RFP ATTACHMENT IV:  RESPONSE TEMPLATE


	REQUEST FOR PROPOSALS FOR CITYWIDE INDEPENDENT 

AUDIT SERVICES

CONTACT: Claire Shepard, Chief Accountant, CShepard@ci.burlington.vt.us or at (802) 864-8449


Responses received under this RFP that fail to address each of the requested items in this Attachment IV, Response Template in sufficient and complete detail to substantiate that the Respondent can meet the City’s Minimum Qualifications, will be deemed non-responsive and will not be considered for pre-qualification.  Note that responses of “To be provided upon request” or “To be determined” or the like, or that do not otherwise provide the information requested (left blank) are not acceptable.

Instructions are provided in blue and may be deleted. Please complete your response in the template provided, using as much space as needed.  Indicate clearly where separate documents are provided.  In order to receive the maximum amount of points, please be sure to follow this format carefully and thoroughly (but concisely) address each section.  Please ensure your response meets the Minimum Qualifications so that it will be evaluated. 


A. Executive Summary

1.
Respondent Information and Partner(s)

	Respondent’s Firm Name
	

	Respondent’s Firm Address
	

	Location of Respondent’s Office to Perform Services under this RFP
	

	Respondent’s Partner(s) Firm Name(s)
	


2.
RFP Contact

Clearly identify the person that will serve as the overall RFP contact.  This person will receive e-mail notifications regarding the RFP process.

	Name
	

	Title
	

	Email
	

	Phone
	

	Fax
	

	Address
	


3.
Services

Indicate which audit scope(s) your firm is seeking to provide.  Check all that apply.  

	(  Audit Scope 1: Citywide Financial Audit including Burlington Electric Department and the Joseph C. McNeil Generating Station
( Audit Scope 2:   Citywide Financial Audit excluding Burlington Electric Department and the Joseph C. McNeil Generating Station 

(  Audit Scope 3: Audit of Burlington Electric Department and the Joseph C. McNeil Generating Station




Financial Audit Services:  Financial audits performed include financial statement audits and other related financial audits.  Financial audits provide an independent assessment of and reasonable assurance about whether an entity’s reported financial condition, results, and use of resources are presented fairly in accordance with recognized criteria.  Reporting on financial audits also includes reports on internal control, compliance with laws and regulations, and provisions of contracts and grant agreements as they relate to financial transactions, systems, and processes. 
In addition, the may include a variety of City contracts, grants, and other agreements; City department and agency programs, operations, and financial information; and revenue and general obligation bond programs, among other subject matter. 

4.
How did you find out about this RFP Opportunity?

Insert Response Here.

B. Minimum Qualifications
The Minimum Qualifications are used by the City to determine whether the Respondent and the proposed staff have had experience on audits comparable to the services the City is requesting.  Respondents not meeting these minimum qualifications, as determined by the City, will not be considered, and their responses will be deemed non-responsive and not be evaluated.  Be sure to complete this section as described.

1.       Respondent Certification

The Respondent certifies that: 

A) RFP ATTACHMENTS:  It has completed the requirements and submitted the forms described in RFP Attachments I, II, III, and IV as part of its RFP response, as applicable.

(
Yes

B) EXPERIENCE:  It has submitted no more and no less than two (2) Prior Audit Descriptions, as part of RFP Attachment IV response, for EACH AUDIT SCOPE for which it would like to be considered for pre-qualification.  The services described in the Prior Audit Descriptions must have been provided to public sector clients within five (5) years from the date of this RFP.

(
Yes

C) STAFFING:  The Engagement Manager proposed to be assigned to the City’s audit(s) must individually have had a similar lead role in both of the Prior Audit Descriptions submitted for each Audit Type.  
(
Yes

PRIOR AUDIT DESCRIPTION 1
Indicate which scope of service is represented by this audit.  Check only one.  

	(  Audit Scope 1: Citywide Financial Audit including City Electric Department Generating Station
	(  Audit Scope 2: Citywide Financial Audit excluding City Electric Department and Generating Station
	(  Audit Scope 3: Audit of City Electric Department and Generating Station


	


	Audit
	Audit Name

	Client
	Client Name (City, County, etc.)

	Client Unit
	Client Agency, Department, or Unit Name

	Client Contact Name and Title
	

	Client Contact Phone
	

	Client Contact E-mail 
	

	Timeline
	Month/Year to Month/Year; Length of audit beginning to end 

	Audit Engagement Mgr(s)
	Engagement Mgr Name(s) – same as proposed to City?

	Fee
	$00,000.00

	Number of Hours
	XX hours

	
	

	Audit Background Include background information regarding the client and/or program, as applicable. 

Insert Response Here.

Audit Goals What were the goals and desired outcomes of your services?   

Insert Response Here.

Audit Scope What were the audit activities your firm completed?  Provide sufficient information to give the City insight into the size/complexity and scope of the audit. 

Insert Response Here.

Audit Staffing Identify each key person on the audit team with titles and roles and hourly rate, including all subcontractors. Include brief narrative descriptions of the responsibilities each person had on the audit.

Insert Response Here.

Involvement of Client and/or Stakeholders Discuss how client and any stakeholders were involved in the audit, major opportunities for input, client staff contributions, etc.

Insert Response Here.


PRIOR AUDIT DESCRIPTION 2

Indicate which scope of service is represented by this audit.  Check only one.  

	(  Audit Scope 1: Citywide Financial Audit including City Electric Department Generating Station
	(  Audit Scope 2: Citywide Financial Audit excluding City Electric Department and Generating Station
	(  Audit Scope 3: Audit of City Electric Department and Generating Station


	


	Audit
	Audit Name

	Client
	Client Name (City, County, etc.)

	Client Unit
	Client Agency, Department, or Unit Name

	Client Contact Name and Title
	

	Client Contact Phone
	

	Client Contact E-mail 
	

	Timeline
	Month/Year to Month/Year; Length of audit beginning to end 

	Audit Engagement Mgr(s)
	Engagement Mgr Name(s) – same as proposed to City?

	Fee
	$00,000.00

	Number of Hours
	XX hours

	
	

	Audit Background Include background information regarding the client and/or program, as applicable. 

Insert Response Here.

Audit Goals What were the goals and desired outcomes of your services?   

Insert Response Here.

Audit Scope What were the audit activities your firm completed?  Provide sufficient information to give the City insight into the size/complexity and scope of the audit. 

Insert Response Here.

Audit Staffing Identify each key person on the audit team with titles and roles and hourly rate, including all subcontractors. Include brief narrative descriptions of the responsibilities each person had on the audit.

Insert Response Here.

Involvement of Client and/or Stakeholders Discuss how client and any stakeholders were involved in the audit, major opportunities for input, client staff contributions, etc.

Insert Response Here.


C. Firm Qualifications – 20 points 
Even if using an alternative format for your responses, the following information must be included in the order specified to be scored appropriately.

1.  
Firm History and Structure

Briefly describe your firm, including history, number of years in business, organizational structure, ownership structure, and names of principals, staff size and composition.  
Insert Response Here.

2.  
Firm Experience and Client Summary

Describe your firm’s experience providing audit services to public sector clients.  Provide as much information as needed to demonstrate your expertise with the services requested.    
Insert Response Here.

Provide a representative list of the municipal general purpose clients your firm has provided audit services to in the past five (5) years.  
Insert Response Here.

3. 
Pending Litigation 

Briefly describe any pending litigation or litigation related to audit services provided by your firm within past three years of this RFP issue date.  If none, state “None.”
Insert Response Here.

4. 
Clients Relationships Severed for Reasons Other than Convenience Provide a list of your clients where the contractual relationship was not completed and was severed for reasons other than convenience.  A brief description of why the relationship was severed and the name of the client and the client’s audit manager are also required.  If none, state “None.”

Insert Response Here.

5.
Capacity and Resources

Describe your firm’s general capacity and local resources to provide the services under this RFP. 

Insert Response Here.
D. Staff Qualifications – 40 points
Even if using an alternative format for your responses, the following information must be included in the order specified to be scored appropriately.

As previously noted in RFP Attachment I, if Respondent is selected for a contract, the City will contractually obligate the Respondent to assure that the key individuals listed and identified in the Response will be performing the work and will not be substituted with other personnel or reassigned to another audit by the Respondent/Contractor without the City’s prior approval or request.  The City, in its sole discretion, shall have the right to review and approve all staff assigned to provide services throughout the duration of the contracts negotiated under this RFP.  Such approval by the City will not be unreasonably withheld.  If selected for interviews, the Respondent’s key individuals, including any partner/subcontractor representatives, if applicable, will be required to meet with the City prior to selection for contract negotiations.  

Proposed Staff Information

Use the following tables or alternative format to provide detailed narrative information on the proposed audit roles and responsibilities, qualifications and educational background of audit principals and key staff members, including subcontractor staff, if applicable, proposed to perform services for the City.  Include as many tables as needed.

	Name, Title


	Insert Response Here.


	Proposed Audit Role and Responsibilities
	Insert Response Here.


	Experience with Municipal Financial Audit Services


	Describe experience with financial statement audits.  Financial audits performed include financial statement audits and other related financial audits.  Financial audits provide an independent assessment of and reasonable assurance about whether an entity’s reported financial condition, results, and use of resources are presented fairly in accordance with recognized criteria.  Reporting on financial audits also includes reports on internal control, compliance with laws and regulations, and provisions of contracts and grant agreements as they relate to financial transactions, systems, and processes.
Insert Response Here.  



	Education
	Insert other qualifications or educational background narrative here, or indicate if resume or CV is attached.

Attach copy of CPA license, or other applicable documentation.




	Name, Title


	Insert Response Here.


	Proposed Audit Role and Responsibilities
	Insert Response Here.


	Experience with 
Municipal Financial Audit Services


	Describe experience with financial statement audits.  Financial audits performed include financial statement audits and other related financial audits.  Financial audits provide an independent assessment of and reasonable assurance about whether an entity’s reported financial condition, results, and use of resources are presented fairly in accordance with recognized criteria.  Reporting on financial audits also includes reports on internal control, compliance with laws and regulations, and provisions of contracts and grant agreements as they relate to financial transactions, systems, and processes.
Insert Response Here.  


	Education
	Insert other qualifications or educational background narrative here, or indicate if resume or CV is attached.

Attach copy of CPA license, or other applicable documentation.




	Name, Title


	Insert Response Here.


	Proposed Audit Role and Responsibilities
	Insert Response Here.


	Experience with Municipal Financial Audit Services


	Describe experience with financial statement audits.  Financial audits performed include financial statement audits and other related financial audits.  Financial audits provide an independent assessment of and reasonable assurance about whether an entity’s reported financial condition, results, and use of resources are presented fairly in accordance with recognized criteria.  Reporting on financial audits also includes reports on internal control, compliance with laws and regulations, and provisions of contracts and grant agreements as they relate to financial transactions, systems, and processes.
Insert Response Here.  


	Education
	Insert other qualifications or educational background narrative here, or indicate if resume or CV is attached.

Attach copy of CPA license, or other applicable documentation.




E. Audit Approach and Cost – 30 points 
1.  
Client Involvement or Level of Effort

Describe your approach to providing audit services to public sector clients.  What are the lessons learned that could be applied to services provided to the City? 

Insert Response Here.

Describe your firm’s expectations and/or assumptions of the City’s involvement or level of effort, including review, approval and other communication protocols necessary to successfully complete the services. 

Insert Response Here.

Provide a list of questions you would need answered and the data or other City resources you would need access to or to be provided by the City to successfully complete the services.

Insert Response Here.

2.  
Competitive Differences

What makes your firm’s approach to the services different or more effective than other firms providing the same services?  Describe any other asset, expertise, experience, data or technology that provides your firm with a competitive edge or advantage that will provide a benefit to your clients.  Include any lessons learned.
Insert Response Here.

3.  
Cost Response

The City intends to award a contract to the Respondent that will provide the best overall Response to the City inclusive of qualifications and cost considerations.  The City reserves the right to accept other than the lowest cost and to reject all responses that are not responsive to this RFP.    

· The City will negotiate costs and work effort with the selected Respondent to develop a firm fixed price for the contract utilizing a blended hourly rate to compensate Respondent for all services, travel, lodging, meals, miscellaneous and any other expenses related to the completion of services.  Additional and separate cost reimbursement will not be provided by the City.  

· Note that hourly rates provided shall apply to any and all as-needed services requested by the City for the full contract period under this RFP, as applicable.  Please see RFP Attachment I. 

Provide standard hourly billing rates by staff name/role with the estimated percentage of overall team effort each staff person would allocate to each Audit Type for which it seeks pre-qualification.  A spreadsheet or table format is preferred with sufficient detail for the City to determine the justification for what is being included.  

Insert Response Here or Attachment.
Note that all documents under this RFP process are subject to public disclosure. Please redact confidential or proprietary information as appropriate.
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