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[Organization Letterhead]

[Date]

[name and address of firm]
Dear [name]:

The [organization] is requesting a proposal from your CPA firm to provide audit services for the year ended [year end]. We invite your firm to submit a proposal to us for consideration. A description of our organization, the services needed, and other pertinent information follows:
Background of [organization]
The [organization] is a 501(c)(3) not-for-profit organization founded in [year] whose mission [mission] 

The Organization’s programs [description of programs and services]
The following are financial and organizational information for 2005:

· Annual revenues are approximately [amount] for 2005 including approximately [amount]  in grant funding.  We do not meet the requirements for a Single Audit for 2005. 

· The organization employs approximately [number] people in one location.  All employees are leased through an employee leasing organization.  
· We issued approximately [number] checks during 2005.  

· The Organization held [number] major fund raising event during 2005.

· The Organization has had annual audits for the past [number] years.

Services to be performed

Your proposal is expected to cover the following services:
· Annual audit to be completed in accordance with Generally Accepting Auditing Standards.

· Fieldwork is to be completed by the engagement staff at the Organization’s offices over consecutive days to optimize the efficiency of the work. 

· An exit conference is to be held on the last day of fieldwork to discuss findings and present suggested adjustments or reclassifications, if any.  Any suggested adjustments or reclassifications of financial information are to be presented to management during fieldwork for approval before such entries are posted.
· Meetings with the executive director, finance committee and the board of directors, as necessary, to present the audited financial statements and any letter of management recommendations.
Changes in the scope of work
· If significant changes occur in the Organization’s financial information or in the complexity of the work as presented in this proposal,  an amendment to the original agreement will be considered if an amendment proposal is presented to, and accepted by, the Board of Directors.  No additional fees will be paid without the Organization’s signed approval prior to performance of the work.

Key personnel

Following are key contacts for information you may seek in preparing your proposal or performing the audit:
	[name]
	Executive Director
	[phone number]

	[name]
	Chairman of Finance Comm.
	[phone number]

	
	
	

	
	
	


Requests for additional information can be made to [executive director] at the above phone number.  Please return the completed proposal/engagement letter to [executive director or Chairman of Finance Committee] attention at the following address:  

[address]
Information the organization will provide to your firm
1. Confirmations, as requested by your firm
2. All requested schedules, account balances, and other items requested by you for the audit

3. Draft financial statements (GAAP basis) for the year ended [year end]
Your response to this request for proposal

In responding to this request, we request the following information be provided in your engagement/proposal letter: 
1. Discuss your firm’s independence with respect to [organization]
2. Identify the partner, manager, and/or in-charge accountant who will be assigned to our audit.
3. Set forth your fee proposal for the audit for the year ended [year end].

4. Set forth your anticipated start date for the audit fieldwork.

5. Anticipated completion date (based on start date) for final audited financial statements.

6. Include your list of requested schedules and information for the audit (prepared by client list)

7. Include a copy of your firm’s most recent peer review report, the related letter of comments, and the firm’s response to the letter of comments.
8. Any other information about your firm you wish to present with the engagement/proposal letter.
Delivery of Proposals:

[Name of organization] recognizes that interested firms need time to review financial data in order to prepare a proposal.  Additionally, the Organization must reserve time for adequate consideration of all proposals.
· Proposal must be received by the Organization no later than [insert date and time].

· Provide [number] of copies of each proposal.  

Contract award

The contract will be awarded no later than [date], after final approval by the Finance Committee [or BOD].  

The Organization reserves the right to:

· cancel this solicitation for services,

· reject any and all proposals, and/or

· select the firm that, in the selection committee’s judgment, best meets the needs and culture of the Organization regardless of differences in proposed fees.

Sincerely,

[name]
Executive Director or Chairman of Finance Committee
Attachments:

Unadjusted QuickBooks financial statements for the year to date ended [date]
Audited financial statements for the year ended June 30, 2005
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