemed to 
be most advantageous to the Authority, fees and other factors being considered. For all 
procurements, the Authority reserves the right to reject any or all Proposals and to 
cancel the procurement or to solicit new Proposals. 

 
1.6 Proprietary Information: 
 

1.6.1 In accordance with Chapter 119 of the Florida Statutes (Public Records Law) 
and except as may be provided by other applicable State and Federal Law, all 
Proposers should be aware that the Request for Competitive Proposals and 
the responses thereto are in the public domain.  However, the Proposers are 
requested to identify specifically any information contained in their Proposals 
which they believe to be exempt from disclosure, citing specifically the 
applicable exempting law.  The Authority will consider a Proposer’s opinions 
regarding the applicability of Chapter 119, Florida Statutes, but shall not be 
obligated to concur in such opinions. 

 
1.6.2 All Proposals received from Proposers in response to this Request for 

Competitive Proposals will become the property of the Authority and will 
not be returned to the Proposers.  In the event of Agreement award, all 
documentation produced as part of the Agreement will become the exclusive 
property of the Authority. 

 
1.7 WITHDRAWAL OF PROPOSALS: 

 
No Proposal may be withdrawn after the scheduled Proposal opening time for a period 
of ninety (90) days. Any Proposer withdrawing or attempting to withdraw its Proposal 
prior to the expiration of the ninety (90) day period shall be obligated to reimburse the 
Authority for all its costs incurred in connection with such withdrawal or attempted 
withdrawal including, without limitation, any increased costs for procuring the goods or 
services from another Proposer or all costs of advertising and re-procuring the goods or 
services, and all attorneys’ fees, in addition to payment of Authority’s other damages. A 
Proposer’s submission of a Proposal shall be deemed the Proposer’s acknowledgment of 
and agreement to the provisions of this Section. 

        
2. DESCRIPTION OF REQUIRED SERVICES 
 

The services defined in the Agreement will be binding and will supersede this section of the RFP 
if inconsistent with the description of required serves defined in this section. 

 
     To whom the contract is awarded, the Proposer shall: 
 

2.1 Maintain accounts and information for individuals, including beneficiary information.  
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2.2 Provide services and information directly to employees, including investment planning 
tools, transaction confirmations and quarterly statements.  Please note that the use of 
agents to assist participants is optional.   

 
2.3 Have systems that provide: 

 
2.3.1 an established backup plan in place that ensures the proposer can restore all 

participant data, transaction history, and other client-related data in the event of a 
system malfunction or failure. 

 
2.3.2 an established disaster recovery plan in place that includes procedures and 

regularly scheduled testing. 
 

2.4 Pay distributions directly to employees and beneficiaries with appropriate tax reporting. 
 

2.5 Provide loan services including the appropriate tax reporting. 
 

2.6 Plan termination and service termination services.  
 

2.7 Provide the Authority with professional advice and assistance necessary in order to 
transition from the current plan. 

 
 

3. ADDITIONAL SERVICES: 
 

If during the term of the Agreement additional services are needed, the Authority may 
engage the selected Record Keeper to perform these services.  The selected Record 
Keeper shall upon receipt of the written request for additional services perform such 
additional services in accordance with the terms of the Agreement.  All additional 
services will be documented by engagement memoranda to be approved by the 
Authority. 
 

4. EVALUATION CRITERIA: 
 

4.1 The Authority intends to select the Firm that best meets the needs of the Authority, in the 
Authority’s exclusive discretion.  The evaluation criteria do not have any specific 
predetermined relative weight.  The consideration of individual criterion is merely a tool 
to assist the Authority in determining which Proposal is most advantageous, as a whole, 
to the Authority, price and other factors being considered.  The relative advantages of a 
Proposer’s responses with respect to one criterion may outweigh shortcomings of that 
Proposer’s responses in one or more other criterion, depending on the relative disparities 
in the qualities of the responses in each criterion and the relative importance of certain 
criteria to each other, as determined in the exclusive discretion of the Authority. 

 
4.2 The Proposer’s experience including without limitation experience with government plans 

as it relates to the required services described above. It is the responsibility of the 
Proposer to provide references and information that most closely demonstrate such 
experience.  
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4.3 For all Proposers who satisfy the Minimum Requirements in Section 2 of the Submission 

Requirements, the Authority will consider the following items, in connection with its 
evaluation of Proposals: 

 
4.3.1 Qualifications, experience and reputation of the Proposer, including prior or 

pending litigation against the Proposer.  The Authority reserves the right to 
determine, in its sole discretion, the degree to which the Proposer’s experience 
and qualifications are consistent with the size, complexity, and requirements of 
the Authority’s Defined Contribution Plan Record Keeper requirements. 

 
4.3.2 Qualifications, experience and reputation of the proposed Engagement Team, 

including the Team Leader for the team.  The Authority reserves the right to 
determine, in its sole discretion, the degree to which the Engagement Team’s 
experience and qualifications are consistent with the size, complexity, and 
requirements of the Authority’s Defined Contribution Plan Record Keeper 
requirements. 

   
4.3.3 The proposed fees to be charged by the Proposer. 

 
 

5. SELECTION PROCESS 
 

5.1 At a public meeting the Authority’s Retirement Benefits Committee (“RBC”), with the 
assistance of the Authority’s Pension Plan Investment Consultant, Dahab Associates 
(“Dahab”), will evaluate the proposals and may undertake a short-listing process, to 
ultimately select the most responsible and responsive Proposer submitting the Proposal 
which the RBC deems to be the most advantageous to the Authority, fees and other factors 
being considered. 

 
5.2 The RBC and Dahab shall initially review the Proposals to evaluate whether the Proposers 

meet the minimum requirements set forth in this RFP and have provided all required 
information.  The RBC and Dahab will then evaluate the Proposals of the Proposers that 
satisfy the minimum requirements and have provided such information to identify a short 
list of those Proposers that are deemed by the RBC, in its sole discretion, to be the most 
highly qualified to provide the requested services (based on the evaluation criteria 
provided above). 

 
5.3 The RBC may, at its sole discretion, conduct interviews and/or request presentations with 

each of the short-listed Proposers.     
 

5.4 Immediately following scheduled presentations and/or interview sessions, if any (and if 
none, following the short-listing process) the RBC shall conduct a public meeting to 
evaluate and rank the qualifications of each short-listed Proposer.  A recommendation of 
award will be presented to the Finance Committee and the Authority Board.    
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RESPONSE FORMS 

 
 

PROPOSER’S WARRANTY 
 
 

This page must be completed, signed and submitted with the Proposal. 
 
 
The undersigned person by the undersigned's signature affixed hereon warrants that: 

 
1.1 The undersigned has carefully reviewed all of the materials and data provided in the 

Proposer’s response on behalf of the Proposer and, after specific inquiry, believes all of 
the material and data to be true and correct; 

 
1.2 The proposal offered by the Proposer is in full compliance with the Minimum 

Requirements set forth in this RFP, including without limitation the requirements in 
Section 2 of the Submission Requirements; 

 
1.3 The Proposer authorizes the Authority, its staff or consultants to contact any of the 

references provided in the response and specifically authorizes such references to release 
either orally or in writing, any appropriate data with respect to the Proposer and its  
Engagement Team members; 

 
1.4 The undersigned has been specifically authorized to accept and commit Proposer to 

execute the attached Agreement (Page A-1 through Page A-14) in full compliance with all 
requirements and conditions as set forth in this RFP, if the Proposer is awarded the 
Contract. 

 
1.5 If awarded the Contract, the Proposer shall provide upon award evidence of the ability of 

the Proposer to meet the insurance requirements as described in Exhibit “C”, Page A-14, 
of the Agreement for Record Keeping Services.  

 
1.6 The undersigned acknowledges its responsibility to ensure receipt of the entire RFP and 

any addenda. 
 
 
 
         

Name of Proposer 
 
 

       
Signature of Authorized Representative 

 
 

        
Typed or Printed Name of Authorized Representative 

 
 
    __________   
Title 

 
 

       
Date 
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CERTIFICATION OF NON-SEGREGATED FACILITIES 

 
 

Each Proposer shall complete, sign and include in its Proposal this Certificate of Non-Segregated 
Facilities. Proposer certifies that it does not maintain or provide for its employees any segregated 
facilities at any of its establishments, and that it do not permit its employees to perform their 
services at any location under its control, where segregated facilities are maintained. Proposer 
certifies further that it will not maintain or provide for its employees segregated facilities at any of its 
establishments, and that it will not permit its employees to perform their services at any location 
under its control, where segregated facilities are maintained. Proposer agrees that a breach of this 
certification is a violation of the equal opportunity clause in this Contract. As used in this 
certification, the term "segregated facilities" means any waiting rooms, work areas, restrooms and 
washrooms, restaurants and other eating areas, time clocks, locker rooms and other storage or 
dressing areas, parking lots, drinking fountains, recreation or entertainment areas, transportation 
and housing facilities provided for employees which are segregated by explicit direction or are in 
fact segregated on the basis of race, color, religion, or national origin, because of habit, local 
custom, or any other reason. Proposer agrees that (except where it has obtained identical 
certifications from proposed subcontractors for specific time period) it will obtain identical 
certifications from proposed subcontractors prior to the award of subcontracts exceeding Ten 
Thousand Dollars ($10,000.00) which are not exempt from the provisions of the equal opportunity 
clause, and that it will retain such certifications in its files. 
 
 

___________________________ 
 (Name of Proposer) 

 
 

By:___________________________ 
(Signature) 

 
 
Date: ___________________ Title: ___________________________ 
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NO RESPONSE 

 
TO 

 
REQUEST FOR PROPOSALS 

 
 
If your firm is unable to submit a Proposal at this time, please provide the information requested in 
the space provided below and return to: 

 
GREATER ORLANDO AVIATION AUTHORITY 

Attn:  Kathy Bond 
5855 Cargo Road 

          Orlando, Florida 32827 
 
 
We have received the Request for Proposal for Record Keeping Services for the Defined 
Contribution Plan for the Greater Orlando Aviation Authority at the Orlando International Airport, 
Human Resources Office, 5855 Cargo Road, Orlando, Florida  328270. 
. 
Our firm’s reason for not submitting a Proposal is: 

 
 
                 
 
                 
 
                 
 
                 
 
 

 
 

Company Name 
 

By:_______________________________________ 
 
 

Its:______________________________________ 
       Name & Title, Typed or Printed 
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GGrreeaatteerr  OOrrllaannddoo  AAvviiaattiioonn  AAuutthhoorriittyy  

RReeccoorrdd  KKeeeeppeerr  ffoorr  DDeeffiinneedd  CCoonnttrriibbuuttiioonn  PPllaann  
RReeqquueesstt  ffoorr  PPrrooppoossaall  ––  22001100  

(Questionnaire) 
  

RREECCOORRDD  KKEEEEPPIINNGG  SSEERRVVIICCEESS  
  

CCOOMMPPAANNYY  NNAAMMEE   

PPRRIINNCCIIPPAALL  AADDDDRREESSSS   
TTEELLEEPPHHOONNEE  NNUUMMBBEERR   

IINNDDIIVVIIDDUUAALL  CCOOMMPPLLEETTIINNGG  TTHHIISS  RRFFPP   
PPOOSSIITTIIOONN   

EEMMAAIILL  AADDDDRREESSSS   
MMAAIILLIINNGG  AADDDDRREESSSS    ((IIFF  DDIIFFFFEERREENNTT  FFRROOMM  AABBOOVVEE))   

TTEELLEEPPHHOONNEE  NNUUMMBBEERR    ((IIFF  DDIIFFFFEERREENNTT  FFRROOMM  AABBOOVVEE))   

FFAAXX  NNUUMMBBEERR   
DDAATTEE  CCOOMMPPLLEETTEEDD   

FFIIRRMM  NNAAMMEE   
  
  

OORRGGAANNIIZZAATTIIOONN  
 
SSuummmmaarryy::  

  
GGEENNEERRAALL  IINNFFOORRMMAATTIIOONN::  
  

FFIIRRMM  NNAAMMEE  
LLOOCCAATTIIOONN  OOFF  HHEEAADDQQUUAARRTTEERRSS  

SSTTAATTEE  TTHHEE  PPAARREENNTT  CCOOMMPPAANNYY  OORR  IIFF  IINNDDEEPPEENNDDEENNTT  
TToottaall  AAsssseettss  UUnnddeerr  MMaannaaggeemmeenntt  

YYEEAARR  FFOOUUNNDDEEDD  
YYEEAARR  RREEGGIISSTTEERREEDD  

CCOONNTTAACCTT  NNAAMMEE  
CCOONNTTAACCTT  NNUUMMBBEERR  

CCOONNTTAACCTT  EEMMAAIILL  
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FFIIRRMM  AAFFFFIILLIIAATTIIOONN  

  
11..  IISS  TTHHEE  FFIIRRMM  IINNDDEEPPEENNDDEENNTT??   
22..  IISS  TTHHEE  FFIIRRMM  RREEGGIISSTTEERREEDD  UUNNDDEERR  TTHHEE  IINNVVEESSTTMMEENNTT  AADDVVIISSOORRSS  AACCTT  OOFF  11994400??   

          33..  IISS  TTHHEE  FFIIRRMM  AA  SSUUBBSSIIDDIIAARRYY  OOFF,,  OORR  RREELLAATTEEDD  IINN  AANNYY  WWAAYY  TTOO::  
AA  BBRROOKKEERRAAGGEE  FFIIRRMM   

IINNSSUURRAANNCCEE  CCOOMMPPAANNYY   
AA  BBAANNKK   
OOTTHHEERR   

44..  WWHHAATT  IISS  TTHHEE  NNAAMMEE  OOFF  TTHHEE  PPAARREENNTT  CCOOMMPPAANNYY,,  IIFF  AANNYY??  
    

55..  PPLLEEAASSEE  PPRROOVVIIDDEE  DDEETTAAIILLSS  OOFF  TTHHEE  OOWWNNEERRSSHHIIPP  SSTTRRUUCCTTUURREE  OOFF  TTHHEE  FFIIRRMM..  
    

66..  IIFF  TTHHEE  FFIIRRMM  IISS  RREELLAATTEEDD  IINN  AANNYY  FFAASSHHIIOONN  ((FFIINNAANNCCIIAALLLLYY  OORR  OOTTHHEERRWWIISSEE))  TTOO  AANNYY  OOTTHHEERR  EENNTTIITTYY,,  EEXXPPLLAAIINN..  
    

  

GGEENNEERRAALL  BBAACCKKGGRROOUUNNDD  IINNFFOORRMMAATTIIOONN  
  
11..  PPLLEEAASSEE  GGIIVVEE  AA  BBRRIIEEFF  HHIISSTTOORRYY  OOFF  TTHHEE  FFIIRRMM..  
   

22..  WWHHEENN  WWAASS  TTHHEE  FFIIRRMM  FFOOUUNNDDEEDD?? 
    

33..  WWHHAATT  IISS  YYOOUURR  FFIIRRMM’’SS  EEXXPPEERRIIEENNCCEE  WWIITTHH  PPUUBBLLIICC  FFUUNNDDSS  ((PPLLEEAASSEE  HHIIGGHHLLIIGGHHTT  YYOOUURR  EEXXPPEERRIIEENNCCEE  WWIITTHH  
FFLLOORRIIDDAA  PPUUBBLLIICC  FFUUNNDDSS  IINN  YYOOUURR  RREESSPPOONNSSEE))??  

    
44..  AARREE  YYOOUU  NNOOWW  TTHHEE  SSUUBBJJEECCTT  OOFF  AANN  SSEECC  OORR  OOTTHHEERR  RREEGGUULLAATTOORRYY  BBOODDYY  SSAANNCCTTIIOONN??    IIFF  SSOO,,  EEXXPPLLAAIINN..  
   

55..  HHAASS  TTHHEE  FFIIRRMM  EEVVEERR  BBEEEENN  SSUUBBJJEECCTT  TTOO  AANN  SSEECC  OORR  OOTTHHEERR  RREEGGUULLAATTOORRYY  BBOODDYY  SSAANNCCTTIIOONN??  IIFF  SSOO,,  EEXXPPLLAAIINN..  
    

66..  
DDIISSCCUUSSSS,,  IINN  DDEETTAAIILL,,  AANNYY  LLIITTIIGGAATTIIOONN  AANNDD//OORR  RREEGGUULLAATTOORRYY  AACCTTIIOONN  BBRROOUUGGHHTT  AAGGAAIINNSSTT  TTHHEE  FFIIRRMM  

IINN  TTHHEE  LLAASSTT  FFIIVVEE  YYEEAARRSS..  
    

77..  PPLLEEAASSEE  PPRROOVVIIDDEE  DDEETTAAIILLSS  OONN  TTHHEE  FFIINNAANNCCIIAALL  CCOONNDDIITTIIOONN  OOFF  TTHHEE  FFIIRRMM..  
   

88..  WWHHAATT  EEFFFFEECCTT  HHAASS  TTHHEE  CCUURRRREENNTT  EECCOONNOOMMIICC  EENNVVIIRROONNMMEENNTT  HHAADD  OONN  TTHHEE  FFIIRRMM??  
   

99..  AASS  OOFF  TTHHEE  MMOOSSTT  RREECCEENNTT  QQUUAARRTTEERR,,  PPLLEEAASSEE  PPRROOVVIIDDEE  AA  BBRREEAAKKDDOOWWNN  OOFF  YYOOUURR  CCLLIIEENNTTSS  AANNDD  TTOOTTAALL  AASSSSEETTSS::  
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  NNUUMMBBEERR  OOFF  PPLLAANNSS  

TTYYPPEE  PPLLAATTFFOORRMM    
OONNLLYY  

RREECCOORRDDKKEEEEPPIINNGG  
OONNLLYY  

CCOOMMBBIINNEEDD    
SSOOLLUUTTIIOONN  

445577        
440011  ((AA))        

OOTTHHEERR::        
        
        

TToottaall        
 
  
1100..  AASS  OOFF  TTHHEE  MMOOSSTT  RREECCEENNTT  QQUUAARRTTEERR,,  PPLLEEAASSEE  PPRROOVVIIDDEE  AA  BBRREEAAKKDDOOWWNN  OOFF  CCLLIIEENNTT  AASSSSEETTSS::  
  

  NNUUMMBBEERR  OOFF  PPLLAANNSS  
TTYYPPEE  UUNNDDEERR  $$2255MMMM  $$2255MMMM--$$5500MMMM  $$5500MMMM++  

445577        

440011  ((AA))        

OOTTHHEERR::        

        

        
TToottaall        

  
  NNUUMMBBEERR  OOFF  PPLLAANNSS  

TTYYPPEE  UUNNDDEERR  $$2255MMMM  $$2255MMMM--$$5500MMMM  $$5500MMMM++  

PPLLAATTFFOORRMM  OONNLLYY        
RREECCOORRDDKKEEEEPPIINNGG  

OONNLLYY  
      

CCOOMMBBIINNEEDD  SSOOLLUUTTIIOONN        
TToottaall        

  
  
1111..  WWHHAATT  AARREE  YYOOUURR  FFIIRRMM’’SS  PPLLAANNSS  FFOORR  GGRROOWWTTHH  OOFF  TTHHEESSEE  AASSSSEETTSS??  

   
1122..  AARREE  TTHHEERREE  PPLLAANNSS  FFOORR  LLIIMMIITTIINNGG  GGRROOWWTTHH  IINN  AANNYY  OOFF  TTHHEE  AABBOOVVEE  AARREEAASS??  

   
1133..  HHOOWW  DDOOEESS  YYOOUURR  FFIIRRMM  PPLLAANN  TTOO  SSTTAAFFFF  FFOORR  TTHHEE  GGRROOWWTTHH  DDEESSCCRRIIBBEEDD  AABBOOVVEE??  

   
1144..  SSTTAATTEE  TTHHEE  AAVVEERRAAGGEE  SSIIZZEE  OOFF  TTHHEE  FFIIRRMM’’SS  55  LLAARRGGEESSTT  FFUUNNDDSS..  

    
1155..  IINNDDIICCAATTEE  TTHHEE  NNUUMMBBEERR  OOFF  PPLLAANNSS  &&  TTOOTTAALL  AASSSSEETTSS  TTHHEE  FFIIRRMM  GGAAIINNEEDD  &&  LLOOSSTT  IINN  EEAACCHH  CCAATTEEGGOORRYY::  
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GGaaiinneedd  22000055  22000066  22000077  22000088  22000099  
  ##  $$  ##  $$  ##  $$  ##  $$  ##  $$  

445577  PPLLAANNSS            
440011((AA))  PPLLAANNSS            

OOTTHHEERR            
TTOOTTAALL              

  

LLoosstt  22000055  22000066  22000077  22000088  22000099  
  ##  $$  ##  $$  ##  $$  ##  $$  ##  $$  

445577  PPLLAANNSS            
440011  ((AA))  PPLLAANNSS            

OOTTHHEERR            
TTOOTTAALL              

  
1166..  IINNDDIICCAATTEE  TTHHEE  NNUUMMBBEERR  OOFF  PPLLAANNSS  &&  TTOOTTAALL  AASSSSEETTSS  TTHHEE  FFIIRRMM  GGAAIINNEEDD  &&  LLOOSSTT  IINN  EEAACCHH  CCAATTEEGGOORRYY::  

GGaaiinneedd  22000055  22000066  22000077  22000088  22000099  
  ##  $$  ##  $$  ##  $$  ##  $$  ##  $$  

PPLLAATTFFOORRMM  OONNLLYY            
RREECCOORRDDKKEEEEPPIINNGG  

OONNLLYY            
CCOOMMBBIINNEEDD  
SSOOLLUUTTIIOONN            

TTOOTTAALL              
  
  

LLoosstt  22000055  22000066  22000077  22000088  22000099  
  ##  $$  ##  $$  ##  $$  ##  $$  ##  $$  

PPLLAATTFFOORRMM  OONNLLYY            
RREECCOORRDDKKEEEEPPIINNGG  

OONNLLYY            
CCOOMMBBIINNEEDD  
SSOOLLUUTTIIOONN            

TTOOTTAALL              
  

1177..  PPLLEEAASSEE  DDIISSCCUUSSSS  AANNYY  UUNNUUSSUUAALLLLYY  LLAARRGGEE  NNUUMMBBEERR  OOFF  AACCCCOOUUNNTTSS  OORR  AASSSSEETTSS  LLOOSSTT..  
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RREECCOORRDDKKEEEEPPIINNGG    
 
11..  DDEESSCCRRIIBBEE  YYOOUURR  OORRGGAANNIIZZAATTIIOONNAALL  PPHHIILLOOSSOOPPHHYY//AAPPPPRROOAACCHH  TTOO  CCLLIIEENNTT  RREECCOORRDD  KKEEEEPPIINNGG    SSEERRVVIICCEESS..  
   

22..  AARREE  YYOOUU  CCUURRRREENNTTLLYY  PPAARRTTIICCIIPPAATTIINNGG  IINN  AANNYY  AALLLLIIAANNCCEESS  OORR  JJOOIINNTT  MMAARRKKEETTIINNGG  EEFFFFOORRTTSS??  IIFF  SSOO,,  PPLLEEAASSEE  
DDEESSCCRRIIBBEE  IINN  DDEETTAAIILL..  

   
33..  WWHHAATT  IISS  TTHHEE  AAVVEERRAAGGEE  NNUUMMBBEERR  OOFF  CCLLIIEENNTTSS  MMAANNAAGGEEDD  BBYY  TTHHEE  TTEEAAMM  LLEEAADDEERR??  
   

44..  WWHHAATT  TTYYPPEE  OOFF  TTRRAAIINNIINNGG  IISS  RREEQQUURREEDD  FFOORR  NNEEWW  EEMMPPLLOOYYEEEESS  BBEEFFOORREE  TTHHEEYY  CCAANN  WWOORRKK  OONN  CCLLIIEENNTT  PPLLAANNSS?? 
   

55..  HHOOWW  MMAANNYY  OOFF  TTHHEE  FFIIRRMM’’SS  EEMMPPLLOOYYEEEESS  WWOORRKK  IINN  TTHHEE  DDEEFFIINNEEDD  CCOONNTTRRIIBBUUTTIIOONN  AARREEAA??    PPRROOVVIIDDEE  AA  BBRREEAAKKDDOOWWNN  
BBYY  FFUUNNCCTTIIOONN..  

    
66..  IINNDDIICCAATTEE  HHOOWW  MMAANNYY  YYEEAARRSS  YYOOUURR  CCOOMMPPAANNYY  HHAASS  BBEEEENN  AACCTTIIVVEE  IINN  TTHHEE  DDEEFFIINNEEDD  CCOONNTTRRIIBBUUTTIIOONN  BBUUSSIINNEESSSS  

((IINNDDIICCAATTEE  TTHHEE  PPEERRIIOODD  OOFF  TTIIMMEE  FFOORR  EEAACCHH  SSEERRVVIICCEESS,,  IIFF  DDIIFFFFEERREENNTT,,  SSUUCCHH  AASS  IINNVVEESSTTMMEENNTT  MMAANNAAGGEEMMEENNTT  FFOORR  
XX  YYEEAARRSS,,  RREECCOORRDDKKEEEEPPIINNGG  FFOORR  YY  YYEEAARRSS,,  TTRRUUSSTTEEEE  SSEERRVVIICCEESS  FFOORR  ZZ  YYEEAARRSS,,  EETTCC..))  

    
77..  DDOO  YYOOUURR  SSYYSSTTEEMM  CCAAPPAABBIILLIITTIIEESS  AALLLLOOWW  FFOORR  DDAAIILLYY  VVAALLUUAATTIIOONNSS??  
    

88..  PPLLEEAASSEE  DDEESSCCRRIIBBEE  IINN  DDEETTAAIILL  TTHHEE  SSEERRVVIICCEESS  YYOOUU  OOFFFFEERR  TTOO  PPAARRTTIICCIIPPAANNTTSS  AANNDD  SSPPOONNSSOORRSS  WWIITTHH  RREESSPPEECCTT  TTOO  
VVAARRIIOOUUSS  PPLLAANN  EEVVEENNTTSS,,  SSUUCCHH  AASS  EENNRROOLLLLMMEENNTTSS,,  WWIITTHHDDRRAAWWAALLSS,,  CCOONNTTRRIIBBUUTTIIOONNSS,,  EETTCC..  

    
99..  DDEESSCCRRIIBBEE  TTHHEE  CCAAPPAABBIILLIITTIIEESS  OOFF  YYOOUURR  OORRGGAANNIIZZAATTIIOONN’’SS  SSYYSSTTEEMM  WWIITTHH  RREESSPPEECCTT  TTOO  TTHHEE  FFOOLLLLOOWWIINNGG  IITTEEMMSS::  
  --MMAAXXIIMMUUMM  NNUUMMBBEERR  OOFF  TTYYPPEESS  OOFF  AACCCCOOUUNNTTSS  PPEERR  PPAARRTTIICCIIPPAANNTT  

    
  --AALLTTEERRNNAATTEE  PPAAYYEEEE  AACCCCOOUUNNTT  AASS  MMAAYY  BBEE  RREEQQUUIIRREEDD  BBYY  AA  QQUUAALLIIFFIIEEDD  DDOOMMEESSTTIICC  RREELLAATTIIOONNSS  OORRDDEERR  ((QQDDRROO))..  
    
  --VVEESSTTIINNGG  SSEERRVVIICCEE..  
    
  --SSTTAATTUUSS  IINNDDIICCAATTOORRSS  ——  AACCTTIIVVEE,,  RROOLLLLOOVVEERR,,  RREETTIIRREEDD,,  PPEENNDDIINNGG..  
    
  --SSOOUURRCCEE  OOFF  IINNPPUUTT  --  OONN--LLIINNEE,,  TTAAPPEE,,  EETTCC..  
    
  --RREECCOORRDD  CCAAPPAACCIITTYY,,  RREECCOORRDD  LLEENNGGTTHH,,  EETTCC..  
    
  --FFRREEQQUUEENNCCYY  OOFF  DDAATTAA  SSUUBBMMIISSSSIIOONNSS..  
    
  --NNUUMMBBEERR  OOFF  TTRRAANNSSAACCTTIIOONNSS  PPRROOCCEESSSSEEDD  PPEERR  MMOONNTTHH..  
    
  --NNUUMMBBEERR  OOFF  YYEEAARRSS  OOFF  HHIISSTTOORRIICCAALL  DDAATTAA  TTHHAATT  IISS  AAVVAAIILLAABBLLEE  OONN--LLIINNEE..  
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  --CCOONNTTRRIIBBUUTTIIOONNSS  BBYY  EEMMPPLLOOYYEERR..  
    

1100..  DDEESSCCRRIIBBEE  TTHHEE  TTUURRNNAARROOUUNNDD  WWIITTHH  RREESSPPEECCTT  TTOO  TTHHEE  UUPPDDAATTIINNGG  OOFF  RREECCOORRDDSS  AANNDD  TTHHEE  AACCTTUUAALL  
IINNVVEESSTTIINNGG//DDIISSBBUURRSSEEMMEENNTT  OOFF  TTHHEE  FFUUNNDDSS  FFOORR  EEAACCHH  OOFF  TTHHEE  FFOOLLLLOOWWIINNGG  TTRRAANNSSAACCTTIIOONNSS::  

  --CCOONNTTRRIIBBUUTTIIOONNSS  AANNDD  LLOOAANN  PPAAYYMMEENNTTSS..  
    
  --RREEIINNVVEESSTTMMEENNTTSS  //TTRRAANNSSFFEERRSS..  
    
  --DDIISSTTRRIIBBUUTTIIOONNSS..  
    
  --CCOONNFFIIRRMMSS..  
    

1111..  DDOOEESS  YYOOUURR  OORRGGAANNIIZZAATTIIOONN  RREEQQUUIIRREE  PPAAYYRROOLLLL  DDAATTAA  BBEE  SSEENNTT  IINN  AA  SSPPEECCIIFFIICC  FFOORRMMAATT??    WWHHAATT  TTYYPPEE  OOFF  
DDEEVVIICCEESS  CCAANN  BBEE  UUSSEEDD??    CCAANN  YYOOUU  AACCCCOOMMMMOODDAATTEE  MMUULLTTIIPPLLEE  PPAAYYRROOLLLLSS??    CCAANN  YYOOUU  AACCCCOOMMMMOODDAATTEE  WWEEEEKKLLYY,,  
BBII--WWEEEEKKLLYY,,  MMOONNTTHHLLYY  AANNDD  SSEEMMII--MMOONNTTHHLLYY  PPAAYY  CCYYCCLLEESS  FFOORR  TTHHEE  SSAAMMEE  PPLLAANN??  

    
1122..  HHOOWW  OOFFTTEENN  DDOO  YYOOUU  RREECCOONNCCIILLEE  TTRRUUSSTT  AASSSSEETTSS  TTOO  PPAARRTTIICCIIPPAANNTT  RREECCOORRDDSS??    DDOO  YYOOUU  EENNSSUURREE  TTHHEE  PPLLAANN  IISS  

BBAALLAANNCCEEDD  OONN  AA  DDAAIILLYY  BBAASSIISS??    IIFF  SSOO,,  HHOOWW??  
    

1133..  DDEESSCCRRIIBBEE  YYOOUURR  PPRROOCCEEDDUURREESS  FFOORR  RREECCOONNCCIILLIINNGG  WWIITTHH  TTHHEE  TTRRAANNSSFFEERR  AAGGEENNTTSS  FFOORR  TTHHEE  MMUUTTUUAALL  FFUUNNDDSS..  
    

1144..  DDEESSCCRRIIBBEE  YYOOUURR  MMEETTHHOODD  OOFF  IINNTTEERRNNAALL  CCHHEECCKKIINNGG  PPRROOCCEEDDUURREESS..  
    

1155..  HHOOWW  LLOONNGG  DDOO  YYOOUU  MMAAIINNTTAAIINN  PPAARRTTIICCIIPPAANNTT  DDAATTAA??  
    

1166..  IIDDEENNTTIIFFYY  AANNYY  RREECCEENNTT  OORR  PPLLAANNNNEEDD  EENNHHAANNCCEEMMEENNTTSS  TTOO  TTHHEE  DDAAIILLYY  RREECCOORRDDKKEEEEPPIINNGG  FFUUNNCCTTIIOONN..  
    

 
PPLLAANN  AADDMMIINNIISSTTRRAATTIIOONN  

 

11..  PPLLEEAASSEE  IINNDDIICCAATTEE  IIFF  TTHHEE  FFOOLLLLOOWWIINNGG  AARREE  OOFFFFEERREEDD,,  AANNDD  IIFF  TTHHEERREE  IISS  AANNYY  AADDDDIITTIIOONNAALL  CCOOSSTT  AASSSSOOCCIIAATTEEDD  
WWIITTHH  TTHHEE  SSEERRVVIICCEE..  

  --  PPAAYYOOUUTTSS  FFOORR  AACCCCOOUUNNTTSS  LLEESSSS  TTHHAANN  $$55,,000000..  
    
  --  LLUUMMPP  SSUUMM  DDIISSTTRRIIBBUUTTIIOONNSS  AANNDD  WWIITTHHDDRRAAWWAALLSS..  
    
  --    HHAARRDDSSHHIIPP  WWIITTHHDDRRAAWWAALLSS..  
    
  --    RROOLLLLOOVVEERRSS  IINNTTOO  AANNDD  OOUUTT  OOFF  TTHHEE  PPLLAANN..  
    
  --    CCOOMMPPRREEHHEENNSSIIVVEE  PPLLAANN  SSPPOONNSSOORR  RREEPPOORRTTIINNGG  PPAACCKKAAGGEE..  
    
  --    EELLIIGGIIBBIILLIITTYY  MMOONNIITTOORRIINNGG  AANNDD  TTRRAACCKKIINNGG  OOFF  SSTTAATTUUSS  CCOODDEESS..  
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  --    BBEENNEEFFIICCIIAARRYY  MMOONNIITTOORRIINNGG  AANNDD  CCHHAANNGGEESS..  
    
  --    PPEERRIIOODDIICC  MMAAIILLIINNGGSS  TTOO  PPAARRTTIICCIIPPAANNTTSS  RREEGGAARRDDIINNGG  CCUURRRREENNTT  BBEENNEEFFIICCIIAARRYY..  
    
  --    CCRREEAATTIIOONN  OOFF  11009999--RR,,  11009966  AANNDD  994455  FFOORRMMSS..  
    

22..  
WWHHAATT  AARREE  YYOOUURR  PPRROOCCEEDDUURREESS  FFOORR  HHAANNDDLLIINNGG  IINNCCOOMMIINNGG  RROOLLLLOOVVEERRSS  AANNDD  PPLLAANN  TTOO  PPLLAANN  TTRRAANNSSFFEERRSS??    WWIILLLL  
YYOOUU  AACCCCEEPPTT  RROOLLLLOOVVEERRSS  DDIIRREECCTTLLYY  FFRROOMM  AANNOOTTHHEERR  CCOOMMPPAANNYY??    IIDDEENNTTIIFFYY  AANNYY  FFEEEESS  AASSSSOOCCIIAATTEEDD  WWIITTHH  
AACCCCEEPPTTIINNGG  RROOLLLLOOVVEERRSS..    

    
33..  HHOOWW  AARREE  EERRRROORRSS  HHAANNDDLLEEDD  TTHHRROOUUGGHH  YYOOUURR  SSYYSSTTEEMM  FFOORR::  
  --  CCOONNTTRRIIBBUUTTIIOONNSS  
    
  --  WWIITTHHDDRRAAWWAALLSS//DDIISSTTRRIIBBUUTTIIOONNSS  ((BBOOTTHH  OOVVEERR--  AANNDD  UUNNDDEERR--PPAAYYMMEENNTTSS))  
    
  --  TTRRAANNSSFFEERRSS  
    
  --  AALLLLOOCCAATTIIOONN  OOFF  EEAARRNNIINNGGSS  
    
  --  TTAAXX  RREEPPOORRTTIINNGG  
    

 
 

TTRRUUSSTTEEEE  SSEERRVVIICCEESS  
 
11..  DDEESSCCRRIIBBEE  YYOOUURR  RROOLLEE  AASS  DDIIRREECCTTEEDD  TTRRUUSSTTEEEE  FFOORR  TTHHEE  PPLLAANN..  HHOOWW  IISS  TTHHIISS  FFUUNNCCTTIIOONN  IINNTTEEGGRRAATTEEDD  WWIITTHH  TTHHEE  

PPAARRTTIICCIIPPAANNTT  RREECCOORRDD  KKEEEEPPIINNGG??    WWHHAATT  LLIIAABBIILLIITTYY  AARREE  YYOOUU  WWIILLLLIINNGG  TTOO  AASSSSUUMMEE  RREEGGAARRDDIINNGG  TTHHEE  
AADDMMIINNIISSTTRRAATTIIOONN  SSEERRVVIICCEESS  YYOOUU  WWIILLLL  PPRROOVVIIDDEE  TTOO  TTHHEE  CCLLIIEENNTT??  

    
22..  IIFF  YYOOUU  DDOO  NNOOTT  PPRROOVVIIDDEE  TTRRUUSSTTEEEE  SSEERRVVIICCEESS  IINN--HHOOUUSSEE,,  DDEESSCCRRIIBBEE  TTHHEE  DDAAIILLYY  PPRROOTTOOCCOOLLSS  AANNDD  IINNTTEERRFFAACCEESS  TTOO  

TTHHEE  OOUUTTSSIIDDEE  TTRRUUSSTTEEEE..    DDOO  YYOOUU  HHAAVVEE  AALLLLIIAANNCCEE  AARRRRAANNGGEEMMEENNTTSS  OORR  PPRREEFFEERRRREEDD  TTRRUUSSTTEEEE  RREELLAATTIIOONNSSHHIIPPSS??  
    

33..  DDOO  YYOOUU  PPRROOVVIIDDEE  AA  SSEELLFF  DDIIRREECCTTEEDD  BBRROOKKEERRAAGGEE  VVEEHHIICCLLEE??  
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SSEERRVVIICCEESS    
  

11..  PPLLEEAASSEE  PPRROOVVIIDDEE  AA  BBRREEAAKKDDOOWWNN  OOFF  TTHHEE  IINN--HHOOUUSSEE  PPRROOVVIIDDEEDD  SSEERRVVIICCEESS::  
 

  PPRROOVVIIDDEEDD  IINN--HHOOUUSSEE    
  YYEESS  NNOO  AANNNNUUAALL  SSTTAAFFFF  TTUURRNNOOVVEERR  %%  
TTRRUUSSTTEEEE        
RREECCOORRDD  KKEEEEPPIINNGG        
CCOOMMPPLLIIAANNCCEE        
CCAALLLL  CCEENNTTEERR  WWIITTHH  
RREEPPRREESSEENNTTAATTIIVVEESS        

EEMMPPLLOOYYEEEE  EEDDUUCCAATTIIOONN  
AANNDD  CCOOMMMMUUNNIICCAATTIIOONN        

FFIINNAANNCCIIAALL  CCOOUUNNSSEELLIINNGG        
IINNFFOORRMMAATTIIOONN  
TTEECCHHNNOOLLOOGGYY        

  
22..  PPLLEEAASSEE  PPRROOVVIIDDEE  AA  BBRREEAAKKDDOOWWNN  OOFF  TTHHEE  FFIIRRMMSS  SSEERRVVIICCEE  AAPPPPRROOAACCHH::  

  
  PPRROOVVIIDDEEDD  IINN--HHOOUUSSEE    SSTTAAFFFF  TTUURRNNOOVVEERR  %%  
  YYEESS  NNOO  NNUUMMBBEERR  OOFF  SSTTAAFFFF  IINN  TTHHEE  LLAASSTT  33  YYEEAARRSS  
OOFFFFIICCEE  LLOOCCAATTEEDD  IINN  
FFLLOORRIIDDAA          

CCLLIIEENNTT  SSEERRVVIICCEE  
RREEPPSS  IINN  FFLLOORRIIDDAA          

EEMMPPLLOOYYEEEE  SSEERRVVIICCEE  
RREEPPSS  IINN  FFLLOORRIIDDAA          

  
  YYEESS  NNOO  

PPOOOOLLEEDD  AAPPPPRROOAACCHH  ––  AALLLL  RREEPPSS  SSEERRVVIICCEE  AALLLL  PPLLAANNSS      
SSEEMMII--DDEEDDIICCAATTEEDD  AAPPPPRROOAACCHH  ––  GGRROOUUPP  OOFF  RREEPPSS  SSEERRVVIICCEE  AA  CCOORREE  GGRROOUUPP  OOFF  CCLLIIEENNTTSS      
DDEEDDIICCAATTEEDD  TTEEAAMM  ––  RREEPPSS  SSEERRVVIICCEE  AA  VVEERRYY  SSMMAALLLL  NNUUMMBBEERR  OOFF  CCLLIIEENNTTSS      

  
33..  AARREE  YYOOUU  WWIILLLLIINNGG  TTOO  PPRROOVVIIDDEE  PPEERRIIOODDIICC  VVIISSIITTSS  TTOO  UUPPDDAATTEE  TTHHEE  CCLLIIEENNTT  OONN  YYOOUURR  PPEERRFFOORRMMAANNCCEE?? 
    

  
44..  PPLLEEAASSEE  GGIIVVEE  AANN  OOVVEERRVVIIEEWW  OOFF  YYOOUURR  OONNLLIINNEE  CCAAPPAABBIILLIITTYY..  

  YYEESS  NNOO  
VVIIEEWW  OONNLLYY  ––  PPLLAANN  SSPPOONNSSOORR      
TTRRAANNSSAACCTTIIOONN  ––  PPLLAANN  SSPPOONNSSOORR      
VVIIEEWW  OONNLLYY  ––  PPLLAANN  PPAARRTTIICCIIPPAANNTTSS      
TTRRAANNSSAACCTTIIOONN  ––  PPLLAANN  PPAARRTTIICCIIPPAANNTTSS      
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55..  IIFF  AANNYY  OOFF  TTHHEE  AABBOOVVEE  FFUUNNCCTTIIOONNAALLIITTIIEESS  DDOO  NNOOTT  EEXXIISSTT,,  PPLLEEAASSEE  IINNDDIICCAATTEE  AA  TTIIMMEE  FFRRAAMMEE  SSEERRVVIICCEE  WWIILLLL  BBEE  
AAVVAAIILLAABBLLEE..  

    
  
66..  PPLLEEAASSEE  GGIIVVEE  DDEETTAAIILL  AASS  TTOO  YYOOUURR  CCOOMMPPLLIIAANNCCEE  SSEERRVVIICCEESS..  

  YYEESS  NNOO  
IISS  TTHHEERREE  AANN  AADDDDIITTIIOONNAALL  CCOOSSTTSS  FFOORR  UUSSEE  OOFF  CCUUSSTTOOMM  DDOOCCUUMMEENNTTSS      
QQUUAARRTTEERRLLYY  TTEESSTTIINNGG  CCAAPPAABBIILLIITTIIEESS      

  
77..  IIFF  TTHHEERREE  AARREE  AANNYY  AADDDDIITTIIOONNAALL  FFEEEESS,,  AASSSSOOCCIIAATTEEDD  WWIITTHH  TTHHEE  AABBOOVVEE  CCOOMMPPLLIIAANNCCEE  FFUUNNCCTTIIOONNSS,,  PPLLEEAASSEE  

SSPPEECCIIFFYY..  
    

  
88..  PPLLEEAASSEE  GGIIVVEE  DDEETTAAIILL  AASS  TTOO  YYOOUURR  SSEERRVVIICCEE  CCAAPPAABBIILLIITTIIEESS..  

    PPLLAACCEE  AANN  ““XX””  WWHHEERREE  PPRROOVVIIDDEEDD    
  

SSEERRVVIICCEE  PPAARRTT  OOFF  
BBAASSEE  FFEEEE  

NNOOTT--
IINNCCLLUUDDEEDD  IINN  

BBAASSEE  FFEEEE  

AADDDDIITTIIOONNAALL  
FFEEEE    

CCOOSSTT  
((BBPPSS))  

88..11  EENNRROOLLLLMMEENNTT  BBYY  PPHHOONNEE          

88..22  EENNRROOLLLLMMEENNTT  BBYY  IINNTTEERRNNEETT          
88..33  LLOOAANN  AADDMMIINNIISSTTRRAATTIIOONN  VVIIAA  CCAALLLL  CCEENNTTEERR          
88..44  LLOOAANN  AADDMMIINNIISSTTRRAATTIIOONN  VVIIAA  IINNTTEERRNNEETT          
88..55  RROOLLLLOOVVEERR  AADDVVIISSOORRYY  SSEERRVVIICCEESS          
88..66  IINNVVEESSTTMMEENNTT  IINNQQUUIIRRIIEESS  VVIIAA  CCAALLLL  CCEENNTTEERR          
88..77  WWIITTHHDDRRAAWWAALL  AAPPPPRROOVVAALLSS  VVIIAA  CCAALLLL  CCEENNTTEERR          
88..88  WWIITTHHDDRRAAWWAALL  AAPPPPRROOVVAALLSS  VVIIAA  IINNTTEERRNNEETT          
88..99  IINNVVEESSTTMMEENNTT  IINNQQUUIIRRIIEESS  VVIIAA  CCAALLLL  CCEENNTTEERR          
88..1100  SSPPAANNIISSHH  CCAALLLL  CCEENNTTEERR  SSEERRVVIICCEESS          

88..1111  
AABBIILLIITTYY  TTOO  PPRROOJJEECCTT  AANNDD  MMOODDEELL  FFUUTTUURREE  
PPAARRTTIICCIIPPAANNTT  AACCCCOOUUNNTT  BBAALLAANNCCEESS  BBAASSEEDD  OONN  
AASSSSUUMMPPTTIIOONNSS  

        

88..1122  PPLLAANN  TTRRAANNSSAACCTTIIOONN  LLIIMMIITTSS  MMOONNIITTOORREEDD          
88..1133  IINNVVEESSTTMMEENNTT  TTRRAANNSSFFEERRSS  VVIIAA  CCAALLLL  CCEENNTTEERR          
88..1144  IINNVVEESSTTMMEENNTT  TTRRAANNSSFFEERRSS  VVIIAA  IINNTTEERRNNEETT          

88..1155  TTRRAANNSSFFEERRSS  BBAASSEEDD  OONN  PPEERRCCEENNTTAAGGEE  EELLEECCTTEEDD  
IINN//OOUUTT  OOFF  EEAACCHH  FFUUNNDD          

88..1166  TTRRAANNSSFFEERRSS  BBAASSEEDD  OONN  AA  SSPPEECCIIFFIICC  DDOOLLLLAARR  
AAMMOOUUNNTT  IINN//OOUUTT  OOFF  EEAACCHH  FFUUNNDD          

88..1177  FFUUNNDD  PPRROOFFIILLEESS  AANNDD  PPEERRFFOORRMMAANNCCEE  IINNFFOORRMMAATTIIOONN  
VVIIAA  CCAALLLL  CCEENNTTEERR          

88..1188  FFUUNNDD  PPRROOFFIILLEESS  AANNDD  PPEERRFFOORRMMAANNCCEE  IINNFFOORRMMAATTIIOONN  
VVIIAA  IINNTTEERRNNEETT          

88..1199  CCOONNFFIIRRMMAATTIIOONNSS  GGEENNEERRAATTEEDD  AANNDD  MMAAIILLEEDD  TTOO  
PPAARRTTIICCIIPPAANNTT          
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88..2200  CCOONNFFIIRRMMAATTIIOONNSS  GGEENNEERRAATTEEDD  AANNDD  EE--MMAAIILLEEDD  TTOO  
PPAARRTTIICCIIPPAANNTT          

88..2211  MMAAIINNTTEENNAANNCCEE  OOFF  BBEENNEEFFIICCIIAARRYY  EELLEECCTTIIOONNSS          
88..2222  PPEERRSSOONNAALLIIZZEEDD  PPLLAANN  OOPPTTIIOONNSS  AANNDD  PPRROOJJEECCTTIIOONNSS          
88..2233  AAUUTTOOMMAATTEEDD  LLOOAANN  PPRROOCCEESSSSIINNGG  IINNCCLLUUDDIINNGG          
  --CCAALLCCUULLAATTEEDD  AAMMOOUUNNTTSS  AAVVAAIILLAABBLLEE  FFOORR  LLOOAANN          

  --AAMMOORRTTIIZZAATTIIOONN  SSCCHHEEDDUULLEE          
  --PPRROOMMIISSSSOORRYY  NNOOTTEE          
  --PPRRIINNCCIIPPAALL  AANNDD  IINNTTEERREESSTT  CCAALLCCUULLAATTIIOONN          
  --MMUULLTTIIPPLLEE  LLOOAANN  TTRRAACCKKIINNGG          
  --LLOOAANN  LLIIMMIITTSS  MMOONNIITTOORREEDD          

88..2244  MMIINNIIMMUUMM  DDIISSTTRRIIBBUUTTIIOONN  CCAALLCCUULLAATTIIOONN          
88..2255  QQUUAARRTTEERRLLYY  SSTTAATTEEMMEENNTTSS  MMAAIILLEEDD  TTOO  HHOOMMEE          
88..2266  QQUUAARRTTEERRLLYY  SSTTAATTEEMMEENNTTSS  EE--MMAAIILLEEDD          
88..2277  AADDMMIINNIISSTTRRAATTIIVVEE  CCOOMMPPLLIIAANNCCEE  TTOO  DDOOCCUUMMEENNTT          

88..2288  440044((CC))  CCOOMMPPLLIIAANNCCEE  SSUUPPPPOORRTT  AANNDD  DDIISSTTRRIIBBUUTTIIOONN  
OOFF  MMAATTEERRIIAALLSS          

88..2299  LLOOCCAALL  SSEERRVVIICCEE  CCOONNTTAACCTT  FFOORR  SSPPOONNSSOORR          
88..3300  SSEELLFF  DDIIRREECCTTEEDD  BBRROOKKEERRAAGGEE  AACCCCOOUUNNTT          
  
                
99..  CCAANN  YYOOUU  CCUUSSTTOOMMIIZZEE  SSEERRVVIICCEESS  TTOO  MMEEEETT  TTHHEE  CCLLIIEENNTT’’SS  CCRRIITTEERRIIAA??  
    

1100..  DDEESSCCRRIIBBEE  TTHHEE  KKEEYY  EELLEEMMEENNTTSS  OOFF  YYOOUURR  SSTTAANNDDAARRDD  IINNIITTIIAALL  EENNRROOLLLLMMEENNTT  AANNDD  OONNGGOOIINNGG  CCOOMMMMUUNNIICCAATTIIOONN  
AANNDD  EEDDUUCCAATTIIOONN  MMAATTEERRIIAALLSS  ((IINNCCLLUUDDIINNGG  PPRRIINNTTEEDD  MMAATTEERRIIAALL,,  VVIISSIITTSS,,  AANNDD  TTRRAAIINNIINNGG))..    PPLLEEAASSEE  PPRROOVVIIDDEE  
SSAAMMPPLLEESS  OOFF  YYOOUURR  MMAATTEERRIIAALLSS.. 

    
1111..  CCAANN  YYOOUU  CCUUSSTTOOMMIIZZEE  MMAATTEERRIIAALLSS??    PPLLEEAASSEE  DDEESSCCRRIIBBEE  YYOOUURR  CCAAPPAABBIILLIITTIIEESS  AANNDD  AANNYY  AADDDDIITTIIOONNAALL  CCOOSSTTSS  

AASSSSOOCCIIAATTEEDD  WWIITTHH  TTHHEESSEE  SSEERRVVIICCEESS..  
    

1122..  DDOO  YYOOUU  PPRROOVVIIDDEE  PPEERRSSOONNNNEELL  RREESSOOUURRCCEESS  AASS  PPAARRTT  OOFF  BBOOTTHH  TTHHEE  IINNIITTIIAALL  AANNDD  OONN--GGOOIINNGG  CCOOMMMMUUNNIICCAATTIIOONN  
AANNDD  EEDDUUCCAATTIIOONN  PPRROOGGRRAAMMSS??    IIFF  SSOO,,  PPLLEEAASSEE  DDEESSCCRRIIBBEE..  

    
1133..  DDOO  YYOOUU  PPRROOVVIIDDEE  CCOOMMMMUUNNIICCAATTIIOONN  AANNDD  EEDDUUCCAATTIIOONN  MMAATTEERRIIAALL  IINN  FFOORREEIIGGNN  LLAANNGGUUAAGGEESS??    IIFF  SSOO  WWHHAATT  

LLAANNGGUUAAGGEE  ((SS))  AANNDD  WWHHAATT  MMAATTEERRIIAALL??  
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CCOOMMMMUUNNIICCAATTIIOONN  SSEERRVVIICCEESS  
 
11..  PPLLEEAASSEE  IINNDDIICCAATTEE  WWHHIICCHH  OOFF  TTHHEE  IITTEEMMSS  BBEELLOOWW  YYOOUURR  FFIIRRMM  CCAANN  PPRROOVVIIDDEE..      

 
    FFUUNNCCTTIIOONNAALL  

CCAAPPAABBIILLIITTYY    FFEEEESS  

    CCOOMMMMUUNNIICCAATTIIOONN  SSEERRVVIICCEE  YYEESS  NNOO  CCOOMMMMEENNTTSS  IINNCCLLUUDDEEDD  AADDDDIITTIIOONNAALL  

11..11  CCOOMMPPRREEHHEENNSSIIVVEE  PPLLAANN  LLEEVVEELL  
RREEPPOORRTTIINNGG  PPAACCKKAAGGEE            

11..22  PPLLAANN  SSTTAATTIISSTTIICCSS  ((IINNCCLLUUDDIINNGG  
AACCTTIIVVIITTYY  AANNDD  VVOOLLUUMMEESS))            

11..33  AADD  HHOOCC  RREEPPOORRTTSS  AAVVAAIILLAABBLLEE            

11..44  
AABBIILLIITTYY  TTOO  UUSSEE  GGOOAAAA  LLOOGGOO  
AANNDD  PPAAPPEERR  SSTTOOCCKK  FFOORR  
SSTTAATTEEMMEENNTTSS  

          

11..55  SSAAVVIINNGGSS  PPRROOJJEECCTTIIOONNSS  FFOORR  
PPAARRTTIICCIIPPAANNTTSS            

11..66  
RREETTIIRREEMMEENNTT  IINNCCOOMMEE  
AADDEEQQUUAACCYY  AANNDD  RREEPPLLAACCEEMMEENNTT  
AANNAALLYYSSIISS  RREEPPOORRTTSS  

          

11..77  
PPAARRTTIICCIIPPAANNTTSS  SSTTAATTEEMMEENNTTSS  
MMAAIILLEEDD  DDIIRREECCTTLLYY  TTOO  TTHHEEIIRR  
HHOOMMEE  

          

11..88  PPAARRTTIICCIIPPAANNTT  SSTTAATTEEMMEENNTTSS  
EEMMAAIILLEEDD            

11..99  IINNDDIIVVIIDDUUAALLIIZZEEDD  GGAAPP  AANNAALLYYSSIISS            

11..1100  IINNTTEERRNNEETT  AACCCCEESSSS  FFOORR  PPLLAANN  
SSPPOONNSSOORR            

11..1111  IINNTTEERRNNEETT  AACCCCEESSSS  FFOORR  
PPAARRTTIICCIIPPAANNTT            

11..1122  AABBIILLIITTYY  TTOO  UUSSEE  CCOOLLOORR  GGRRAAPPHHSS  
IINN  SSTTAATTEEMMEENNTTSS            

11..1133  SSTTAATTEEMMEENNTTSS  IISSSSUUEEDD  OONN  
DDEEMMAANNDD            

11..1144  YYEEAARR--EENNDD  ““RREEPPOORRTT  CCAARRDD””  OOFF  
SSEERRVVIICCEESS            

11..1155  EENNRROOLLLLMMEENNTT  KKIITT  FFOORR  NNEEWW  
EELLIIGGIIBBLLEE  PPAARRTTIICCIIPPAANNTTSS            

11..1166  OOTTHHEERR  ((LLIISSTT))            
 
  
VVOOIICCEE  RREESSPPOONNSSEE  SSYYSSTTEEMM  AANNDD  CCAALLLL  CCEENNTTEERR  SSEERRVVIICCEESS  
  
22..  PPLLEEAASSEE  DDEETTAAIILL  TTHHEE  DDAAYYSS  AANNDD  TTIIMMEESS  ((EESSTT))  CCAALLLL  CCEENNTTEERR  RREEPPRREESSEENNTTAATTIIVVEESS  AARREE  AAVVAAIILLAABBLLEE??  
    

33..  PPLLEEAASSEE  GGIIVVEE  TTHHEE  NNUUMMBBEERR  OOFF  PPOOTTEENNTTIIAALL  CCAALLLL  CCEENNTTEERR  RREEPPRREESSEENNTTAATTIIVVEESS  SSEERRVVIICCIINNGG  TTHHEE  CCLLIIEENNTT??  
    

44..  NNUUMMBBEERR  OOFF  CCAALLLL  CCEENNTTEERRSS  AANNDD  RREEDDUUNNDDAANNTT  SSIITTEESS??  
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55..  AAVVEERRAAGGEE  NNUUMMBBEERR  OOFF  PPAARRTTIICCIIPPAANNTTSS  SSEERRVVEEDD  PPEERR  CCAALLLL  CCEENNTTEERR  RREEPPRREESSEENNTTAATTIIVVEE??  
    

66..  AAVVEERRAAGGEE  NNUUMMBBEERR  OOFF  PPLLAANNSS  SSEERRVVEEDD  PPEERR  CCAALLLL  CCEENNTTEERR  RREEPPRREESSEENNTTAATTIIVVEE??  
    

77..  AAVVEERRAAGGEE  LLEENNGGTTHH  OOFF  CCAALLLL??  
    

88..  NNUUMMBBEERR  OOFF  CCAALLLLSS  MMOONNIITTOORREEDD  EEAACCHH  MMOONNTTHH??  
    

99..  PPEERRCCEENNTTAAGGEE  OOFF  PPLLAANN  SSPPEECCIIFFIICC  RREEFFEERREENNCCEE  MMAATTEERRIIAALL  OONN--LLIINNEE  FFOORR  CCAALLLL  SSEERRVVIICCEE  RREEPPRREESSEENNTTAATTIIVVEESS??  
    

1100..  CCAALLLL  AABBAANNDDOONN  RRAATTEE??  
    

1111..  AAVVEERRAAGGEE  CCAALLLL  TTIIMMEE  SSPPEENNTT  IINN  QQUUEEUUEE  FFOORR  PPAARRTTIICCIIPPAANNTTSS??  
    

1122..  PPEERRCCEENNTTAAGGEE  OOFF  CCAALLLLSS  WWHHIICCHH  RREEQQUUIIRREE  AA  CCAALLLL  BBAACCKK??  
    

1133..  HHOOWW  OOFFTTEENN  IISS  DDAATTAA  UUPPDDAATTEEDD  OONN  YYOOUURR  OONN--LLIINNEE  SSYYSSTTEEMM??    IISS  IITT  RREEAALL  TTIIMMEE  OORR  AA  BBAATTCCHH  JJOOBB  IINN  TTHHEE  
EEVVEENNIINNGG??  

    
1144..  PPLLEEAASSEE  DDEESSCCRRIIBBEE  TTHHEE  KKIINNDD  OOFF  MMAANNAAGGEEMMEENNTT  RREEPPOORRTTIINNGG  TTHHEE  CCLLIIEENNTT  CCOOUULLDD  EEXXPPEECCTT  TTOO  RREECCEEIIVVEE  

RREEGGAARRDDIINNGG  TTHHEEIIRR  PPAARRTTIICCIIPPAANNTTSS  UUSSAAGGEE  OOFF  CCAALLLL  CCEENNTTEERR  RREEPPSS..  
    

1155..  DDEESSCCRRIIBBEE  TTHHEE  BBAACCKK--UUPP,,  SSEECCUURRIITTYY  PPRROOCCEEDDUURREESS  AANNDD  AAUUDDIITT  CCOONNTTRROOLLSS  FFOORR  YYOOUURR  CCAALLLL  CCEENNTTEERR  VVOOIICCEE  
RREESSPPOONNSSEE  AANNDD  IINNTTEERRNNEETT  AAPPPPLLIICCAATTIIOONNSS..  

    
1166..  DDEESSCCRRIIBBEE  YYOOUURR  AAPPPPRROOAACCHH  TTOO  TTRRAAIINNIINNGG  TTHHEE  CCUUSSTTOOMMEERR  SSEERRVVIICCEE  RREEPPRREESSEENNTTAATTIIVVEESS..    HHOOWW  WWIILLLL  

RREEPPRREESSEENNTTAATTIIVVEESS  LLEEAARRNN  AABBOOUUTT  AANNYY  CCLLIIEENNTT  SSPPEECCIIFFIICC  FFEEAATTUURREESS??  
    

 
PPEERRSSOONNNNEELL  

 
11..  PPLLEEAASSEE  PPRROOVVIIDDEE  BBIIOOGGRRAAPPHHIICCAALL  IINNFFOORRMMAATTIIOONN  OONN  AALLLL  KKEEYY  MMEEMMBBEERRSS  OOFF  TTHHEE  PPRROOPPOOSSEEDD  PPRROODDUUCCTT’’SS  TTEEAAMM,,  

IINNCCLLUUDDIINNGG  YYEEAARRSS  OOFF  EEXXPPEERRIIEENNCCEE  AANNDD  YYEEAARRSS  WWIITTHH  TTHHEE  FFIIRRMM..  
    

22..  PPLLEEAASSEE  CCOOMMMMEENNTT  OONN  LLOOCCAALL  AACCCCEESSSSIIBBIILLIITTYY  OOFF  TTHHEE  AACCCCOOUUNNTT  TTEEAAMM  MMEEMMBBEERRSS..    WWHHOO  DDOOEESS  TTHHEE  PPLLAANN  
SSPPOONNSSOORR  CCOONNTTAACCTT  WWHHEENN  PPRROOBBLLEEMMSS  AARRIISSEE  AANNDD  HHOOWW  AARREE  IISSSSUUEESS  RREESSOOLLVVEEDD??  

    
33..  WWHHAATT  PPEERRCCEENNTTAAGGEE  OOFF  TTIIMMEE  DDOO  YYOOUU  AANNTTIICCIIPPAATTEE  TTHHEE  TTEEAAMM  LLEEAADDEERR  WWIILLLL  SSPPEENNDD  SSEERRVVIICCIINNGG  TTHHEE  

GGRREEAATTEERR  OORRLLAANNDD  AAVVIIAATTIIOONN  AAUUTTHHOORRIITTYY’’SS  AACCCCOOUUNNTT??  
    

44..  HHAAVVEE  TTHHEERREE  BBEEEENN  AADDDDIITTIIOONNSS  OORR  DDEEPPAARRTTUURREESS  IINN  TTHHEE  LLAASSTT  33  YYEEAARRSS  FFOORR  TTHHEE  EENNGGAAGGEEMMEENNTT  TTEEAAMM??    
PPLLEEAASSEE  EEXXPPLLAAIINN..  
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PPLLEEAASSEE  AATTTTAACCHH  AA  BBIIOOGGRRAAPPHHYY  OOFF  TTHHEE  KKEEYY  TTEEAAMM  MMEEMMBBEERRSS  TTOO  TTHHIISS  QQUUEESSTTIIOONNNNAAIIRREE..  
 
 
55..  IINN  TTHHEE  TTAABBLLEE  BBEELLOOWW,,  IINNDDIICCAATTEE  TTHHEE  AAPPPPRROOPPRRIIAATTEE  TTUURRNNOOVVEERR  SSTTAATTIISSTTIICCSS..  

 
  22000066  22000077  22000088  22000099  

AACCCCOOUUNNTT  MMAANNAAGGEERRSS      
DDCC  AACCCCOOUUNNTTIINNGG  SSPPEECCIIAALLIISSTTSS      

CCAALLLL  CCEENNTTEERR  RREEPPRREESSEENNTTAATTIIVVEESS      
CCOOMMPPLLIIAANNCCEE      

IINNVVEESSTTMMEENNTT  SSPPEECCIIAALLIISSTTSS      
OOTTHHEERR::      

      
TTOOTTAALL      

 
66..  HHAASS  TTHHEERREE  BBEEEENN  AANNYY  EEXXCCEESSSSIIVVEE  TTUURRNNOOVVEERR??    IIFF  SSOO,,  PPLLEEAASSEE  EEXXPPLLAAIINN..  
    

 
 

TTEECCHHNNOOLLOOGGYY  AANNDD  SSYYSSTTEEMMSS  CCAAPPAABBIILLIITTIIEESS  
 
11..  DDEESSCCRRIIBBEE  YYOOUURR  SSYYSSTTEEMMSS  BBAACCKKUUPP  AANNDD  DDIISSAASSTTEERR  RREECCOOVVEERRYY  PPLLAANN..    HHOOWW  OOFFTTEENN  AARREE  YYOOUURR  PPRROOCCEEDDUURREESS  

TTEESSTTEEDD??  
    

22..  WWHHAATT  OONNLLIINNEE  ((IINNTTEERRNNEETT,,  IINNTTRRAANNEETT,,  VVPPNN,,  EETTCC..))  AACCCCEESSSS  IISS  AAVVAAIILLAABBLLEE  TTOO  TTHHEE  PPLLAANN  SSPPOONNSSOORR  AANNDD  PPLLAANN  
PPAARRTTIICCIIPPAANNTTSS??    DDEESSCCRRIIBBEE  YYOOUURR  SSEECCUURRIITTYY  PPRROOCCEEDDUURREESS..    PPLLEEAASSEE  DDEESSCCRRIIBBEE  TTHHEE  PPLLAATTFFOORRMM  AASS  WWEELLLL  AASS  TTHHEE  
FFUUNNCCTTIIOONNAALLIITTYY  AANNDD  TTHHEE  IINNCCEEPPTTIIOONN  DDAATTEE  OOFF  EEAACCHH  FFUUNNCCTTIIOONN..  

    
33..  IINN  TTHHEE  BBEELLOOWW  TTAABBLLEE,,  PPLLEEAASSEE  FFIILLLL  IINN  TTHHEE  AAMMOOUUNNTT  OOFF  TTOOTTAALL  CCAAPPIITTAALL  EEXXPPEENNDDIITTUURREESS  YYOOUU  HHAAVVEE  MMAADDEE  TTOO  

TTHHEE  DDEEFFIINNEEDD  CCOONNTTRRIIBBUUTTIIOONN  SSYYSSTTEEMMSS  AANNDD  PPRROODDUUCCTT  EENNHHAANNCCEEMMEENNTTSS..  
  22000066  22000077  22000088  22000099  

SSYYSSTTEEMMSS  UUPPGGRRAADDEESS      
PPRROODDUUCCTT  DDEEVVEELLOOPPMMEENNTT      

TTOOTTAALL      
 

TTRRAANNSSIITTIIOONN  
 
11..  DDEESSCCRRIIBBEE  TTHHEE  TTRRAANNSSIITTIIOONN  PPRROOCCEESSSS  IINN  DDEETTAAIILL..    WWHHAATT  WWIILLLL  TTHHEE  CCLLIIEENNTT’’SS  RROOLLEE  BBEE??  PPLLEEAASSEE  PPRROOVVIIDDEE  AA  

SSAAMMPPLLEE  TTIIMMEELLIINNEE  FFOORR  TTRRAANNSSIITTIIOONN..  
    

22..  DDEESSCCRRIIBBEE  YYOOUURR  PPRROOPPOOSSEEDD  SSTTRRAATTEEGGYY  FFOORR  TTHHEE  TTRRAANNSSFFEERR  OOFF  AASSSSEETTSS..  
    

33..  WWHHOO  WWIILLLL  BBEE  AASSSSIIGGNNEEDD  TTOO  TTHHEE  TTRRAANNSSIITTIIOONN??    
    

44..  HHOOWW  MMAANNYY  PPLLAANNSS  WWIILLLL  TTHHEE  TTEEAAMM  BBEE  WWOORRKKIINNGG  OONN  AATT  TTHHEE  SSAAMMEE  TTIIMMEE??  
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55..  TTOO  WWHHAATT  DDEEGGRREEEE  IISS  TTHHEE  OONNGGOOIINNGG  TTEEAAMM  IINNVVOOLLVVEEDD  IINN  TTHHEE  TTRRAANNSSIITTIIOONN  PPHHAASSEE??  
    

66..  IIFF  PPAARRTTIICCIIPPAANNTTSS  HHAAVVEE  QQUUEESSTTIIOONNSS  PPRRIIOORR  TTOO  TTHHEEIIRR  RREECCOORRDDSS  BBEEIINNGG  CCOONNVVEERRTTEEDD,,  CCAANN  TTHHEEYY  UUSSEE  TTHHEE  CCAALLLL  
CCEENNTTEERR  AASS  AA  RREESSOOUURRCCEE??    PPLLEEAASSEE  EEXXPPLLAAIINN..  

    
77..  AARREE  YYOOUU  WWIILLLLIINNGG  TTOO  GGUUAARRAANNTTEEEE  SSPPEECCIIFFIICC  SSEERRVVIICCEE  DDEELLIIVVEERRYY  AANNDD  QQUUAALLIITTYY  SSTTAANNDDAARRDDSS  DDUURRIINNGG  TTHHEE  

TTRRAANNSSIITTIIOONN??  
    

88..  AARREE  YYOOUU  WWIILLLLIINNGG  TTOO  PPRROOVVIIDDEE  OONN--SSIITTEE  RREESSOOUURRCCEESS  AATT  TTHHEE  CCLLIIEENNTT  LLOOCCAATTIIOONN  DDUURRIINNGG  KKEEYY  TTRRAANNSSIITTIIOONN  
PPEERRIIOODDSS??  

    
99..  DDEESSCCRRIIBBEE  KKEEYY  SSTTRRAATTEEGGIIEESS,,  SSUUGGGGEESSTTIIOONNSS,,  AANNDD  BBEESSTT  PPRROOAACCTTIIVVEE  AAPPPPRROOAACCHHEESS  TTHHAATT  HHAAVVEE  WWOORRKKEEDD  WWEELLLL  

WWIITTHH  OOTTHHEERR  PPLLAANNSS..  
    

 
 

FFEEEESS  
 
11..  PPLLEEAASSEE  DDEETTAAIILL  YYOOUURR  FFEEEESS  TTOO  IINNCCLLUUDDEE::  
  FFEEEESS  TTOO  SSEETT--UUPP  AANNDD  TTRRAANNSSIITTIIOONN  TTHHEE  PPLLAANN  
  CCOOMMMMUUNNIICCAATTIIOONN  AANNDD  EEDDUUCCAATTIIOONN  FFEEEESS  
  SSEERRVVIICCEE  CCEENNTTEERR  FFEEEESS  
  TTRRUUSSTTEEEE//CCUUSSTTOODDYY  FFEEEESS  
  RREECCOORRDDKKEEEEPPIINNGG  FFEEEESS  
  AADDMMIINNIISSTTRRAATTIIVVEE  FFEEEESS  
    

22..  AARREE  YYOOUU  WWIILLLLIINNGG  TTOO  PPRROOVVIIDDEE  AA  GGUUAARRAANNTTEEEEDD  FFEEEE  SSTTRRUUCCTTUURREE  FFOORR  AA  SSPPEECCIIFFIICC  NNUUMMBBEERR  OOFF  YYEEAARRSS??    IIFF  SSOO,,  
FFOORR  HHOOWW  LLOONNGG??  

    
33..  WWIILLLL  YYOOUU  PPRROOVVIIDDEE  FFEEEE  CCOONNCCEESSSSIIOONNSS  IIFF  SSEERRVVIICCEE  SSTTAANNDDAARRDDSS  AARREE  NNOOTT  MMEETT??  IIFF  SSOO,,  WWHHAATT  AARREE  TTHHEE  

CCOONNCCEESSSSIIOONNSS??  
    
    
    

44..  HHOOWW  WWIILLLL  TTHHEE  AAUUTTHHOORRIITTYY  BBEE  PPRROOTTEECCTTEEDD  AAGGAAIINNSSTT  IINNCCRREEAASSEESS  IINN  FFEEEESS  IIFF  OONNEE  OORR  MMOORREE  OOFF  YYOOUURR  
PPRROOPPRRIIEETTAARRYY  FFUUNNDDSS  NNEEEEDDSS  TTOO  BBEE  RREEPPLLAACCEEDD  DDUUEE  TTOO  PPEERRFFOORRMMAANNCCEE  IISSSSUUEESS  DDOOWWNN  TTHHEE  RROOAADD??  
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IINNCCLLUUDDEE  TTHHIISS  PPAAGGEE  WWIITTHH  TTHHEE  PPRROOPPOOSSAALL  ––  DDOO  NNOOTT  DDEETTAACCHH  IITT..  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

                    A-1 

 

AGREEMENT FOR RECORD KEEPER 

 

THIS AGREEMENT, made and entered into as of the _________day of  ________, 2010, by and 
between the GREATER ORLANDO AVIATION AUTHORITY, a public and governmental body 
existing under and by virtue of the laws of the State of Florida (the "Authority"), with a business 
address at Orlando International Airport, One Airport Boulevard, Orlando, Florida 32827-4399, and 
     , (the "Record Keeper"), with a business address at  
    (Authority and Record Keeper sometimes collectively referred to herein as 
the “Parties”). 
 

WITNESSETH: 
 

WHEREAS, the Authority desires to employ the services of a Record Keeper to provide 
professional and related services required in connection with the Defined Contribution Retirement 
Plan at Orlando International Airport and Orlando Executive Airport (the "Airports"); and 
 
WHEREAS, Record Keeper is qualified, willing and able to perform the professional services 
required on the terms and conditions hereinafter set forth; and 
 
NOW, THEREFORE, in consideration of the premises and the mutual covenants herein contained, 
the parties hereto do hereby agree as follows: 
 
1. Services to be Provided by Record Keeper 
 

1.1 Scope of Services.  Record Keeper hereby agrees to perform for Authority services and 
work product set forth on the scope of services attached hereto as Exhibit “A” and 
incorporated herein by reference (the "Services"). The Services may be modified or 
increased from time to time by written addendum to this Agreement signed by both 
Parties; provided, however, the Authority shall have the right, by written notice to Record 
Keeper, to unilaterally reduce the Scope of Services to be rendered hereunder with a 
corresponding reduction in fee. 

 
1.2 Personnel.  Record Keeper agrees to retain the necessary qualified personnel 

acceptable to Authority to perform all Services for Authority pursuant to this Agreement. 
Record Keeper further agrees to promptly remove any personnel from performing 
Services as Authority shall request in writing (which request may be made by Authority 
with or without cause), and to promptly replace such personnel with other of Record 
Keeper's personnel of comparable experience reasonably acceptable to the Authority. 
Record Keeper agrees to include a similar provision in its agreements with any and all 
Subconsultants. 

 
1.3 Subconsultant.  Record Keeper shall perform all of its obligations and functions under 

this Agreement by means of its own employees or by a duly qualified subconsultant 
approved in writing by the Authority in advance (“Subconsultant”); provided, however, no 
Subconsultant shall perform any of the Record Keeper obligations under this Agreement 
unless the Authority approves the Subconsultant in advance in writing. In the event any 
Subconsultant is employed, the Record Keeper shall continuously monitor the 
Subconsultant’s performance and shall remain fully responsible to ensure that the 
Subconsultants perform Services as required in accordance with this Agreement. The 
Authority shall have no obligation to pay for any unsatisfactory performance of 
Subconsultants nor to reimburse Record Keeper for Services rendered by 
Subconsultants in connection with Record Keeper's performance of Services unless 
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Authority has given prior written approval of the compensation to be paid Subconsultants 
by the Record Keeper. The Authority may require that invoices for all work (including 
invoices submitted to the Record Keeper for work performed by Subconsultants) shall be 
submitted to the Authority by the Record Keeper and the Authority shall pay all 
compensation to the Record Keeper, or Authority shall have the right, but not the 
obligation, to pay a specific amount directly to any Subconsultant. Record Keeper agrees 
to pay such Subconsultants for their Services within fifteen (15) days after Record 
Keeper's receipt of payments from the Authority for accepted work performed by 
Subconsultants. It shall be the sole responsibility of the Record Keeper to deal with 
Subconsultants with respect to the collecting and submission of invoices and the payment 
of compensation. Payment of compensation by the Authority to the Record Keeper for 
work performed by Subconsultants shall relieve the Authority of all future liability to the 
Subconsultant and shall thereafter precludes the Subconsultant from bringing any claim 
against the Authority. Record Keeper agrees to include insurance and indemnity 
requirements set forth herein (as well as the statements in the immediately preceding 
sentence) in agreements with any Subconsultants for performance of Services. 

 
1.4 Record Keeper's Reasonable Efforts and Standards of Performance.  Record 

Keeper agrees to use its reasonable efforts to perform and/or to cause Subconsultants to 
perform all Services in such sequence, and in accordance with such reasonable time 
requirements and reasonable written instructions, as may be requested or provided by 
Authority, and Record Keeper agrees to perform and/or cause Subconsultants to perform 
all Services in accordance with applicable professional standards, and in accordance with 
the conditions contained in this Agreement. 

 
1.5 Record Keeper's Liability.  Record Keeper shall be and remain liable in accordance 

with applicable law for all damages to Authority caused by the improper acts or omissions 
of Record Keeper or by any Subconsultants in performing any Services to the extent 
determined by a court of competent jurisdiction, not subject to further appeal. All 
provisions of this Agreement specifying Record Keeper's obligation and duties in 
performing Services shall apply equally to Subconsultants performing Services. 

 
1.6 Record Keeper's Obligation to Correct Errors or Omissions.  Record Keeper agrees 

to be responsible for the quality, technical adequacy and accuracy, of all Services 
furnished by Record Keeper or any Subconsultants, in accordance with its specific 
obligations hereunder. Record Keeper shall, without additional cost or expense to the 
Authority, correct or revise any errors, omissions, or other deficiencies in the Services 
performed by Record Keeper, resulting from improper acts or omissions of Record 
Keeper or Subconsultants to the extent determined by a court of competent jurisdiction, 
not subject to further appeal. 

 
1.7 Record Keeper's Compliance with Laws and Regulation.  Record Keeper and its 

employees shall promptly observe and comply with then applicable provisions of all 
Federal, State and local laws, rules and regulations which govern or apply to the Services 
rendered by Record Keeper hereunder, or to the wages paid by Record Keeper to its 
employees. Record Keeper shall require all of its Subconsultants to comply with the 
provisions of this paragraph. 

 
1.8 Record Keeper Is Not Authority's Agent.  Record Keeper is, and at all times shall be 

deemed to be, an independent contractor and shall be wholly responsible for the manner 
in which it performs the services required of the Record Keeper by the terms of this 
Agreement. The Record Keeper shall be liable for any of its acts, and the acts of its 
Subconsultants, and their respective agents or employees, and nothing contained herein 
shall be construed as creating the relationship of employer and employee, nor principal 
and agent, between the Authority and the Record Keeper or any Subconsultant. Neither 
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Record Keeper nor any Subconsultant is authorized to act as Authority's agent hereunder 
nor to have authority, express or implied, to act for or bind Authority. 

 
2. Compensation. 
 

2.1 Compensation.  For the Services rendered by Record Keeper, compensation to Record 
Keeper will not exceed and will be in accordance with the schedule of rates, fees and 
charges set forth on Exhibit “B” attached hereto and incorporated herein. 

 
2.2 Reimbursable Expenses.  Record Keeper shall not be entitled to reimbursement for its 

out-of-pocket expenses. 
 

2.3 Monthly Statements.  Record Keeper shall submit statements to Authority not more than 
once each month for all Services rendered hereunder since the last monthly statement.  
The information shall be submitted in a form and with detail satisfactory to Authority.  The 
making of any willfully false statement by Legal Record Keeper in a monthly statement 
shall be grounds for the termination of this Agreement by Authority. 

 
2.4 Maintenance of Records.  Record Keeper shall maintain complete and accurate records 

relating to Services rendered pursuant to this Agreement. Cost records shall be kept in 
accordance with generally accepted accounting principles and practices consistently 
applied and in Record Keeper’s customary form and scope. Records and invoices for 
Services shall include all of the information required in order to determine Record 
Keeper's Services performed hereunder, and shall identify the Services rendered in a 
manner reasonably acceptable to Authority. 

 
2.5 Records Availability.  All of the Record Keeper's records directly relating to Services 

shall, upon reasonable notice by Authority, be made available to Authority or its 
representatives at all reasonable times, to review, inspect, audit or copy Record Keeper's 
records. If any such audit establishes that Record Keeper has overstated service fees, 
the amount of any overcharge paid by Authority as a result of an overstatement shall 
forthwith be refunded by Record Keeper to Authority with interest thereon, if any, at the 
prime rate as from time to time published by The Wall Street Journal on any knowingly 
overstated amount accrued from forty-five (45) days after the Authority's notice to Record 
Keeper of overstatement. 

 
3. Term and Termination. 
 

3.1 Term.  This Agreement shall become effective upon its execution by the Authority and 
shall continue in effect for one (1) year, unless terminated earlier as provided for herein or 
extended by an addendum hereto executed by both Parties; provided that this Agreement 
may be renewed for one (1) year upon the “parties” agreement as to the fees to be paid 
during the period of renewal.  

 
3.2 Termination on Default.  This Agreement may be terminated in whole or in part in 

writing by either party in the event of the failure or refusal of the other party to perform or 
do any obligation herein required of that party within five (5) days after written notice from 
the non-defaulting party. Liability arising from improper acts or omissions and any 
indemnity obligations shall survive the termination of this Agreement. 

 
3.3 Termination without Default.  Authority may terminate this Agreement for any reason or 

no reason upon not less than thirty (30) calendar days written notice of intent to 
terminate. 
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3.4 Effect of Termination.  For any termination, Record Keeper shall have no entitlement to 
recover anticipated profit for Services or other work not performed; provided, however, 
the Authority shall pay Record Keeper for Services performed up to the date of 
termination, as determined in the discretion of the Authority. 

 
3.5 Notice of Intent to Terminate.  Upon receipt of notice of intent to terminate from 

Authority pursuant to paragraphs 3.2 or 3.3 above, or upon Record Keeper's giving of 
notice of intent to terminate pursuant to paragraph 3.2 above, Record Keeper shall: (1) 
promptly discontinue all Services affected (unless Authority directs otherwise); and (2) 
deliver or otherwise make available to Authority all data, calculations, estimates, 
graphics, documents, photographs, reports, memoranda, other documents and 
instruments, and such other information and materials as may have been produced as 
original deliverables by Record Keeper or by Subconsultants in performing services 
under this Agreement, whether completed or in process. 

 
3.6 Authority's Right to Complete Terminated Services.  Upon termination pursuant to 

paragraphs 3.2 or 3.3 above, Authority may take over the Services and perform the 
Services to completion by agreement with another party or otherwise. In doing so, the 
Authority shall not waive any rights it may have to pursue any and all rights it may have 
against Record Keeper arising out of Record Keeper's performance hereunder. 

 
4. Warranties and Representations of Record Keeper. 
 

4.1 State Code of Ethics.  Record Keeper represents that it is familiar with the terms and 
conditions of Section 112.313, Florida Statutes, and Record Keeper further represents 
and warrants unto Authority that to the best if its knowledge and good faith belief no 
director, officer, employee or agent of Authority or the City of Orlando, Florida (the “City”) 
has any interest, either directly or indirectly, in the business of Record Keeper to be 
conducted under this Agreement or the proceeds thereof. Record Keeper further 
represents and warrants to Authority that it has not employed or retained any company or 
person, other than a bona fide employee working wholly for Record Keeper, to solicit or 
secure this Agreement, that it has not paid or agreed to pay any person, company, 
corporation, individual or firm, other than a bona fide employee working solely for Record 
Keeper, any fee, commission, percentage, gift, or any other consideration contingent 
upon or resulting from the award or making of this Agreement, and that it has not agreed, 
as an express or implied condition for obtaining this Agreement, to employ or retain the 
Services of any firm or person in connection with carrying out this Agreement. 

 
4.2 Public Entity Crimes.  Record Keeper represents that it is familiar with the terms and 

conditions of Section 287.133, Florida Statutes, and Record Keeper further represents 
and warrants unto Authority that to the best of its knowledge and good faith belief that 
neither Record Keeper nor any affiliate of Record Keeper has ever been convicted of a 
public entity crime. Record Keeper acknowledges receipt of the following notice: 

 
A person or affiliate who has been placed on the convicted vendor list following a 
conviction for a public entity crime may not submit a bid on a contract to provide 
any goods or services to a public entity, may not submit a bid on a contract with a 
public entity for the construction or repair of a public building or public work, may 
not submit bids on leases of real property to a public entity, may not be awarded 
or perform work as a contractor, supplier, subcontractor, or Record Keeper under 
a contract with any public entity, and may not transact business with any public 
entity in excess of $25,000 for a period of 36 months from the date of being 
placed on the convicted vendor list. 
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4.3 Public Records; Open Meetings.  The Record Keeper has been advised that the 
Authority, and its activities, are subject to (i) the Public Records Law, Chapter 119, 
Florida Statutes, which imposes broad disclosure requirements upon documents of the 
Authority with regard to documents deemed to be public records, and (ii) the 
Government-in-the-Sunshine-Law, Section 286.011, Florida Statutes, which requires, 
with limited exceptions, the Authority to conduct business in open meetings. Record 
Keeper will cooperate with Authority to observe and comply with the requirements of said 
laws in performing the Services. The Record Keeper agrees that it will comply with all 
Authority policies and procedures in observing the requirements of said laws. 

 
4.4 Duty to the Authority.  The Record Keeper will represent the Authority to the best of the 

Record Keeper’s ability with respect to the performance of the Services, including without 
limitation in making recommendations to the Authority and will not make 
recommendations or otherwise perform Services based on criteria or factors other than 
the best interests of the Authority. At the Authority’s request, Record Keeper must 
recommend insurance coverage to the Authority annually and certify that its 
recommendations are commercially reasonable for a public entity in the aviation industry. 

 
4.5 Contingent Commissions.  The Record Keeper has no (and will not enter into any) 

commission agreements or other similar arrangements, whether direct or indirect, with 
any insurance companies or brokers, including any arrangement whereby Record Keeper 
receives commissions associated with advice or recommendations provided to the 
Authority. Record Keeper shall insert the foregoing warranties and representations in 
each of its Subconsultant agreements, if any, relating to the Services. 

 
4.6 The Record Keeper shall comply at all times with the certifications, affirmative statements 

and other representations made by Record Keeper in its Proposal, unless waived in 
writing by the Authority; which certifying affirmative statements and other representations 
are incorporated herein by this reference. 

 
5. Member Protection: Waiver.  No recourse under or upon any obligation, covenant or 

agreement contained in this Agreement, or any other agreements or documents pertaining to 
the Services of Record Keeper or any Subconsultant hereunder, as such may from time to time 
be altered or amended in accordance with the provisions hereof, or under any judgment 
obtained against Authority or by the enforcement of any assessment or by any legal or equitable 
proceeding by virtue of any statute or otherwise, under or independent of this Agreement, shall 
be had against any member, officer, employee, or agent, as such, past, present or future, of 
Authority either directly or through Authority or otherwise, for any claims arising out of this 
Agreement of the Services rendered pursuant to it, or for any sum that may be due and unpaid 
by Authority. Any and all personal liability of every nature, whether at common law or in equity, 
or by statute or by constitution or otherwise, of any Authority member, officer, employee or 
agent as such, to respond by reason of any act of omission on his or her part or otherwise for 
any claim arising out of this Agreement or the Services rendered pursuant to it, or for the 
payment for or to the Authority, or any receiver therefor or otherwise, of any sum that may 
remain due and unpaid by Authority, is hereby expressly waived and released as a condition of 
and as consideration for the execution of this Agreement. 

 
6. Indemnification.  Record Keeper shall indemnify, defend and hold completely harmless the 

Authority and the City, and the members (including, without limitation, members of the 
Authority’s Board and the City’s Council, and members of the citizens advisory committees of 
each), officers, employees and agents of each from and against any and all liabilities (including 
statutory liability and liability under Workers’ Compensation laws), losses, suits, claims, 
demands, judgments, fines, damages, costs and expenses (including all costs for investigation 
and defense thereof, including, but not limited to court costs, paralegal and expert fees and 
reasonable attorneys’ fees) which may be incurred by, charged to or recovered from any of the 
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foregoing (i) the breach of this Agreement by Record Keeper, (ii) by reason or on account of 
damage to or destruction of any property of Authority or the City, or any property of, injury to or 
death of any person resulting from or arising out of or in connection with the negligent 
performance of services under this Agreement, or the negligent acts or omissions or willful 
misconduct of Record Keeper’s officers, agents, employees, Subconsultants, licensees or 
invitees, regardless of where the damage, destruction, injury or death occurred, or (iii) arising 
out of or in connection with the negligent acts or omissions or willful misconduct of Record 
Keeper or its officers, agents, employees, Subconsultants, licensees or invitees. Authority 
agrees to give Record Keeper reasonable notice of any suit or claim for which indemnification 
will be sought hereunder, to allow Record Keeper or its insurer to compromise and defend the 
same to the extent of its interests, and to reasonably cooperate with the defense of any such 
suit or claim. The indemnification provisions of this Section shall survive the expiration or earlier 
termination of this Agreement. 

 
7. Insurance.  Without limiting its liability hereunder, Record Keeper shall procure and maintain at 

its sole expense during the term of this Agreement bonds and insurance of the types and in the 
minimum amounts and deductibles set forth on Exhibit “C” attached hereto and incorporated 
herein by reference. Without limiting the foregoing, Record Keeper shall maintain a professional 
liability policy and comprehensive general liability policy which shall include contractual liability 
on a blanket or specific basis to cover the indemnification provided under Paragraph 6 
hereinabove, and all insurance required hereunder shall be in a form satisfactory to Authority 
and shall be written by a company or companies licensed to  transact insurance in the State of 
Florida and satisfactory to the Authority. Record Keeper agrees that the Authority and the City 
and its members (including, without limitation, members of the Authority’s Board and the City’s 
Council and members of the citizens’ advisory committees of each), officers, employees and 
agents shall be named as additional insureds under such policies of insurance, except 
professional liability insurance. Such insurance shall provide that it is primary insurance as 
respects any other valid insurance Authority may possess including any self-insured retention or 
deductible Authority may have, and that any other insurance Authority does possess shall be 
considered excess insurance only. This insurance shall also provide that it shall act for each 
insured and each additional insured as though a separate policy had been written for each; 
provided, however, that this provision shall not operate to increase the policy limits of the 
insurance. Prior to commencing any work under this Agreement and at least ten (10) days prior 
to the expiration of any certificates previously provided hereunder, Record Keeper shall, upon 
request, provide to Authority certificates evidencing the maintenance of all insurance required 
hereunder, and each such certificate shall provide that no material alteration or cancellation, 
including expiration and non-renewal, shall be effective until at least thirty (30) days after receipt 
of written notice thereof by Authority. Record Keeper shall maintain and/or cause 
Subconsultants to maintain Workers’ Compensation Insurance coverage for all employees in 
accordance with statutory limits. 

 
8. Nondiscrimination.  During the performance of this Agreement, the Record Keeper, for itself, 

its assignees and successors in interest agrees as follows: 
 

8.1 Compliance with Regulations.  The Record Keeper shall comply with the Regulations 
relative to nondiscrimination in federally assisted programs of the Department of 
Transportation (hereinafter, “DOT”) Title 49, Code of Federal Regulations, Part 21, as 
they may be amended from time to time (hereinafter referred to as the “Regulations”), 
which are herein incorporated by reference and made a part of this Agreement. 

 
8.2 Nondiscrimination.  The Record Keeper, with regard to the work performed by it during 

the Agreement, shall not discriminate on the grounds of race, color, or national origin in 
the selection and retention of any subconsultant, including procurement of materials and 
leases of equipment. The Record Keeper shall not participate either directly or indirectly 
in the discrimination prohibited by Section 21.5 of the Regulations, including employment 
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practices when the Agreement covers a program set forth in Appendix B of the 
Regulations. 

 
8.3 Solicitations for Subcontracts, Including Procurement of Materials and Equipment. 

 In all solicitations either by competitive bidding or negotiation made by the Record 
Keeper for work to be performed under a subcontract, including procurement of materials 
or leases of equipment, each potential subconsultant or supplier shall be notified by the 
Record Keeper of the Record Keeper’s obligations under this Agreement and the 
Regulations relative to nondiscrimination on the grounds of race, color or national origin. 

 
8.4 Information and Reports.  The Record Keeper shall provide all information and reports 

required by the Regulations or directives issued pursuant thereto and shall permit access 
to its books, records, accounts, other sources or information, and its facilities as may be 
determined by the Authority or the Federal Aviation Administration (“FAA”) to be pertinent 
to ascertain compliance with such Regulations, orders and instructions. Where any 
information required of a Record Keeper is in the exclusive possession of another who 
fails or refuses to furnish this information, the Record Keeper shall so certify to the 
Authority or the FAA, as appropriate, and shall set forth what efforts it has made to obtain 
the information. 

 
8.5 Sanctions for Noncompliance.  In the event of the Record Keeper’s noncompliance 

with the nondiscrimination provisions of this Agreement, the Authority shall impose such 
sanction as it or the FAA may determine to be appropriate, including but not limited to: 

 
8.5.1 Withholding of payments to the Record Keeper under the Agreement until the 

Record Keeper complies. 
 
8.5.2 Cancellation, termination or suspension of the Agreement, in whole or in part. 

 
8.6 Incorporation of Provisions.  The Record Keeper shall include the provisions of 

subsections (a) through (e) in every subcontract, including procurement of materials and 
leases of equipment, unless exempt by the Regulations or directives issued pursuant 
thereto. The Record Keeper shall take such action with respect to any subcontract or 
procurement as the Authority or the FAA may direct as a means of enforcing such 
provisions including sanctions for noncompliance. Provided, however, that in the event a 
Record Keeper becomes involved in, or is threatened with, litigation with a subconsultant 
or supplier as a result of such direction, the Record Keeper may request the Authority to 
enter into such litigation to protect the interest of the Authority and, in addition, the 
Record Keeper may request the United States to enter into such litigation to protect the 
interests of the United States. The Record Keeper assures Authority that it will comply 
with the pertinent statutes, Executive Orders and such rules as are promulgated to 
assure that no person shall, on the grounds of race, creed, color, national origin, sex, 
age, marital status or handicap be excluded from participating in any activity conducted 
with or benefiting from Federal assistance. This provision shall bind the Record Keeper 
from the period beginning with the initial solicitation through the completion of the 
Agreement. 

 
9. Florida Law.  This Agreement was made in the State of Florida and shall be governed by and 

construed in accordance with Florida law. 
 

10. Remedies.  In the event of default, in addition to any other remedy available to the non-
defaulting party, the non-defaulting party pursuant to the terms may terminate this Agreement in 
accordance with Section 3.2. Any such termination shall not waive or replace any other legal or 
equitable remedies available to the non-defaulting party. All remedies provided in this 
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Agreement shall be deemed cumulative and additional and not in lieu of or exclusive of each 
other or any other remedy available to any party at law or in equity. 

 
11. Attorney’s Fees and Costs.  To the extent allowable by law, in the event that any legal 

proceedings at law or in equity arising hereunder or in connection herewith (including any 
appellate proceedings), the prevailing party shall be awarded costs, reasonable expert fees and 
reasonable attorney’s fees incurred in connection with such legal proceedings as determined by 
a court of competent jurisdiction. 

 
12. Venue and Waiver of Jury Trial.  The appropriate venue for any actions arising out of this 

Agreement will be any court of competent jurisdiction in Orange County, Florida. Such claims, 
disputes or other matters shall not be subject to arbitration without the prior written consent of 
both Authority and Record Keeper. The parties hereby agree that process shall be served on 
Record Keeper and Authority in the manner prescribed by applicable law. To encourage prompt 
and equitable resolution of any litigation that may arise hereunder, the parties hereby waive any 
rights and either party may have to a trial by jury of any such litigation. 

 
13. Transfers, Assignments and Subcontracts.  Record Keeper shall not transfer or assign any 

of its rights hereunder except as otherwise authorized in this Agreement or any of its obligations 
hereunder to third parties without the prior written approval of Authority. Authority shall be 
entitled to withhold such approval for any reason or for no reason. Except as limited by the 
provisions of this paragraph, this Agreement shall inure to the benefit of and be binding upon 
Authority and Record Keeper, and their respective successors and assigns. 

 
14. Miscellaneous Provisions. 
 

14.1 Record Keeper shall promptly observe, and comply with applicable provisions of all 
federal, state and local laws, rules and regulations that govern or apply to the services 
rendered by Record Keeper hereunder. 

 
14.2 Record Keeper shall produce and keep in force during the term of this Agreement all 

necessary licenses, registrations, certificates, permits and other authorization as are 
required by law in order for Record Keeper to render the services required hereunder. 

 
14.3 If Authority determines that modifications to this Agreement are required in order to 

qualify for federal or state funding for the services to be rendered by Record Keeper 
hereunder, and if Record Keeper is unable to comply within a reasonable time with 
applicable federal and state laws and regulations governing the grant of such funds for 
services to be rendered hereunder, then notwithstanding anything else herein contained, 
Authority shall have the right, by giving written notice to Record Keeper, to terminate this 
Agreement forthwith. 

 
15. Entire Agreement.  This Agreement constitutes the entire agreement between the parties and 

shall supersede and replace all prior agreements or understandings, written or oral, relating to 
the matters set forth herein. 

 
16. Amendment; Waiver.  Except for the Authority’s right to reduce the scope of services as 

provided in paragraph 1.(a) above, this Agreement shall not be amended or modified other than 
in an amendment writing signed by the parties hereto. The Authority and Record Keeper 
reserve the right to amend this Agreement in writing at any time by such mutually executed 
amendment. Failure by any party at any time to enforce any default or right reserved to it or to 
require the performance of any of the terms, covenants or provisions hereof by the other party 
at the time designated, shall not be deemed a waiver of any such default or right to which the 
party is entitled, nor shall it in any way affect the right of the party to enforce such provisions 
thereafter. 
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17. Severability.  If any term or provision of this Agreement shall be found to be unenforceable, 

then, notwithstanding, this Agreement shall remain in full force and effect and such term or 
provision shall be deemed stricken. 

 
18. Time of The Essence.  Time is of the essence in the performance of this Agreement. 
 

19. Execution and Counterparts.  To facilitate execution, the parties hereto agree that this 
Agreement and any Amendments may be executed and telecopied to the other party and that 
the execution telecopy shall be binding and enforceable as an original.  This Agreement may be 
executed in as many counterparts as may be required and it shall not be necessary that the 
signature of, or on behalf of, each party, or that the signatures of all persons required to bind 
any party, appear on each counterpart; it shall be sufficient that the signature of, or on behalf of, 
each party, or that the signatures of the persons required to bind any party, appear on one or 
more of such counterparts. All counterparts shall collectively constitute a single agreement. 

 
20. Notices.  All notices under this Agreement shall be in writing and shall be given by United 

States Certified Mail Return Receipt Requested postage prepaid addressed to: 
 

To Record Keeper: ________________________ 
 

________________________ 
 

________________________ 
 

With copy to: ________________________ 
 
________________________ 
 
________________________ 
 

Attention: ________________________ 
 

To Authority: Greater Orlando Aviation Authority 
One Airport Boulevard 
Orlando, Florida 32827-4399 
Attention: Executive Director 
 

The Authority's Executive Director, or designee, shall act as Authority's agent with respect to the 
Services to be rendered by Record Keeper hereunder and shall transmit instructions, receive 
information, and communicate Authority's policies and decisions to Record Keeper regarding 
such Services. Either party may change the designee or address for notices by written notice 
given in accordance with the terms of this Section 20. 
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IN WITNESS WHEREOF, the parties hereto have caused this Agreement to be executed the day 
and year first mentioned above. 
 
 
  GREATER ORLANDO AVIATION AUTHORITY 
 
ATTEST 
 
By:  By:  
 
 
Title:  Title:  
 
 
Date:  Date:  
 
 
 
 
  “RECORD KEEPER” 
 
ATTEST   
 
By:  By:  
 
 
Title:  Title:  
 
 
Date:  Date:  
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EXHIBIT “A” 

 

Scope of Services 
 

Responsibilities of the  Record Keeper shall include, but not be limited to the following: 
 

1. SCOPE OF SERVICES TO BE PROVIDED: 
 

The services defined in this scope of services will be binding and will supersede Section 2 of the 
General Requirements if not consistent with the description of required serves defined here. 

 
1.1 Maintain accounts and information for individuals, including beneficiary information.  

 
1.2 Provide services and information directly to employees, including investment planning tools, 

transaction confirmations and quarterly statements.  Please note that the use of agents to assist 
participants is optional.   

 
1.3 Have systems that provide: 

 
1.3.1 an established backup plan in place that ensures the proposer can restore all 

participant data, transaction history, and other client-related data in the event of a 
system malfunction or failure. 

1.3.2 an established disaster recovery plan in place that includes procedures and regularly 
scheduled testing. 

 
1.4 Pay distributions directly to employees and beneficiaries with appropriate tax reporting. 

 
1.5 Provide loan Services including the appropriate tax reporting. 

 
1.6 Plan termination and service termination services.  

 
1.7 Provide the Authority with professional advice and assistance necessary in order to transition 

from the current plan. 
 

In addition, Proposer shall be obligated as to all items in the Proposer’s proposal submitted in 
connection with the RFP, including without limitation the statements made by Proposer in the 
Response Forms in such proposal; and the Proposal is hereby incorporated in and made a part of 
the Agreement. 
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EXHIBIT “B” 
 
The Fee Proposal submitted by the Proposer in response to the Request for Competitive Proposals for 
Record Keeping Services for the Defined Contribution Plan Page RFP-14, “Fees” of the Questionnaire, 
is hereby incorporated into this Exhibit “B”. 
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EXHIBIT “C” 
 

Insurance 
 

Fidelity bonds as required by the Securities and Exchange Commission.  Add all other insurance 
information on types of policies and limits 
         
If coverage is on a claims-made basis, the Company will maintain coverage applicable to the Services 
performed for two (2) years after expiration of the Agreement.  
 
 
 
 
 
  

 
 


