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RFP Checklist for CPA Services (Governmental Organizations)
Purpose of This Tool. This tool consists of a checklist to be used by the government’s audit committee or its equivalent oversight body to ensure the organization’s request for proposal is complete and contains the necessary elements for the successful procurement of professional auditing services. 

Background
This tool has been prepared to assist a government’s audit committee or its equivalent in the preparation or review of a request for proposal (RFP) for professional auditing services. This guide describes the RFP contents and sample format for said services. As a generic model, it should be used for reference purposes only. A government organization most likely will obtain the services of a team of qualified experts including legal advisers, accountants, internal auditors, procurement officers, and other technical resources to assist in the preparation of a RFP for CPA services. 

 The preparation of a sound RFP is important. The RFP should outline the proposal and selection process, as well as summarize the background, objectives, expectations, and requirements of the engagement to be undertaken. Therefore, the following should be remembered when writing the RFP:
· Communicate the facts and conditions surrounding the engagement to be completed.

· State your objectives and requirements clearly and thoroughly.

· Be specific about the information needed to properly evaluate the proposal.

· Require the proposal to be presented in a common format to allow for efficient and effective evaluation.

A quality RFP will determine the quality of the respondents and will help to reduce the time and effort expended in the overall RFP and selection process. A quality RFP can be a factor in mitigating potential challenges associated with subsequent contract negotiations.

Because each government is different and unique in its own right, the following is offered as a checklist for government oversight bodies to assess the quality and comprehensiveness of the RFP document for professional auditing services.

Guidelines On The Introduction
The Introduction of the RFP establishes the tone for the proposal document and provides an indication of the scope of work to be performed. The Introduction should accomplish the following:

· Describe why the RFP is being released. Discuss in general terms the objective to be achieved and the reason professional CPA services are being sought.

· Discuss the term of the engagement, such as the length of time the contemplated contract covers (for example, an annual or a multi-year engagement), along with renewal options. 

· Provide an overview of how the RFP is structured and describe what information or supporting documents are contained in the appendixes, attachments, or the body of the RFP document.
Guidelines When Describing The Government Organization
The objective in describing the government organization is to provide an understanding of the composition and makeup of the organizational structure and financial reporting considerations. This information should provide respondents with insight about the possible size and complexity of the work to be performed. 

Depending on the information deemed relevant in describing a particular government organization, incorporate the following:

· Year of incorporation

· Charter date

· Form of government 

· Term length and term limits for elected officials

· Composition of governing body

· Composition of audit committee

· Population size and other relevant demographics

· Activities and services provided by the government to its citizenry

· Accounting and reporting structure, including chart of accounts or summary description of number and types of funds and account groups

· Accounting systems/software used in accounting and financial reporting activities

· Basis of accounting used in daily operations (for example, generally accepted accounting principles, budgetary basis)

· Component units and joint ventures included in the reporting entity

· Pension plans and actuarial services information

· Additional resource information (for example, budget documents, official statements, annual financial reports, policies and procedures, prior internal or external audits, single audits), along with contact names and numbers to obtain access to this information.
Guidelines On The Scope Of Work
This section of the RFP should describe the required services to be provided as a result of this engagement. It should describe the scope of work and any special considerations, such as the following:

· Provide a general description of the services being solicited, including the term of the engagement (for example, number of fiscal year(s) to be audited and related time frame).

· Indicate the exact scope of work to be performed, including the expected deliverables (that is, expressed opinion on the fair presentation of the government’s basic financial statements in conformity with generally accepted accounting principles). Specific language should distinguish whether the expected deliverables are to include:

— 
An expression of an audit opinion in conjunction with the full-scope audit of a comprehensive annual financial report (CAFR)

— 
Audit report on basic financial statements only

— 
Single audit report relative to state and/or federal financial assistance programs

— 
Quality control reviews (for example, reviews related to financial assistance programs)

— 
Management letter indicating deficiencies or opportunities for accounting and reporting improvements, specifically identifying any reportable condition or material weakness

— 
Disclosure of irregularities and illegal acts

— 
Other reports to be issued or deliverables to be completed

· Include any other special services that may be required of the auditor such as:

— 
Reporting on the internal control system based on the auditor’s assessment of the structure and control risk 

— 
Providing continuing education training for the government’s staff

— 
Conducting performance audits to assess operating effectiveness and efficiency

· Indicate the standards required in performing the auditing services, such as

—
Generally accepted auditing standards as set forth by the American Institute of Certified Public Accountants

—
Standards for financial audits as set forth in the U.S. Government Accountability Office’s Government Auditing Standards (2003), known as the Yellow Book

—
Provisions of the Single Audit Act Amendments of 1996 and the U.S. Office of Management and Budget Circular A-133, Audits of States, Local Governments, and Non-Profit Organizations
—
Standards as set forth by local or state charter, code, or other legal mandate

· Identify any special considerations that will allow the respondent to properly assess the size and complexity of the prospective engagement, for example: 

— 
Participation in the Government Finance Officers Association (GFOA) Certificate of Achievement for Excellence in Financial Reporting program, which will require a certain level of knowledge and experience to assist governments in achieving this reporting milestone 

—
Specific timelines that must be satisfied (for example, CAFR and single audit timeline requirements)

—
Preparation of the entire CAFR and/or certain support schedules (at minimum, any assistance from the auditors must follow the AICPA’s Code of Professional Conduct and the independence standards as set forth in the U.S. Government Accountability Office’s Government Auditing Standards (2003).)

—
Assistance in preparing official statements or other documents or disclosure related to sales of debt instruments

—
Foreseeable difficulties that may be encountered as part of the audit process

Guidelines On Proposal Content And Other Submission Requirements 
This section should consist of a discussion of specific requirements and parameters to ensure the RFP proposal is submitted successfully. From this information, the respondent should have a clear understanding of what should be included in the proposal, and what steps and timelines must be met for proposal consideration. Ask the respondent, when considering proposal content, to: 

· Disclose qualifications and experience of the firm and staff assignment

— Respondent’s experience in providing professional auditing service (for example, prior engagements)

— Respondent’s quality control review reports

— Partner, supervisory, and staff qualifications and experience who are assigned to the specific engagement and the procedures for changing assigned staff during the audit process

— Audit approach (for example, statistical sampling, analytical procedures, methodology for documenting, EDP use in the auditing process)

· Comply with local, state, or federal statutes and regulations

— 
Maintenance of independence as required by U.S. Government Accountability Office’s Government Auditing Standards (2003), known as the Yellow Book

— 
Adherence to the AICPA’s Code of Professional Conduct

— 
Conflict of interest (for example, ethics ordinance, code of ethics requirements)

—
Assignment of professional services contract to a third party

—
Minority, women, and/or small business participation goals and requirements

—
License requirements to contract and practice public accounting/auditing in a specific locality

—
Other relevant laws and statutes affecting proposal process and submission of the proposal

· Discuss whether subcontracting will be used and to what extent. If joint ventures are permissible, disclose how such business arrangements will comply with RFP requirements.

Additionally, the government should:

· Identify submission criteria for proposals

— 
Government contact name(s) and telephone number(s)

— 
Address where proposals will be accepted

— 
Required number of original and copies of the proposal document to be submitted

—
Whether proposals are to be signed and by whom

—
Submission date and time deadline (including time zone)

—
How proposals are to be delivered (for example, in a sealed package marked plainly)

—
Response format or presentation layout for the proposal (for example, title page, table of contents, transmittal letter, detailed proposal)

· Communicate other information useful to the respondent, such as:

—
Basis on which government organization will/can reject proposals

—
Public information disclosure indicating proposals are subject to open record’s laws and regulations

—
Costs that will be reimbursed by the government organization, if any

—
Basis for contract termination, including the termination notification process and related timelines

—
Insurance requirements and indemnification clause (for example, liability insurance, workers’ compensation)

—
Procedures to handle inquiries from potential RFP respondents
Guidelines On The Schedule Of Events And Timelines
Proposal milestones and related timelines should be specifically outlined for complete understandability. This information is often presented in a table format for easy reference. Regardless of the presentation, provide potential respondents with a calendar of proposal events and dates. 

Guidelines On The Proposal Evaluation
To complete the body of the RFP document, clearly outline the proposal evaluation process. A properly defined evaluation process promotes consistency and fairness in the selection process and will reduce the time spent assessing the respondents’ qualifications and experience. When developing the proposal evaluation process and subsequently completing this section of the RFP document: 

· Identify the composition of the selection committee (for example, audit committee)

· Disclose elements of the proposal that will be specifically evaluated (for example, technical experience and expertise)

· Indicate the methodology for scoring the proposal (for example, point system)

· Outline the steps involved in the selection process

· Incorporate a right-to-reject clause

 Appendixes And Attachments
Appendixes and attachments can be used to accompany the body of the RFP in an attempt to provide added relevant information to prospective respondents. Following is a list of information that is often included in the appendixes and/or attachments to RFP documents:

· Glossary

· Organization chart

· List of key personnel, office locations, and telephone numbers

· Recent external and internal audit findings

· Audited financial statements

· Summary budgetary information

· Single audit reports

· Corrective action plans

· Management letters

· Respondent guarantees and warranties

· Format for schedules of professional fees and expenses 

· Offering statements

· Excerpts from state and local laws and regulations
· Standard legal language to be included in the audit contract
· Previous listing of schedules prepared by client (PBC)
Conclusion
The RFP is an important step in the selection process. It establishes an opportunity for dialogue regarding a certain set of procurement needs. The previous checklist is not all-inclusive and depends upon a particular government organization and its individual requirements. Therefore, a government organization seeking professional auditing services should employ the help of a team of experts to develop the specific RFP. 

For further guidance on developing or assessing a RFP of this type, refer to the following organizations:

· Government Finance Officers Association at www.gfoa.org
· AICPA Audit Committee Toolkit  — Sample Request for Proposal for a Public Company at www.aicpa.org/audcommctr

· Institute of Internal Auditors at www.theiia.org

The Internet can be used as a resource to locate RFPs originated by other governments.
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