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CONTRACT SPECIFICATIONS FOR:

Financial and Compliance Audit
PROPOSAL NUMBER:  RFP #22-1208-Financial and Compliance Audit
Proposals must be received by 2:00 pm, December 8, 2022
AT:
City of Lebanon


Purchasing Department


200 N Castle Heights Ave


Lebanon, TN  37087

CITY OF LEBANON, TENNESSEE

DETAILED SPECIFICATION FOR
FINANCIAL AND COMPLIANCE AUDIT
________________________________________________________________________________________________

SCOPE

The City of Lebanon has issued this request for proposals from interested auditors, who are qualified under state law and regulations, for the performance of a financial and compliance audit of the City of Lebanon in accordance with the requirements of the laws and/or requirements of the State of Tennessee.  This audit shall be for the period beginning July 1, 2022 and ending June 30, 2023.  The auditor shall perform a financial and compliance audit of the financial statements of all funds and grant contracts of the City of Lebanon.

TYPE OF AUDIT

The auditor shall conduct the audit in accordance with Government Auditing Standards and requirements prescribed by the Comptroller of the Treasury, State of Tennessee.  If applicable, the audit should be conducted in accordance with the provisions of the Single Audit Act and Title 2 U.S. Code of Federal Regulations Part 200, Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards, and any applicable federal management circulars.
GENERAL REQUIREMENTS

1. The auditor shall, as part of the written audit report, submit to the organization’s governing body a report containing and expression of an opinion that the financial statements are fairly represented, or an opinion qualified as to certain funds or items in the financial statements, a disclaimer of opinion and the reasons therefore, or an adverse opinion, and shall explain in every detail any unusual items of circumstances under which the auditor was unable to reach a conclusion.  This report shall state that generally accepted government auditing standards have been followed in the audit.

2. The auditor’s opinion shall be expressed on the opinion units identified in the AICPA Audit and Accounting Guide:  State and Local Governments, as well as the additional requirements in the State of Tennessee Department of Audit, Audit Manual.
3. The auditor shall furnish copies of the report to the governing body.  The auditor shall file copies of said report with the Comptroller of the Treasury, and with the appropriate official of the granting agencies listed in the contract.  The City of Lebanon has a list of other entities that we have our audits send the audit to once it is complete.  The City of Lebanon will provide that list to the company that is awarded the contract.

4. If a management letter or any other reports or correspondence relating to findings or recommendations are issued in connection with this audit, a copy shall be filed with the Comptroller of the Treasury.  Such management letters, reports, or correspondence shall be consistent with the findings published in the audit report (i.e., they shall disclose no matters not also required by GAS or the comptroller’s additional requirements to be disclosed in the findings found in the published audit report).
5. The audit shall begin prior to June 30, 2023, and the reports shall be submitted prior to December 31, 2023, but in not case shall be filed later than six (6) months after the fiscal year-end.

6. Pertinent data from the working papers shall be available for five (5) years for reference if requested by the City of Lebanon.
7. Any reasonable suspicion of fraud, (regardless of materiality) or other unlawful acts including, but not limited to , theft, forgery, credit/debit card fraud, or any other act of unlawful taking, waste, or abuse of, or official misconduct, as defined in Tennessee Code Annotated § 39-16-402, involving public money, property, or services shall, upon discovery, be promptly reported in writing by the auditor to the Comptroller of the Treasury, State of Tennessee, who shall under all circumstances have the authority, at the discretion of the Comptroller, to directly investigate such matters.  Notwithstanding anything herein to the contrary, the Comptroller of the Treasury, State of Tennessee, acknowledges that the auditor’s responsibility hereunder is to design its audit to obtain reasonable, but not absolute, assurance of detecting fraud that would have a material effect on the financial statements, as well as other illegal acts or violations of provisions of contracts of grant agreements having a direct and material effect on financial statement amounts.  If the circumstances disclosed by the audit call for a more detailed investigation by the auditor than the necessary under ordinary circumstances, the auditor shall inform the organization’s management and those in charge of governance in writing of the need for such additional investigation and the additional compensation require therefor.  Upon approval by the Comptroller of the Treasury, an amendment to this contract may be made by the organization’s management and those charged with governance and the auditor for such additional investigation. 
8. An audit exit conference with those charged with governance will be conducted by the auditor in charge.  At this time, the findings and recommendations regarding compliance and internal control shall be discussed.  Those charged with governance shall have the opportunity to respond in writing, to the findings.  Response shall be included in the audit report.

9. The records of the City of Lebanon will not be removed from government offices except with express written permission of the local government.

10. The audit firm shall state its willingness to enter into a contract for one year, renewable annually for each of the next three years by the City of Lebanon.

11. All adjusting entries will be submitted to the City of Lebanon in writing with sufficient explanation so that they can be easily understood and properly posted to the financial records.  Example:  listing of invoices charged to accounts payable supporting any adjusting entries.

GENERAL INFORMATION
The City of Lebanon shall have closed and balanced all accounts and shall have prepared financial statements for all funds to be examined by the auditor.  Page __8__ presents an example that should be expanded to provide the auditor with details of the City of Lebanon’s accounting system.

If additional information is required prior to submitting a proposal, inquiries should be directed Stuart Lawson, Commissioner of Finance and Sueann Smith, Accounting Manager, by telephone at 615-443-2839 or by email at lawsons@lebanontn.org or Sueann.smith@lebanontn.org.
PROPOSAL FORMAT

The proposal shall be styled at the discretion of the submitter; however, at a minimum it must address these areas:

1. Nature and extent of the firm’s governmental auditing experience.

2. A copy of the audit firm’s most recent external quality control review report should be provided to the City of Lebanon.
3. Organization size and structure of the firm.

4. Qualifications of staff to be assigned to the work.  Education, position in the firm, and years and types of experience will be considered.

5. Availability of the auditor to the City of Lebanon for specialized consultation and support assistance on sensitive or highly specialized issues.

6. Type and level of training provided to the firm’s staff.  Assurance that all audit staff assigned to the audit have obtained the necessary hours of continuing professional education required by Government Auditing Standards.

7. The audit fee must be quoted either as a fixed amount or rate per hour, with total estimated hours.  If the latter method is used, a maximum amount must be stated for budgetary purposes.  Also, estimated incidental expenses, such as travel and supplies, will be included.

SUBMITTAL INFORMATION
Proposals shall be submitted no later than 2:00 pm, December 8, 2022.  Please identify as a sealed proposal with stamped on the outside of the envelope, “#22-1208-Financial and Compliance Audit.”  

Any questions regarding this proposal should be directed to Lisa Lane, Purchasing Agent, (615) 443-2802, or email at lisa@lebanontn.org .
A copy of the bid tabulation will be available upon request to the Purchasing Department, and the City’s website.

Any manufacturers’ names, trade names, brand names, or catalog numbers used in the specifications are for the purpose of describing and establishing general quality levels.  Such references are not intended to be restrictive.  Since the “City of Lebanon” does not wish to rule out other competition and equal brands or makes, please remember ANY APPROVED EQUAL.”  HOWEVER, IF A PRODUCT OTHER THAN SPECIFIED IS BID, IT IS THE VENDORS RESPONSIBILTY OR PROVE TO THE “CITY” THAT SAID PRODUCT IS EQUAL TO OR EXCEEDS THE QUALITY OF THE SPECIFICATIONS LISTED FOR ANY ITEM.

The City of Lebanon is an equal opportunity entity, and does not discriminate based on age, race, sex, national origin, religion, or disability in admission to, access to, or operations of its programs, services, activities, or in its awarding of such bids, in pursuant to Title VI of the Civil Rights Act of 1964 (42 U.S.C. 2000d).  Regarding all aspects of this contract, contractor certifies and warrants he/she will comply with this policy. 

HOLD HARMLESS

Bidders shall protect, indemnify, and hold the City of Lebanon harmless from and against any damage, cost, or liability for any injuries to person or property arising from acts or omissions of the consultant, his employees, agents, or sub-contractors, howsoever caused.  The successful proposer agrees that they will function as an independent contractor and agrees to indemnify and hold harmless the City of Lebanon, its Council Members, employees, officers, and agents from any and all claims or demands that may arise out of or relate to its duties contracted for pursuant to goods and/or service.  

RESPONSE PREPARATION COSTS

The City of Lebanon will not pay any costs incurred by any bidder in the proposal preparation, printing, demonstration, or negotiations process.  All costs shall be the responsibility of the proposing bidder.

ACCEPTANCE OF PROPOSAL CONTENT
Proposals to be valid for a minimum period of ninety (90) days from date of receipt by the City of Lebanon.

ADDENDA
Any change to this RFP will be brought forward in the form of a written addendum from the Purchasing Department and will be provided to all known interested parties.  No oral interpretations or communication will affect or change in any way the information contained herein.

PROPOSAL EVALUATION

City of Lebanon’s staff will review the proposals submitted and make a recommendation to the City Council.  It is expected that the selected firm will begin work shortly after an agreement is executed.  

GUARANTEE:

In the event the awarded vendor does not perform any or all parts of the agreement to the satisfaction of the City of Lebanon, the vendor will be given a 30-day written notice of cancelation.

OPENING OF PROPOSALS
All proposals will be opened December 8, 2022, 2:00 p.m., and reviewed by the Commissioner of Finance and Accounting Staff of the City of Lebanon.  Once a firm has been recommended, the information will be sent to the City Council for approval. 

RESERVATION OF RIGHT

The City of Lebanon reserves the right to reject any or all proposals, to waive technicalities of informalities, and to accept any proposal deemed to be in the best interest of the City of Lebanon. 
TERMINATION
The City of Lebanon will require an agreement with provisions for termination either in the event of substantial failure by the other party to fulfill its obligations or for the convenience by either party.  This agreement shall continue in effect from the date services are to begin ____________ through ___________ but may be terminated by either party by giving thirty (30) days written notice by registered mail addressed to the other party at the address below its name.  This agreement contains all the covenant and agreements between the City of Lebanon and ________________ with respect to the subject matter of this agreement. 
TITLE VI COMPLIANCE
It is the policy of the City of Lebanon to ensure compliance with Title VI of the Civil Rights Act of 1963; 49 CFR, Part 21; related statues and regulations to that end that no person shall be excluded from participation in or be denied benefits of, or be subjected to discrimination under any program or activity receiving federal financial assistance or any other funding source on the grounds of race, color, sex, national origin, or ancestry.  By virtue of submitting a response to this solicitation, bidders agree to comply with the same non-discrimination policy.

________________________________________

_______________________________________

Company Representative




Date

CITY OF LEBANON
Current Total Budget  $136,000,000
Accounting System:  Tyler Munis is used for general ledger, purchase orders, issuing checks.  Local Government via Zortec and NextGen is used for daily cash reports, utility payments, property tax payments, service work orders.
Number of Funds:  35
Number of Component Units:  1-Lebanon Sr. Citizens Center has its own fund and a separate audit performed.  The auditors prepare the 990 Form for the Sr. Citizens Center.  Also, perform a separate audit for Lebanon/Wilson County Development Board.

Checking Accounts:  One main checking account for most funds.  22 other small accounts for other funds.

Number of Purchase Orders:  Approximately 6,500/year

Number of Checks Written:  Approximately 5,700/year

Number of Receipts:  Approximately 180,000/year

*Average of 15,000 per month; this includes bills for our utility customers, miscellaneous receipts, property taxes, business licenses, receipts from other City offices, such as Police, Fire and Recreation.  

Payroll: Paycor is what the City of Lebanon currently uses; we will be changing payroll software in January 2023.

Number of Employees:  580

Frequency of Payroll:  Bi-weekly

Number of Payroll Checks:  Employees are paid by direct deposit.  The City of Lebanon writes a few payroll checks a year out of a payroll bank account.

Other:  We can provide a copy of the latest audit results for the City of Lebanon, Lebanon Sr. Citizens Center, and Lebanon/Wilson County Development Board.
EVALUATION

The following factors should ordinarily be considered during the evaluation:

1. Does the proposal clearly state an understanding of the work to be performed?

Evaluators should consider:

*appropriateness and adequacy of proposed procedures;

*reasonableness of time estimates;

*appropriateness of assigned staff levels;

*timeliness of expected completion.

2. Technical experience of firm.

3. Qualifications of staff.

4. Size and structure of firm.

COST FACTORS

Although cost is a significant factor, it should not be the dominant factor.  Cost should be given more importance when all the other evaluation criteria are relatively equal.

If there is reason to believe that an unreasonably low proposal has been made, it should be rejected.  One method of measuring reasonableness is to divide the proposed cost by a reasonable average hourly rate to show hours of effort that might be expected.  (Refer to the next two pages for an example of a proposal evaluation method).
EXAMPLE OF A PROPOSAL EVALUATION METHOD

The following is an example of a method of evaluating proposals.  The evaluation formula and the values assigned to the criteria given are for illustration only.  Local governments should design formulas and criteria that meets its needs.

Total scores will be determined by adding the points received for technical qualifications (maximum of 70 points) to the points received for the cost of the audit (maximum of 30 points).  The total score will be determined by the following formula:


Technical score for this firm

______________________________________

X 70
= Technical Score


Highest technical score received


Lowest price of all RFPs

______________________________________

X 30
= Cost Score


Price on RFP for this firm

In the event that oral interviews are necessary, additional points will be given on a scale of 0-10.  Although the total score will be a significant factor, the City of Lebanon reserves the right to make the final selection.

The auditors will not be considered unless they meet each of the following technical qualifications that are mandatory:

1. Must be a certified public accountant properly licensed to practice in the State of Tennessee or follow the requirements of TCA 62-1-117(a)(1).

2. Must meet the independence standard established by GAO.

TECHNICAL CRITERIA

Auditors who have met each of the above criteria should be evaluated using the following:

Criteria









Points
· Prior experience in auditing local governments. (Consider:

0-20
size, complexity, etc.)

· Organization size and structure of firm




0-5

· Qualification of staff, including consultants, to be assigned



to the audit. (Education, position in firm, years, and types of

experience will be considered.) (0-25)

a. Qualifications and audit team make up




0-20

b. Overall supervision to be exercised over audit team by 

0-5

firm’s management

· Firm’s understanding of work to be performed.  This will be

determined by the approach to the audit and the time


estimated to perform each section (0-20)

a. Audit coverage







0-15

b. Realistic time estimates of program selection



0-5

  ______________

Technical Points



0-70

· Cost of the audit







0-30

 ______________






Maximum Points



100

ANTI-COLLUSION STATEMENT

THE BELOW SIGNED VENDOR HAS NOT DIVULGED TO, DISCUSSED OR COMPARED HIS PROPOSAL WITH OTHER VENDORS AND HAS NOT COLLUDED WITH ANY OTHER PROPOSER OR PARTIES TO A PROPOSAL WHATSOEVER. NOTE: NO PREMIUMS, REBATES OR GRATUITIES TO ANY EMPLOYEE OR AGENT ARE PERMITTED EITHER WITH, PRIOR TO, OR AFTER ANY DELIVERY OF MATERIALS. ANY SUCH VIOLATION WILL RESULT IN THE CANCELLATION AND/OR RETURN OF MATERIAL (AS APPLICABLE) AND THE REMOVAL FROM THE MASTER BIDDERS LIST.

 

Company Name: __________________________________________________________

Printed Name:  _____________________________________________________________

Signature: _________________________________________________________________

Title: ______________________________________________________________________

Street Address: ____________________________________________________________

City, State, Zip: _____________________________________________________________

Phone Number: ____________________________________________________________

Fax Number: _______________________________________________________________

Email address:  _____________________________________________________________

Signature for Contract 
Recommend:





Contractor:

___________________________                                         _____________________________

Commissioner of Finance                                                 









Title: _______________________

Approved as to Form & Legality:









Sworn to & subscribed to before

_____________________________



be, a Notary Public, this _______

City Attorney





day of ________, 2022. By 









_____________________________









of Contractor and duly authorized 









to execute this instrument on









Contractor’s behalf.

Executed by:







_____________________________

Notary Public
___________________________

Mayor









My Commission Expires:








_____________________________
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