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Basic: Understand the ask

o 1.	� Carefully review RFP, instructions, and timelines upon 
receipt; develop follow-up questions.

o 2.	� Follow communication instructions precisely, including 
cover sheets, file formats, and organized file attachments. 
When print copies are requested, use wider margins and 
spiral binding.

o 3.	� Adhere to the "do not call" list unless otherwise specified.

o 4.	� Read and answer questions literally (i.e., “organizational chart,” 
“list,” “describe”) and avoid “see our previous answer to Q#.”

Positive: Make your message easy to like

o 5.	� Avoid criticizing competitors (even subtly) in your responses.

o 6.	� Use “cost of service” instead of “fee” for a more positive and 
value-oriented perspective.1

o 7.	� Lead with potential benefits (so what?)

o 8.	� Highlight what you already know about their plan, and discuss 
experiences with similar and larger plans, highlighting trends 
in bigger plans; offer a market benchmark.

o 9.	� Highlight potential future “blind spots” and how you might 
help navigate those; provide some free consulting.

Plausible: Make your message easy to agree with

o 10.	� Avoid sales language, i.e., claiming to be “the best,” 
“the most,” “the only.”

o 11.	� Anticipate the backstory behind RFP questions. 
What are they trying to solve?

o 12.	� Showcase how your services may lighten their workload as 
a partner and help them navigate the issues and changes.

Plainspoken: Make your message understandable

o 13.	� Avoid jargon, acronyms, ease of readability, use of charts/
tables, and carefully final-proof and analyze each question, 
addressing all sub-questions, and in order if sub-questions 

o 14.	� Begin with “yes”/”no” where possible.

o 15.	� Prioritize important information.

o 16.	� Include concise biographies in answers, with full bios 
in the appendix.

Personal: Make your message relevant to your audience

o 17.	� Personalize responses for the company–use caution when 
copying and pasting unless questions are identical. 

o 18.	� Research and align their company’s values into your 
value proposition.

o 19.	� Tailor responses based on the plan’s size–white glove 
service or leverage from larger plans. 

o 20.	� Analyze the Form 5500 and Form 10k, suggesting 
enhancements; BE CAREFUL about highlighting possible 
fiduciary breaches.

This Top 20 checklist is designed to guide you on language and tone, while cautioning against 
detrimental approaches. Our goal is that your adherence to these guidelines will help make your 
answers engaging, credible, and tailored, enhancing your chances of winning RFPs.

1 �Source: national survey in 2011 by Invesco Global Consulting of 800 investors 
who typically invest in mutual funds, aged 26-64 years. 50% with income > $100k, 
71% with investable assets > $100k, 100% working with financial professionals.

This checklist is based on findings from Invesco Global Consulting’s work 
with Marina Edwards, founder of Marina Retirement, LLC, and Maslansky + 
Partners. Invesco Distributors is affiliated with none of Marina Edwards, Marina 
Retirement, LLC or Maslansky + Partners. For illustrative purposes only



1� Source: Cerulli Associates. Used with permission. Invesco Distributors, Inc. is affiliated with neither Cerulli Associates nor Cerulli, Inc.

"The Art of the Answer" is based on Invesco Global Consulting's work with Marina Edwards, founder of Marina Retirement, LLC, and Maslansky + Partners. Invesco Distributors 
is affiliated with none of Marina Edwards, Marina Retirement, LLC or Maslansky + Partners.

Invesco Global Consulting programs are for illustrative, informational and educational purposes.  If the illustrations herein are used outside of the designated audience, it is the 
respective user’s responsibility to ensure that such material complies with all applicable regulations and is filed with the appropriate regulatory bodies if so required.  We make 
no guarantee that participation in any programs or utilization of their content will result in increased business for any financial professional. 

This does not constitute a recommendation of any investment strategy or product for a particular investor. Investors should consult a financial professional before making any 
investment decisions.

The opinions expressed are those of the author and are subject to change without notice. These opinions may differ from those of other Invesco investment professionals. 

All data created and produced by Invesco Global Consulting unless otherwise noted.

Note: Not all products, materials or services available at all firms. Financial professionals should contact their home offices.

National Wirehouse 
1 800 998 4246
Independent and Broker Dealer 
1 800 421 0807

Registered Investment Advisor (RIA) 
1 800 421 4023
Retirement 
1 800 370 1519

Insurance/Third Party 
1 800 410 4246
Bank and Trust 
1 800 421 4023

Connect with 
your clients
•	 Choose the right words with 

resources designed to deepen 
trust and client scripts backed by 
studies on effective language.

•	 Build client confidence with 
resources designed to help clients 
adopt sound investing principles 
and stick with their plans.

•	 Share market insights on 
the latest trends and policies 
impacting global markets.

Enhance 
your business
•	 Benchmark your practice with our 

first-of-its-kind1 diagnostic - the 
Practice Innovation Index - powered 
by Invesco and Cerulli Associates.

•	 Create a reliable new business 
pipeline with research-based 
processes designed to help you drive 
referrals and cultivate new business.

•	 Drive efficiency in your practice 
with leading resources designed to 
create capacity, motivate your team, 
and develop a succession strategy.

Optimize 
your portfolios
•	 Strengthen your investment process 

with tools and expertise designed 
to help you craft portfolios that sync 
your clients wealth plan and purpose.

•	 Manage with conviction using 
our proprietary frameworks, 
asset class views, and portfolio 
management tools.

•	 Draw from a range of potential 
solutions, including 1000+ 
investment strategies across 
asset classes and vehicles.
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Contact us

Invesco Total CX — the Total Client ExperienceTM — is a powerful platform and partnership with tools, coaching, and content 
designed to help you achieve greater possibilities — all in one place and tailored to your specific needs.

Invesco Total CX

Connect with 
your clients

Optimize 
your portfolios

Enhance 
your business
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