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City of ellis
REQUEST FOR PROPOSALS

I.
INTRODUCTION

A.
General Information
The CITY OF ELLIS is requesting proposals from qualified firms of certified public accountants to audit its financial statements for the year ending December 31, 2008, with the option of auditing its financial statements for each of the two subsequent fiscal years.  These audits are to be performed in accordance with generally accepted auditing standards as well as the Kansas Municipal Audit Guide.
There is no expressed or implied obligation for the CITY OF ELLIS to reimburse responding firms for any expenses incurred in preparing proposals in response to this request.
To be considered, two copies of a proposal must be received by Mary Jo Walz, City Clerk at 815 Jefferson Street, Ellis, KS 67637 by noon on July 7, 2008.  The CITY OF ELLIS reserves the right to reject any or all proposals submitted.

Proposals submitted will be evaluated by the City Clerk, and by the City Council.
During the evaluation process, the City Clerk, and City Council of the CITY OF ELLIS reserve the right, where it may serve the CITY OF ELLIS’ best interest, to request additional information or clarifications from proposers, or to allow corrections of errors or omissions.  At the discretion of the CITY OF ELLIS or the City Council, firms submitting proposals may be requested to make oral presentations as part of the evaluation process.

The CITY OF ELLIS reserves the right to retain all proposals submitted and to use any ideas in a proposal regardless of whether that proposal is selected.  Submission of a proposal indicates acceptance by the firm of the conditions contained in this request for proposals, unless clearly and specifically noted in the proposal submitted and confirmed in the contract between the CITY OF ELLIS and the firm selected.

It is anticipated the selection of a firm will be completed by August 18, 2008.  Following the notification of the selected firm it is expected a contract will be executed between both parties by August 31, 2008.
B.
Term of Engagement
A three-year contract is contemplated, subject to the annual review and recommendation of the City Clerk, the satisfactory negotiation of terms (including a price acceptable to both the CITY OF ELLIS and the selected firm), the concurrence of the City Council and the annual availability of an appropriation.

II.
NATURE OF SERVICES REQUIRED
A.
General
The CITY OF ELLIS is soliciting the services of qualified firms of certified public accountants to audit its financial statements for the year ending December 31, 2008, with the option to audit the CITY OF ELLIS’ financial statements for each of the two subsequent fiscal years. These audits are to be performed in accordance with the provisions contained in this request for proposals.

B.
Scope of Work to be Performed
The CITY OF ELLIS desires the auditor to express an opinion on the fair presentation of its basic financial statements in conformity with the accounting practices permitted by the State of Kansas.
C.
Auditing Standards To Be Followed
To meet the requirements of this request for proposals, the audit shall be performed in accordance with generally accepting auditing standards as set forth by the American Institute of Certified Public Accountants and the Kansas Municipal Audit Guide.

D.
Reports to be Issued
Following the completion of the audit of the year's financial statements, the auditor shall issue:

1.
A report on the fair presentation of the financial statements in conformity with the accounting practices permitted by the State of Kansas.

Irregularities and illegal acts.  Auditors shall be required to make an immediate, written report of all irregularities and illegal acts or indications of illegal acts of which they become aware to the following parties:

1.
City Clerk
2.
City Attorney

3.
City Council
Reporting to the City Council.  Auditors shall assure themselves that the CITY OF ELLIS’ audit committee is informed of each of the following:

1.
The auditor's responsibility under generally accepted auditing standards

2.
Significant accounting policies

3.
Management judgments and accounting estimates

4.
Significant audit adjustments

5.
Other information in documents containing audited financial statements

6.
Disagreements with management

7.
Management consultation with other accountants

8.
Major issues discussed with management prior to retention

9.
Difficulties encountered in performing the audit


E.
Working Paper Retention and Access to Working Papers
All working papers and reports must be retained, at the auditor's expense, for a minimum of three (3) years, unless the firm is notified in writing by the CITY OF ELLIS of the need to extend the retention period.  The auditor will be required to make working papers available, upon request, to the following parties or their designees:

U.S. General Accounting Office (GAO)
State of Kansas Division of Accounts & Reports
Parties designated by the federal or state governments or by the CITY OF ELLIS as part of an audit quality review process

Auditors of entities of which the CITY OF ELLIS is a subrecipient of grant funds

In addition, the firm shall respond to the reasonable inquiries of successor auditors and allow successor auditors to review working papers relating to matters of continuing accounting significance.
III.
DESCRIPTION OF THE City and other Entities to be considered in Response to this RFP
A.
Background Information
The CITY OF ELLIS is the located in Northwest Kansas on Interstate 70. The City has a population of approximately 2000 residents with growing opportunities.
The CITY OF ELLIS provides the following traditional government services to its citizens: police protection, public works, fire protection, parks and cemetery facilities, campground, and municipal court services.
The CITY OF ELLIS has a total budgeted personal services cost for 2008 of $837,007 covering 16 full time employees, 1 part time employee, 20 volunteer fire persons and 10 part time or seasonal workers.

The accounting and financial reporting functions of the CITY OF ELLIS are centralized at the City Clerk’s office.
More detailed information on the government and its finances can be found in the 2008 annual budget document and the 2007 audit report which are enclosed.  These documents are available in the City Clerk’s office.
B.
Fund Structure 

The CITY OF ELLIS uses the following fund types and account groups in its financial reporting:

	
	
	
	
	Number with

	
	
	Number of
	
	Legally Adopted

	
	
	Individual Fund
	
	Annual Budgets

	General Fund
	
	1
	
	1

	Special Revenue Funds
	
	7
	
	3

	Debt Service Funds
	
	2
	
	1

	Capital Project Funds
	
	2
	
	0

	Enterprise Fund
	
	6
	
	4

	Fiduciary Funds
	
	5
	
	0


C.
Federal and State Financial Assistance
During the fiscal year to be audited, the CITY OF ELLIS received the following:
The City receives various other federal and state revenue passed through the various state agencies.
D.
Component Units
The CITY OF ELLIS is defined, for financial reporting purposes, in conformity with the Governmental Accounting Standards Board's Codification of Governmental Accounting and Financial Reporting Standards, Section 2100.  Using these criteria, component units are to be included in the CITY OF ELLIS’ financial statements. The management of the CITY OF ELLIS identified the following component units for inclusion in the CITY OF ELLIS’ financial statements: Ellis Public Library. The City Clerk has copies of the most recent audit reports.  In addition the following additional entities are to be audited and a separate report is to be issued for:

Ellis Public Library


Ellis Firemen’s Relief


Ellis Railroad Museum


Ellis Chrysler Boyhood Home

Ellis Housing Authority (single audit)

Ellis Alliance 
Community Foundation of Ellis
E.
Availability of Prior Audit Reports and Working Papers
Interested proposers who wish to review prior years' audit reports and management letters should contact Mary Jo Walz, City Clerk at 815 Jefferson, Ellis, KS 67637 or call 785-726-4812.  The CITY OF ELLIS will use its best efforts to make prior audit reports and supporting working papers available to proposers to aid their response to this request for proposals.

IV.
TIME REQUIREMENTS
A.
Proposal Calendar
The following is a list of key dates up to and including the date proposals are due to be submitted:

Due date for proposals
July 15, 2008
Oral Presentations (if desired)
July 21, 2008


August 4, 2008


B.
Notification and Contract Dates
Selected firm notified
August 19, 2008
Contract date
August 29, 2008
C.
Date Audit May Commence
The CITY OF ELLIS will have all records ready for audit and all management personnel available to meet with the firm's personnel as of January 26, 2009. Preliminary fieldwork can be performed in January 2009.
D.
Schedule for the 2008 Audit
The City requires that the preliminary audit report be completed by May 1st. The City requires the final unencumbered cash balances in order to finalize the annual budget.

The Auditor shall present the final audit report and management letter to the City Council and the City Clerk prior to May 31st.
V.
Proposal Requirements
A.
General Requirements
Proposals received after the date and time required by and stated in the RFP shall not be considered. Such non-complying proposals shall be returned unopened providing the entity submitting the proposal is identified on the proposal envelope. The City reserves the right to reject any or all proposals and to waive any minor informality, technicality or irregularity in any proposal.

Proposals will be time-stamped upon receipt and held in a secure place until the established due date. Proposals will not be opened publicly or disclosed to unauthorized persons, but will be opened in the presence of two or more City officials. A record of proposals will be established, which will include for all proposals: the name and entity submitting the proposal, a description sufficient to identify the services offered, the names of the City officials present and the date and time the proposals were opened.

All proposals and related reference information submitted in response to the RFP will become the property of the City and will not be returned. Each entity submitting a proposal waives any right of confidentiality as to the proposal documents. If any entity submitting a proposal considers certain material in the proposal proprietary information, it shall clearly designate those portions of the proposal it wishes to remain confidential. As a public entity, the City is subject to making records available for public disclosure. The City will attempt to maintain the confidentially of material marked proprietary; however, it cannot guarantee that information will not be made public.

The City reserves the right to (1) accept or right to reject any or all proposals and to waive any technicality or irregularities involving any proposal and to cancel the RFP process at any time prior to entering into a formal contract for auditing services, (2) not award a contract for any or all of the services that are the subject of the RFP process, (3) negotiate contract terms acceptable to the City with the successful auditor and (4) disregard all nonconforming, non-responsive or conditional proposals.
During the evaluation process, the City reserves the right to request additional information or clarifications from those firms submitting proposals and to allow corrections of errors and/or omissions.

Submission of a proposal indicates acceptance by the firm submitting the proposal of the terms, conditions and specifications contained in this RFP to include the contract requirements set forth herein.

The City will not pay for any information herein requested, nor is it liable for any costs incurred by the entities submitting proposals. The City reserves the right to select the proposal that will best meet the needs of the City. Proposals that do not meet the stated requirements will be considered in non-compliance and will be disqualified unless the City waives such non-compliance.

No proposal may be withdrawn for a period of thirty (30) days from the date set for the opening thereof.

By Submission of a proposal, each entity submitting a proposal certifies and acknowledges that:

The City may, by written notice to the entity submitting the proposal reject the RFP or cancel any award under this RFP if it found by the City that gratuities, in the form of entertainment, gifts or otherwise were offered or given to any representative of the City with a view toward securing an order or other favorable treatment with respect to this RFP or the entity submitting the proposal participated in collusion with another entity to restrain or eliminate competition.

The contents of the RFP and any clarifications distributed or issued by the City shall become part of the contractual obligation and incorporation by reference into the ensuing contracts as the City deems appropriate.

B.
Process
1.
Inquiries
Inquiries concerning the request for proposals and the subject of the request for proposals must be made to:

Mary Jo Walz, City Clerk

815 Jefferson Street
Ellis, KS 67637
785-726-4812
2.
Submission of Proposals
The following material is required to be received by noon, July 15, 2008, for a proposing firm to be considered:

a.
Submit a copy of the audit firms qualifications in a separate sealed envelope marked as follows:
proposal for

the CITY OF ELLIS for

professional auditing services

JULY 15, 2008
All proposals shall include the following:

i.
Title page showing the firm’s name, address and telephone number of a contact person; and the date of the proposal.
ii.
Transmittal Letter

a signed letter of transmittal briefly stating the proposer’s understanding of the work to be done, the commitment to perform the work within the time period and a statement why the firm believes itself to be best qualified to perform the engagement.

b.
The proposer shall submit two copies of the audit proposal with the cost in a separate sealed envelope marked as follows:

sealed dollar cost bid

proposal

for

the CITY OF ELLIS
for

professional auditing services

july 15, 2008
c.
Proposers should send the completed proposal consisting of the two separate envelopes to the following address:

Mary Jo Walz, City Clerk

815 Jefferson Street
Ellis, KS 67637
C.
Technical Proposal
1.
General Requirements
The purpose of the Technical Proposal is to demonstrate the qualifications, competence and capacity of the firms seeking to undertake an independent audit of the CITY OF ELLIS in conformity with the requirements of this request for proposals.  As such, the substance of proposals will carry more weight than their form or manner of presentation.  The Technical Proposal should demonstrate the qualifications of the firm and of the particular staff to be assigned to this engagement.
THERE SHOULD BE NO DOLLAR UNITS OR TOTAL COSTS INCLUDED IN THE TECHNICAL PROPOSAL DOCUMENT.

The Technical Proposal should address all the points outlined in the request for proposals (excluding any cost information which should only be included in the sealed dollar cost bid).  The Proposal should be prepared simply and economically, providing a straightforward, concise description of the proposer's capabilities to satisfy the requirements of the request for proposals.  

2.
Independence
The firm should provide an affirmative statement that is independent of the CITY OF ELLIS as defined by the U.S. General Accounting Office's Government Auditing Standards (2006).
The firm also should provide an affirmative statement that it is independent of all of the component units of the CITY OF ELLIS as defined by those same standards.

The firm should also list and describe the firm's (or proposed subcontractors') professional relationships involving the CITY OF ELLIS or any of its agencies or component units for the past five (5) years, together with a statement explaining why such relationships do not constitute a conflict of interest relative to performing the proposed audit.

In addition, the firm shall give the CITY OF ELLIS written notice of any professional relationships entered into during the period of this agreement.

3.
License to Practice in Kansas
An affirmative statement should be included that the firm and all assigned key professional staff are properly licensed to practice in Kansas. 

4.
Firm Qualifications and Experience
The proposer should state the size of the firm, the size of the firm's governmental audit staff, the location of the office from which the work on this engagement is to be performed and the number and nature of the professional staff to be employed in this engagement on a full-time basis and the number and nature of the staff to be so employed on a part-time basis.

The firm is also required to submit a copy of the report on its most recent external quality control review, with a statement whether that quality control review included a review of specific government engagements.

The firm shall also provide information on the results of any federal or state desk reviews or field reviews of its audits during the past three (3) years.  In addition, the firm shall provide information on the circumstances and status of any disciplinary action taken or pending against the firm during the past three (3) years with state regulatory bodies or professional organizations.

5.
Partner Supervisory and Staff Qualifications and Experience
Identify the principal supervisory and management staff, including engagement partners, managers, other supervisors and specialists, who would be assigned to the engagement.  Indicate whether each person is licensed to practice as a certified public accountant in Kansas. Provide information on the government auditing experience of each person, including information on relevant continuing professional education for the past three (3) years and membership in professional organizations relevant to the performance of this audit.

6.
Similar Engagements with Other Government Entities
Provide the name of similar government entities with a contact name, telephone number and whether an OMB 133 audit was performed.
D.
Sealed Dollar Cost Bid
1.
Total Maximum Price
The sealed dollar cost bid should contain all pricing information relative to performing the audit engagement as described in this request for proposal.  The total all-inclusive maximum price to be bid is to contain all direct and indirect costs including all out-of-pocket expenses.

The CITY OF ELLIS will not be responsible for expenses incurred in preparing and submitting the technical proposal or the sealed dollar cost bid.  Such costs should not be included in the proposal.

The first page of the sealed dollar cost bid should include the following information:

a.
Name of Firm

b.
Certification that the person signing the proposal is entitled to represent the firm, empowered to submit the bid, and authorized to sign a contract with the CITY OF ELLIS.

c.
A Total Maximum Price for the 2008 engagement.

2.
Rates for Additional Professional Services
If it should become necessary for CITY OF ELLIS to request the auditor to render any additional services to either supplement the services requested in this RFP or to perform additional work as necessary, then such additional work shall be performed only if set forth in an addendum to the contract between CITY OF ELLIS and the firm.  Any such additional work agreed to between CITY OF ELLIS and the firm shall be performed at the same rates set forth in the schedule of fees and expenses included in the sealed dollar cost bid.

3.
Manner of Payment
Payment shall be rendered in full upon presentation and approval of the final audit report. 
VI.
EVALUATION PROCEDURES
The City Clerk shall review the proposal prior to submitting them to the City Council.
A.
Evaluation Criteria
Proposals will be evaluated using three sets of criteria.  Firms meeting the mandatory criteria will have their proposals evaluated and for technical qualifications and price.  The following represent the principal selection criteria which will be considered during the evaluation process.

1.
Mandatory Elements
a.
The audit firm is independent and licensed to practice in Kansas.
b.
The firm has no conflict of interest with regard to any other work performed by the firm for the CITY OF ELLIS 

c.
The firm adheres to the instructions in this request for proposal on preparing and submitting the proposal

d.
The firm submits a copy of its last external quality control review report and the firm has a record of quality audit work.

2.
Technical Quality
a.
Expertise and Experience

(1)
The firm's past experience and performance on comparable government engagements

(2)
The quality of the firm's professional personnel to be assigned to the engagement and the quality of the firm's management support personnel to be available for technical consultation

3.
Price
COST WILL NOT BE THE PRIMARY FACTOR IN THE SELECTION OF AN AUDIT FIRM
B.
Oral Presentations
During the evaluation process, the City may, at its discretion, request any one or all firms to make oral presentations.  Such presentations will provide firms with an opportunity to answer any questions the City may have on a firm's proposal.  Not all firms may be asked to make such oral presentations.

C.
Final Selection
The CITY OF ELLIS will select a firm based upon the approval of the City Council.

It is anticipated that a firm will be selected by August 18, 2008. Following notification of the firm selected, it is expected a contract will be executed between both parties by August 29, 2008.
D.
Right to Reject Proposals
Submission of a proposal indicates acceptance by the firm of the conditions contained in this request for proposal unless clearly and specifically noted in the proposal submitted and confirmed in the contract between the CITY OF ELLIS and the firm selected.

The CITY OF ELLIS reserves the right without prejudice to reject any or all proposals.
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