TOWN OF WINDSOR

REQUEST FOR PROPOSAL FOR AUDIT SERVICES

The Town Council of the Town of Windsor, Virginia (hereinafter called the “town”) invites qualified independent certified public accountants (hereinafter called “auditor”) to submit proposals to perform a financial and compliance audit for the fiscal years ended June 30, 2018 through 2021 in accordance with the following specifications.

SCOPE
a.
Financial Audit – The independent auditor will examine all funds of the town in accordance with generally accepted government auditing standards relating to financial and compliance audits and the Government Accounting Standards, issued by the Comptroller General of the United States.  The examination shall result in the preparation of financial statements from the audited records of the town with the auditors’ opinion thereon. The auditors’ opinion shall be unqualified unless the auditors furnish to the town, on a timely basis, their reasons for qualifying the opinion, disclaiming an opinion or rending an adverse opinion.

b.
Report on Internal Controls – The auditor shall issue a report on internal controls to the governing body containing recommendations to strengthen internal controls should such be necessary.

c.
Transmittal Forms – The Auditor of Public Accounts requires all localities to complete transmittal forms in accordance with the provisions of the Uniform Financial Reporting Manual for Virginia Counties and Municipalities. An opinion from the auditor must be rendered on these forms and submitted along with the forms to the Auditor of Public Accounts.  


The auditor must prepare the required forms, render an opinion thereon, and submit same to the Auditor of Public Accounts no later than November 30th following the end of the fiscal year in accordance with Section 15.2-2510 of the Code of Virginia.
d.
Submission of Reports – The firm shall provide a draft copy of the financial statements and auditors’ report no later than November 15th.  Final comments shall be submitted to the firm by town staff no later than November 20th, and the firm shall provide fifteen (15) copies of the financial statements and auditors’ report thereon not later than November 25th following the fiscal year end and brief the unit at their December Council meeting. Three copies of the financial report, including auditors’ reports on internal controls and compliance must be submitted to the Auditor of Public Accounts not later than November 30th following the end of the fiscal year.

REPRESENTATION OF THE TOWN
a.
The following are the current funds of the government:



Governmental Fund Types:  General Fund



Enterprise Funds:  Water Fund



Account Groups:  General Fixed Asset

There are no Authorities, Boards or Commissions considered being component units under NCGA Statements 3 and 7.

b.
The books of account will be fully balanced, all subsidiary ledgers reconciled to control accounts, and all bank accounts for all months reconciled no later than September 15th immediately following statement date.

c.
Town’s personnel shall coordinate with the auditor on the preparation on forms acceptable to the auditor the following information: 

1. A final trial balance of accounts and taxes receivable

2. A copy of the final budget presented to the council for the audit period and the original budget ordinance for the audit period

3. A copy of all project ordinances and all amendments thereto for all projects beginning during the period or not fully completed prior to the period, if any

4. A schedule of certificate of deposit transactions for all funds at statement date

5. A schedule of all capital outlays during the period

6. A schedule of all capital asset dispositions during the period

7. A schedule of accounts payable at statement date

8. Copies of all contracts with governmental grantor or grantee agencies

9. Copies of all other contracts in force at statement date of a material amount

Limited staff is available to assist the auditors.

REPRESENTATIONS OF THE AUDITOR
a.
The auditor must represent that he is independent as that term is defined in the Ethical Rules of AICPA.

b.
The auditor must represent that he is licensed to perform the audit as provided in the applicable laws of the Commonwealth of Virginia.

c.
The auditor must represent that adequate supervision will be provided on a day-to-day basis and that the resulting work papers shall be adequate and shall be available for routine review by appropriate auditors of the Federal and State governments.

PROPOSAL
Three copies of the proposal should be forwarded to the appropriate government official of the town clearly marked “Proposal – Audit Services” no later than 4:00 p.m. on 

January 31, 2018. Submit all proposals to:



Michael R. Stallings, Jr., Town Manager



Town of Windsor



Post Office Box 307



Windsor, Virginia 23487

The proposal should include:

a.
Title Page – Show the RFP subject, the name of the proposer’s firm, local address, telephone number, name of contact person and date.

b.
Table of Contents

c.   Letter of Transmittal

1. A statement by the prospective auditor of his understanding of the work to be   

      done with descriptions of the audit approach and illustrations of the procedures 

      to be employed.

2. The approximate date the audit will begin (including preliminary field work) and   

end, as well as approximate dates for delivery of the financial statements and/or  

      auditor’s reports.

3. Biographies, including experience, of the individuals who will be assigned to the 

      engagement, relevant experience of each in auditing municipalities, and recent 

      continuing professional education of each.

4. Names, addresses and telephone numbers of persons who may be contacted for  

      references.

FEES

Prospective bidders should include a fee schedule for each year of the 3 year contract with their proposal, and work shall be performed within the amount specified. Fees for any additional work requested by the Town will be separately negotiated as an addendum to the scope of services. Invoices in excess of $5,000 require approval of the Windsor Town Council, which meets the second Tuesday of each month, prior to payment.

MEETINGS
Conferences between the auditor and the town should be scheduled by the selected auditor before the preliminary work and at the end of the field work. The purpose of the meetings is to keep the governing body fully informed on the scope and progress of the audit.

The selected auditor shall give a presentation to the Town Council no later than the December Town Council Meeting which is held at 7:00 p.m. on the second Tuesday of each month.

SELECTION PROCESS
a.  The skill, experience, training and time commitments of the specified persons who will be performing the services requested will be included.

b. The auditor should understand the town’s system of accounting through prior experience or discussion with appropriate local officials.

c.  The prior experience and reputation of the auditor in auditing governmental towns similar to the town will be considered.

d.  The time proposed to complete the engagement is important.

OTHER MATTERS
a.  The Town of Windsor completed its first audit under the GASB 34 guidelines as of June 30, 2004. Because the Town staff is small, auditors should be prepared to offer additional guidance that may extend the hours normally budgeted to complete the audit. The auditors should make provisions for this possibility in their proposal.

b.  A pre-proposal conference may be held by appointment to answer any questions which might arise and to discuss general background information on the town and its operations.

c.  The information outlined on the attached information overview will be made available at the pre-proposal conference.

d.  The town intends to continue the relationship for no less than three (3) years or until a determination is made that it is in the best interest of the town to request new proposals. The town may extend the contract period for two one-year contracts at a negotiated price.

e.  The town reserves the right to reject any or all proposals.

f.  The final selection will be made by the Windsor Town Council.  It is anticipated that this selection will be made at the March 13, 2018 Town Council Meeting.

ATTACHMENT
Information Overview Town of Windsor of Windsor, Virginia
1. Population:  Approximately 2626 

2. Enterprise Operations: Water Fund – Approximately 855 accounts, billed bi-monthly

3. Personnel:  13 full time employees and 2 part time employees
4. Tax Collections:  Approximately 1,000 real estate billings and 1,950 personal property tax billings

5. Enterprise Billings:  The town mails approximately 438 water bills for Routes 1, 2, 3 and 4 every other month for a total billing of $42,000 to $49,000. About 448 bills for Routes 5 and 6 are mailed during the in-between months for a total billing of $28,000 to $40,000. There are no more than eight to ten delinquent bills at the end of any two-month period.

6. Bank accounts, Checking:  General Fund – approximately 70 checks per month

 Water Fund – approximately 25 checks per month

Space Needs Fund – approximately 10 checks per month


Daily deposits are made.
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