TOWN OF BELMONT, MASSACHUSETTS
REQUEST FOR COMPETITIVE PROPOSALS

INDEPENDENT FINANCIAL AUDIT SERVICES

Fiscal Years 2005 through 2009
This proposal is exempt from the requirements of Massachusetts General Laws

Chapter 30B, Uniform Procurement Law

The Town of Belmont, Massachusetts invites qualified public accounting firms, licensed to practice in the Commonwealth of Massachusetts, to submit written fix fee proposals to conduct the annual financial audit of the year-end financial reports of the Town for the next five years, in accordance with the specifications summarized below.  The quoted fee shall be all-inclusive for all required services.

I.  INFORMATION FURNISHED TO PROPOSERS:

General Information
The Town of Belmont has a population of approximately 24,000; occupies a land area of approximately 4 square miles; and has a current operating budget of $79M.  The Town is governed by a three member Board of Selectmen, with a Town Administrator charged with daily responsibility.  The Town has a decentralized government with many citizen boards and committees that oversee various departments.  There is an elected Board of Assessors that appoints the Assessing Administrator, an appointed Recreation Board that appoints the Recreation Administrator, an elected Board of Education that appoints the Superintendent of Schools, an Elected Town Clerk and Elected Treasurer.  All other department heads are appointed by the Board of Selectmen.
The senior financial management team of the Town consists of the Accountant, Treasurer/Collector, Assessing Administrator, and Town Administrator.  There is a seven member Permanent Audit Committee that includes one Selectman, the Treasurer, the Accountant, and four citizens.
In addition to the Town, the reporting entity consists of a Contributory Retirement System, which has net assets of $54M at December 31, 2004.  A five member Retirement Board and one staff member administers the Retirement System.  System assets are divided among three equity managers, one real estate manager; and two fixed income managers, and one venture capital investment – all but one equity fund is managed in commingled funds.  The Retirement Board has a professional investment consultant under contract to provide ongoing assistance with asset allocation planning; investment manager performance evaluation; and manager searches when necessary.  The Board contracts for an actuarial valuation of the system’s liability every two years and follows the approved funding schedule.  The Retirement system staff member prepares the financial statements for the Retirement system. 

The Town of Belmont has a Municipal Light Department (distribution only) that has annual sales of approximately $12M.  This entity is audited separately by Goulet, Salvidio and Associates PC.
The FY04 GASB 34 statements list three enterprise funds:  water, sewer and electric.  The Governmental funds include:  General, Town Hall complex construction, Fire Station Construction, and Other governmental funds.  The firm of KPMG has completed the FY04 audit and all audits since 1995.  There were no qualifications to the opinion in FY03 and FY04.
Description of Financial Records
All Town accounting records except for the ambulance billings/receivables and special education Medicaid reimbursement receivable are maintained in house.

The Town purchased financial software in 1996 for both accounting and payroll from Systems & Software (S&S) of Vermont.  The fund accounting; budget input function; purchasing and requisitioning; and payroll modules of this system are functional.  These modules are used for all Town financial activities, including the disbursement of contributory and non-contributory retirement benefits.  Capital asset accounting is done in a Microsoft excel workbook.  Utility billings are performed using software provided by S&S.  Tax billings are performed by VADAR.  Excise is done by PKS.  Parking is done by Complus.  Retirement system accounting is done with software provided by TACS Inc. of Woburn, Massachusetts.
The Town financial accounts are closed on a monthly basis.  Complete budgetary basis financial reports are provided to the Board of Selectmen and Warrant Committee on a quarterly and annual basis.  Annual budgetary basis financial reports are prepared and issued within 60 days after the end of the fiscal year and all state and federal budgetary basis financial reporting is current.

For fiscal years prior to June 30, 2003, the Town has provided its independent auditor with a budgetary basis trial balance, a list of journal entries and adjustments to bring the budgetary basis financial records to GAAP; and necessary supporting schedules.  For the fiscal year ended June 30, 2003 and June 30, 2004, the Town assumed major responsibility for preparation of financial statements; some of the notes to the statements; and the management discussion and analysis.
A copy of the Town’s June 30, 2004 audited financial statements and management letter may be obtained from the Town Accountant’s office or a scanned version of the statements may be down loaded from the Town’s web-site at www.belmont.ma.us.

Questions about this report or the condition of the Town’s accounting and financial reporting records and/or systems should be directed to Barbara Hagg, Town Accountant at telephone number (617) 489-8240 or e-mail account bhagg@town.belmont.ma.us.
Required Services
Required services consist of:

1.  An independent financial audit of the Town’s financial report for the next five fiscal years.  The audit must be conducted in accordance with auditing standards generally accepted in the U.S., Government Auditing Standards promulgated by the Comptroller General of the U.S.; the Single Audit Act Amendments of 1996 and the provisions of OMB Circular A-133.  

The audit shall be conducted for purposes of forming an opinion of the general purpose financial statements, taken as a whole, and to determine whether operations were conducted in accordance with legal and regulatory requirements. 
The Town shall retain ultimate responsibility for the preparation of the financial statements.  The Town is interested in ultimately preparing and submitting the Comprehensive Annual Financial Report (CAFR) and the auditor shall assist the Town in preparing and improving the document, including but not limited to:

Evaluating the document against the GFOA Certificate of Achievement check list and assisting the Town in the first year submission of the document for GFOA formal review.

Proof reading of entire document
Verification of implementation of recommended improvements from prior year submission to GFOA under the Certificate of Achievement Program.


Overall review including layout, design, and suggested improvements
2.  Completion of a management letter, which shall identify any management weaknesses observed, assess their effect on financial management and propose steps to correct or eliminate the weaknesses.  Prior to the completion of the management letter, the auditor shall meet with the department head of each department for which there is a management comment to review the findings and the recommendations in detail.  The final copy of the management letter shall contain printed responses from the head of each department for which there is a management recommendation.

3.  In addition to completing the annual audit, the accounting firm shall be available during the normal business hours, throughout the contract period, to provide the Town with advice and guidance on financial accounting and reporting issues.  The accounting firm will also be expected to keep the Town abreast of the working requirements of all new accounting and financial reporting pronouncements of the Governmental Accounting Standards Board; the United States Office of Management and Budgets; and the Commonwealth of Massachusetts.  It is expected that the successful proposer will designate a senior staff member, at the manager or partner level, who will be responsible for responding to Town phone calls and e-mail communications within one business day.

All audit work papers are the property of the auditors and shall be retained for a period of at least seven years.  Work papers shall be available for examination or duplication without charge to authorized Town personnel, representative of Federal or State Agencies upon request of that Agency or the Town in accordance with Federal Law, State Law and other regulations.  Working papers will also be made available for examination, at no charge, or duplication, at a reasonable charge, to subsequent auditors engaged by the Town.

Deliverables shall consist of:

1.  (40) printed and bound copies of the audited annual financial report
2.  (20) printed and bound copies of the federal single audit report, including necessary audit opinion letters

3.  (20) printed and bound copies of annual management letter

4.  Electronic versions of each of the above

The auditors shall be responsible for distribution of copies of all reports to state and federal regulatory and oversight agencies.

A senior representative of the firm shall conduct an annual audit planning conference with the Accountant at least one month prior to the start of each audit;  shall meet with the Town’s Permanent Audit Committee prior to the start of the audit; shall provide the Accountant with weekly status reports during the course of the audit field work; and shall be available to make a formal presentation of the results of the audit to the Permanent Audit Committee and to the Board of Selectmen if so requested.

Timing Considerations
Qualified public accounting firms wishing to present the Town of Belmont with a formal proposal for providing independent audit services for the next (5) years should forward ten copies of the proposal to:


Barbara E. Hagg, Town Accountant


Town of Belmont


PO Box 56


Belmont, MA 02478

not later than 2:00 p.m. EST on Thursday May 12, 2005.  All proposals must be in a sealed envelop and clearly marked Town of Belmont Audit Services Proposal.

All proposals will be public opened and read aloud at 2:01 p.m. on May 24, 2005, in the Board of Selectmen’s office at Town Hall.  Any proposals received after 2:00 p.m. will not be accepted.
Members of the Permanent Audit Committee will interview qualified applicants and will recommend appointment of the independent auditor to the full Board of Selectmen.  The Town intends to award the audit services contract to the firm making the lowest responsive and responsible proposal, not later than June 10, 2005.
The Town expects the preliminary audit work, including the audit of the Belmont Contributory Retirement System, to begin on or about April 1 of each year, and to be completed not later than June 30 of each year, except for the first year of the contract, when the preliminary work may begin during the month of June.  No audit work is to be undertaken during the July 1 to August 15 time frame.  The Town would expect the audit of the financial statements, notes, and management discussion and analysis components of the audited financials to begin between September 1 and September 30 of each contract year, and that field work would be completed and the final deliverables provided to the Town not later than December 15 of each contract year.  A presentation to the Town’s Permanent Audit Committee is to be made not later than December 30 of each contract year.

Town Responsibilities
The Town of Belmont will provide the successful accounting firm with the following assistance to the completion of the annual audit:

Preparation of draft financial statements and supporting schedules


Preparation of the schedule of federal financial assistance

Preparation of all written documents for mailing by the accounting firm


Photocopying of all necessary records and documents for audit papers, including tax recap sheet; town meeting appropriations; cash reconciliation; and debt statements.  Depending upon Town Accountant work schedules, there may be times when the accounting firm will have to take responsibilities for these services.
Billings

Progress payments may be billed monthly for actual services rendered to date.  The Town will not pay more than 2/3 of the annual contract value until the final report is delivered and the final presentation has been made to the Permanent Audit Committee. 
Additional Information
If it becomes necessary to revise any part of this RFP or otherwise provide additional material information, an addendum will be issued by the Town and furnished to all firms that have received a copy of this document.

All proposals become the property of the Town of Belmont and are subject to disclosures as required by Massachusetts General Laws and the regulations of the Town of Belmont.

The Town is not and will not be liable for any cost(s) incurred by proposers in the preparation of responses to this RFP.

The Town reserves the right to reject any and all proposals if it is determined to be in the best interest of the Town of Belmont.

II  INFORMATION TO BE SUPPLIED BY PROPOSERS:
In order to simplify the evaluation process and obtain maximum comparability, the Town requires that all responses to the RFP be organized in the manner described in this section.  Any material deviation from this format may result in disqualification of the proposal.
A.  Title Page


RFP Title


Name of Proposer


Address and telephone number of proposer


Name of primary contact


Submission date

B.  Letter of Transmittal


Briefly state the proposer’s understanding of the work to be performed and make a positive commitment to complete all work and deliver all work and written reports within the specified time frames.


Specify an all inclusive fixed fee for each engagement year and state that your proposal is valid for a period of ninety days.

The letter must be signed by an individual authorized to contractually bind your firm (pleas provide written evidence of the authorization).
C.  Table of Contents

Include a clear identification of the material by section, and page numbers.  The following sections (D – F) are required:

D.  Professional Experience


Describe your Massachusetts municipal auditing experience during the past five year period.  Identify the specific partner, and staff that will be assigned to this engagement and provide copies of the resumes of each.


Provide a description of your firm’s municipal auditing continuing education program.


Describe the professional quality control program employed by your firm for municipal audits.  Please include a copy of the results of the last professional peer evaluation of your firm.


Provide the name, address, and telephone number of at least three Massachusetts municipal audit client references that the Town can contact.  The Town is especially interested in a list of other Moody’s Aaa rated communities that you currently audit.


Provide evidence of staff experience in federal A-133 audits.

E.  Audit Approach


State the proposer’s understanding of the services to be performed and the work products to be delivered.


Submit a detailed work plan, including time estimates and staffing requirements for each major component of the engagement.  Please include a brief description of the specific audit procedures that you anticipate using in each segment of the audit (cash, revenue, expenditures, etc.)


Provide a description of the additional services that your firm would be willing to provide to the Town, in connection with the audit, but at no additional cost.  We are particularly interested in proposals for assistance in the submission of the CAFR for consideration for the GFOA Certificate of Excellence in Financial Reporting.

F.  Compensation

State the estimated number of hours, which you expect to commit, by staff level, for each component of the engagement by year.


The proposal must include an annual, all-inclusive fixed fee for each engagement year:

Financial Statements – Town of Belmont

Fiscal Year Ended June 30, 2005     _____________________
Fiscal Year Ended June 30, 2006     _____________________

Fiscal Year Ended June 30, 2007     _____________________

Fiscal Year Ended June 30, 2008     _____________________

Fiscal Year Ended June 30, 2009     _____________________

Federal Single Audit Report

Fiscal Year Ended June 30, 2005     _____________________

Fiscal Year Ended June 30, 2006     _____________________

Fiscal Year Ended June 30, 2007     _____________________

Fiscal Year Ended June 30, 2008     _____________________

Fiscal Year Ended June 30, 2009     _____________________

Contributory Retirement System

Fiscal Year Ended December 31, 2004     _____________________

Fiscal Year Ended December 31, 2005     _____________________

Fiscal Year Ended December 31, 2006     _____________________

Fiscal Year Ended December 31, 2007     _____________________

Fiscal Year Ended December 31, 2008     _____________________

G.  Additional Information


Please provide any additional information, not specifically requested, but that you believe would be useful to the Town in evaluating your proposal.  We would appreciate any comments or observations that you might have about specific improvements which you would recommend in the Town’s internal management oriented interim financial reports and the annual audited financial statements.
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