Terrebonne Sanitary District
Request for Proposal for Auditing Services

DATE: [DATE]

TO: Invited Parties

FROM: [NAME OF OFFICIAL, TITLE]
SUBJECT: Professional Auditing Services

The Terrebonne Sanitary District is soliciting proposals from qualified firms of certified public
accountants to audit the Terrebonne Sanitary District's financial statements for the fiscal year
ending June 30, 202X, with the option of auditing the Terrebonne Sanitary District's financial
statements for the five subsequent fiscal years.

Your proposal should contain, but not be limited to the following considerations:

Eligibility - authorization by the State Board of Accountants to conduct municipal audits.
Experience of your firm in relation to the scope of audits for the District.

A list of similar local governments or pertinent accounts served by your firm.

Your staff assignments and availability to complete the audit on a timely basis.

» Participation of senior audit personnel assigned to the engagement.

* Frequency of contact with fiscal personnel.

» Availability of staff to respond to questions within the scope of the engagement and the
hourly charge, if any, for services outside the scope of the audit.

Audit firm staff stability history - what assurances can you provide the District regarding the
assignment of your permanent personnel to the engagement.

Describe capability to audit computerized accounts receivable systems and to audit during
the development of a completely computerized bookkeeping system.

Procedures used to transmit audit adjustments and the reasons for them along with
management recommendations to the responsible personnel within the District structure.

Detailed audit plan.

Your fee proposal to conduct the basic audit function,along with your fee schedule for
additional services that may be required beyond the scope of the audit engagement. The
proposal should also state that any increase in the audit fee will be immediately disclosed to
the District Manager. This disclosure should include an estimation of the increased fees
and the reason for the increase.



« Estimated number of hours to complete the audit by classification of your employees, i.e.
partners, senior, junior.

« Detail of expenses expected to be incurred, i.e. mileage, per diem, telephone, etc.
= Audit firm to produce statements and to print annual report.
« Proofthat the firm is certified to conduct municipal audits by the Board of Accountancy.

Enclosed is a copy of the audit proposal information to provide you with information about the
District's financial records. | have enclosed the unaudited statement from the previous fiscal

period as well.

The final decision of the selection of the firm to conduct the audit will be made by the Board of
Directors. The final agreement will be inthe form of a written contract following the standard
agreement form used by CPA firms conducting audits.

All questions and correspondence should be directed to [NAME OF OFFICIAL] inwriting atthe
above address or by calling[TELEPHONE NUMBER]. Contactwith Terrebonne Sanitary District
personnel other than [NAME OF OFFICIAL] regarding this RFP may be grounds for elimination
from the selection process.

We will look forward to receiving your proposals on or before [DATE].

Sincerely,

[NAME OF OFFICIAL]



Audit Proposal Information

Sealed audit proposals will be accepted by the Terrebonne Sanitary District until p.m.,

on
proposals becomethe property of Terrebonne Sanitary District.

. Please direct proposals to the attention of . Al

All proposals will become part of the requester's files without obligation.

Nature of Services Required

Audit period will be through .(one year)
Special reports, exhibits, and schedules required:

* Accounts report.

« Balance sheet.

e Scheduleofcash.

- Statements of changes infinancial position.
* Notes of financial statement.

Conferences:

« Exit conference with and District Manager.
< Exit conference with office personnel.

Description of Entity and Records to be Audited:

« Generalledger, fixed assets ledger, accounts receivable, generaljournal, accounts
payable.

Available Manuals and Information Sources:
*  Minutes of District board meetings.
Accounting function work description of General Ledger Bookkeeper.

Details of fixed assets are maintained. Fixed assets are based on cost when available
otherwise on estimates authorized by the Board of Directors. The fixed assets ledger was
constructed with historical information by the District Manager during an audit period.

A budget is maintained and is available for examination.

Staff members will be available to pull and reproduce documents. Legal counsel will be
made available with prior staff approval.



Work areas will be provided by the District in close proximity with the financial records on
the premises.

Report Requirements

» The report will be addressed to the Board of Directors and will contain items listed in
item #2.

+ State the scope of the examination and that the audit was performed with generally
accepted accounting principles and include a statement of opinion as to whether the
statements conform to generally accepted accounting principles.

* Reports of compliance examinations must include a statement that the audit was con-
ducted in accordance with applicable standards. The audit report must state where the
examination disclosed instances of significant non-compliance with laws and generally
accepted accounting principles. Findings of non-compliance and ineligible expenditures
must be presented in enough detail for management to be able to understand them.

A management letter will be required. Itshould contain a statement of audit findings
and recommendations affecting financial systems and statements, internal control,
legality of actions, other instances of non-compliance with laws and generally accepted
accounting principles, and any other material matters.

Time Requirements

» Proposals will be delivered to the District office at not later than
p.m.on

» Ifpresentations of possible finalists are necessary, no one with personal bias will
interview proposers.

« The Board of Directors has made no decision as to the date of the award of the
audit. All proposers will be notified of the Board action in a timely manner.

* Once a contract has been signed, work may begin immediately to generate the audit in
a progress manner with costs to be billed to the District as the charges generated by the
proposer in accordance with the original agreement.

* Preliminary work to close accounts can begin immediately.

* The preliminary report and exit conference will be completed prior to

Report Review Timing and Number of Copies.



» Priorto the submission of the completed audit report the audit firm will be required to
deliver and review the draft and the proposed management letter with the District
Board.

» Copies required

+ Auditreport, copies.
< Management letter, copies.
 Working papers, copies.

+ The District Reserves the Right:

- To reject any and all proposals submitted.

- To request additional information from all proposers.

Standard Form of Agreement

This contract, made this day of 20 , in accordance with OAR162-
40-010(1) of the Minimum Standards for Reviews of Oregon Municipal Corporations between
(Independent Accountant), Certified Public Accountant(s) of Oregon, and

the (Client), Oregon, provides as follows:

Itis agreed the (Independent Accountant), shall conduct a review of the accounts, financial
statements, and fiscal affairs of (Client), Oregon for the period beginning and
ending , (@and annually thereafter) in accordance with the Minimum Standards for
Reviews of Oregon Municipal Corporations. The review shall be undertaken in order to express
limited assurance upon the basic financial statements of (Client), Oregon, and that (Client) has
substantially complied with appropriate legal provisions.

A review consists principally of inquiries, observations and analytical procedures applied to
financial data. k is substantially less in scope than an examination in accordance with generally
accepted auditing standards, the objective of which is the expression of opinions regarding the
basic financial statements. Accordingly, no such opinions will be expressed.

A review cannot be relied upon to disclose errors, irregularities, or illegal acts, including fraud
or defalcations that may exist. However, we will inform you of any such matters that come to
our attention.

(Independent Accountant) agrees that the services required under this agreement will be
performed by or under personal supervision and that the work will be faithfully performed with
care and diligence.



It is understood and agreed that, should unusual conditions arise or be encountered during
the course of the review whereby the services of (Independent Accountant) are necessary
beyond the extent of the work contemplated, written notification of such unusual condition
shall be delivered to the (Client), Oregon, who shall instruct in writing (independent
Accountant) concerning such additional services, and that a signed copy of each such
notification and instruction shall be delivered immediately to the Secretary of State by the
issuing party.

The review shall be started as soon after this agreement is executed as is agreeable to the
parties hereto and shall be completed and a written report thereon delivered within a
reasonable time, but not later than 180 days, after the close of the period covered by this
agreement. Adequate copies of such report shall be delivered to the (Client), Oregon and
its form and content shall be in accordance with and not less than that required by the
Minimum Standards for Reviews of Oregon Municipal Corporations.

It is understood and agreed that the (Client), Oregon, is responsible for such financial
statements as may be necessary to fully disclose and fairly present the results of
operations for the period under review and the financial condition at the end of that period.
Should such financial statements not be prepared and presented within a reasonable
period of time, it is understood that (independent Accountant) shall draft them for (Client),
Oregon. The cost of preparing such financial statements shall be the fee for conducting the
review set forth in Paragraph 9 below. Itis understood and agreed that either party may
cancel this agreement by giving notice in writing to the other party at least (ninety days)
prior to the end of any review period.

In consideration of the faithful performance of the conditions, covenants, and
undertakings herein set forth, the (Client), Oregon, hereby agrees to pay (independent
Accountant) the sum of (a reasonable fee) and the (Client), Oregon, hereby
affirms that proper provision for the payment of such fee has been or will be duly made
and that funds for the payment thereof are or will be made legally available.

(Independent Accountant)

By

(Client)

By




