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REQUEST FOR PROPOSAL
FOR
INDEPENDENT AUDIT SERVICES

1 General Information

The purpose is to obtain competitive investment proposal from a qualified Independent Audit firm who
are interested in providing Independent Audit Services to the City of Covington for its yearly governmental
audit that is required by the Louisiana Legislative Auditors (LLA). The City desires to establish an auditing
contract for the term of (5) five years. The purpose and intention of this Request for Proposal (RFP) is to
afford all, with experience in providing services for governmental accounting and auditing in accordance
with the specifications outlined, as well as a thorough knowledge of financial and compliance audits that
will cover Federal, State and local funding sources. The intent is also to allow the City to obtain competitive
proposals as allowed by Louisiana Revised Statues from bona fide, qualified proposers who are interested
in providing such services, as specifically described in this document. The City of Covington will accept
only one bid from each vendor. Ttems must meet or exceed specifications.

2 Definitions

>

Shall — The term “shall” denotes mandatory requirements.

Must - The term “must” denotes mandatory requirements.

2

ay — The term “may” denotes an advisory or permissible action.

Should — The term “should” denotes 2 desirable action.

o 0w

Contractor — Any person having a contract with a governmental body.

=

City — Any department, council, board, office, committee or other establishment of the executive
branch of the City of Covington authorized to participate in any contract resulting from this
solicitation.

G. Discussions- For the purposes of this RFP, a formal, structured means of conducting written or oral
communications/presentations with responsible Proposers who submit proposals in response to this
RFP.

H. RFP — Request for Proposal



3 Schedule of Events

1. RFP and posted to website 1/19/22
2. Advertisements placed in official journal 1/19/22, 1/26/22, 2/2/22
3. Deadline to receive written inquiries 2/4/22
4. Deadline to answer written inquiries 2/9/22
5. Proposal Opening Date (deadline for submitting 2/17/22
proposals)
5. Notice of Intent to Award to be mailed TBD
6. Contract Initiation TBD

NOTE: The City of Covington reserves the right to revise this schedule. Any
such Revision will be formalized by the issuance of an addendum to the RFP.

4 Proposal Submittal

This complete and detailed RFP is available for public inspection and downloading in electronic form
at the city’s website at www.covla.com. It is also available in PDF format or in printed form by
submitting a written request to the Purchasing Agent of the City of Covington at ssharp@covla.com,
by calling for a copy at (985) 898-4733 option 2 or by requesting a copy in person at Covington City
Hall, 317 N Jefferson Avenue, Covington, LA 70433.

It is the Proposer’s responsibility to check the city’s website frequently for any possible addenda that
may be issued. The City of Covington is not responsible for a proposer’s failure to download any
addenda documents required to complete a Request for Proposal.

All proposals must be SEALED and shall be received by Purchasing Agent of the City of Covington
no later than the date and time shown in the Schedule of Events.

Important - - Please attach to the outside of envelope, box or packase with the following
Information:

ATTN: Purchasing Agent — Stacey Sharp

Proposal Name: Request for Proposal for Independent Audit Services
Proposal Opening Date: _ 02/17/22
Date Received: Time Received: Signature of City Employee:

Proposals may be mailed through the U.S. Postal Service or hand-delivered to:

Stacey Sharp - Purchasing Agent
City of Covington

317 N. Jefferson Avenue
Covington, LA 70433



Proposer is solely responsible for ensuring that its courier service provider makes inside deliveries to our
physical location. The City of Covington is not responsible for any delays caused by the proposer’s chosen
means of proposal delivery. Proposer is solely responsible for the timely delivery of its proposal. Failure to
meet the proposal opening date and time shall result in rejection of the proposal. NO FAXED OR
EMAILED BIDS WILL BE ACCEPTED OR CONSIDERED. Proposals shall be opened publicly at
the physical location identified above.

5  Proposal Response Format

Proposals submitted for consideration should be signed by an authorized representative, be written in ink
or typewritten and should follow the format and order of presentation described below. Pencil and/or
photocopied signatures disqualify the bid.

A.  Cover Letter: The cover letter should contain a summary of Proposer’s ability to
provide the services described in the RFP and confirm that Proposer
is willing to provide those services and enter into a contract with the

City.

ATTENTION: Please indicate in the Cover Letter which of the following applies
to the signer of this proposal. Evidence of signature authority shall be provided
upon the City’s request.

1.The signer of the proposal is either a corporate officer who is listed on the
most current annual report on file with the Secretary of State or a
member of a partnership or partnership in commendams as reflected in the
most current partnership records on file with the Secretary of State. A
copy of the annual report or partnership record must be submitted
to the City of Covington before contract award.

2. The signer of the proposal is a representative of the proposer authorized
to submit this proposal as evidenced by documents such as, corporate
resolution, certification as to corporate principal, etc. If this applies a
copy of the resolution, certification or other supportive documents
must be attached to the Cover Letter.

The cover letter should also

¢ Identify the submitting Proposer and provide their federal tax identification
number;

¢ Identify the name, title, address, telephone number, fax number, and
email address of each person authorized by the Proposer to contractually
obligate the Proposer;

° Identify the name, address, telephone number, fax number, and email
address of the contact person for technical and contractual clarifications
throughout the evaluation period.

B. Financial Proposal: Proposer’s fees and other costs shall be submitted on the forms provided as
attachments hereto, also, proposals should be submitted in two sections, Appendix A—D &
Proposed Fees (pgs. 23 - 29). The first section should describe the services to be offered to the City
and the audit process used by the firm, including the various methodologies employed for testing
financial statements. It should also disclose the audit firm's prior governmental experience and



5.1

qualifications of its personnel in performing governmental audits. The City's selection committee
will evaluate the firm on educational, professional, and technical qualifications. The top firms
resuiting from the evaluation of the first section will have their second section opened and evaluated.
The second section must be separately sealed and should state the cost of audit services outlined in
this RFP. The firm best meeting the City's expectations for experience, audit approach, and cost
requirements will be selected. Prices proposed shall be firm for the duration of the contract. This
financial proposal shall include any and all costs the Contractor wishes to have considered in the
contractual arrangement with the City. Provide an estimate of the total annual cost for Independent
Auditing Services once a year performing the requirements listed throughout this RFP.

References: Proposer should provide “letters of reference” which include clients’ names, addresses,
telephone numbers and contact persons for three (3) other public jurisdictions for which you actively
provide auditing services for, including a description of the services provided. The “letters of
reference” should indicate the Proposer’s ability to successfully provide investment management
services. LIMIT THREE LETTERS OF REFERENCE.

Customer Service: Each Proposer should submit a provision for customer service, including
personnel assigned, toll-free number, and account inquiry, etc.

Resumes: Each Proposer should submit brief resumes for any key personnel to be assigned to this
Project. Resumes should be limited to experience with transactions recommended to the City for the
Project. LIMIT EACH RESUME TO ONE PAGE.

Additional Information: Each Proposer should submit any other information deemed pertinent by
the Proposer including terms and conditions which the Proposer wishes the City to consider.

Sample Engagement Letter: Each Proposer shall provide a draft Engagement Letter for the
Project for consideration by the City. Proposer should also submit any disclosure or other
statements required by SEC Rules. Terms of engagement letters are subject to negotiation. NO
PAGE LIMIT.

Conflicts of Interest: Each Proposer shall identify and describe any potential or actual conflicts Of
Interest that may arise upon the Proposer firm’s engagement as Independent Advisor pursuant to this
RFP. This disclosure should include, but not be limited to any family or business relationship the
firm, or any employee in the firm, has or may have with any member of the City of Covington Council
or Administration, their staff, the City Government’s staff, or elected officials of the City (including
legal representation). NO PAGE LIMIT.

Criminal Proceedings/Investigations/Securities Laws Violations: Give a brief but complete
description of any criminal proceeding, criminal investigation, or other oversight entity’s
investigation of alleged securities law violations involving the firm (all areas of the firm) or any
professionals in the firm who would be performing services under this REP. NO PAGE LIMIT.

Number of Response Copies

Each Proposer shall submit one (1) signed original response. Four (4) additional copies of the
proposal should be provided.



5.2 Legibility/Clarity

Responses to the requirements of this RFP in the formats requested are desirable with all
questions answered. Proposals prepared simply and economically, providing a straightforward,
concise description of the Proposer’s ability to meet the requirements of the RFP is also
desired. Each Proposer is solely responsible for the accuracy and completeness of its proposal.

6 Confidential Information, Trade Secrets, and Proprietary Information

The cost proposal will not be considered confidential under any circumstance. Any proposal
copyrighted or marked as confidential or proprietary in its entirety may be rejected without
further consideration or recourse.

For the purposes of this procurement, the provisions of the Louisiana Public Records Act (La.
R.S. 44.1 et. seq.) will be in effect. Pursuant to this Act, all proceedings, records, contracts, and
other public documents relating to this procurement shall be open to public inspection.

The City reserves the right to make any proposal, including proprietary information contained
therein, available to City personnel, the Office of the Mayor, or other City agencies or
organizations for the sole purpose of assisting the City in its evaluation of the proposal.

7 Proposer Inquiry Periods

The City shall not and cannot permit an open-ended inquiry period, as this creates an
unwarranted delay in the procurement cycle and operations of our City customers. The City
reasonably expects and requires responsible and interested proposers to conduct their in-depth
proposal review and submit inquiries in a timely manner.

An inquiry period is hereby firmly set for all interested proposers to perform a detailed review of
the proposal documents and to submit any written inquiries relative thereto. All inquiries must
be received by the close of business on the Inquiry Deadline date set forth in the Schedule of
Events of this RFP. Only those inquiries received by the established deadline shall be

considered by the City. Inquiries received after the established deadline shall not be

entertained.

Inquiries concerning this solicitation must be submitted by e-mail to:

City of Covington

Attention: Nina Sweeney
Director of Finance

E-Mail: asweeney@covla.com

An addendum will be issued and posted at the City of Covington website, to address all Inquiries
received and any other changes or clarifications to the solicitation. Thereafter, all proposal
documents, including but not limited to the specifications, terms, conditions, plans, etc., will
stand as written and/or amended by any addendum. No negotiations, decisions, or actions shall
be executed by any proposer as a result of any oral discussions with any City employee or City
consultant. It is the Proposer’s responsibility to check the City website frequently for any
possible addenda that may be issued. The City of Covington is not responsible for a proposer’s
failure to download any addenda documents required to complete a Request for Proposal.



Any person aggrieved in connection with the solicitation, or the specifications contained therein,
has the right to protest. Such protest shall be made in writing to the Chief Administrative Officer (CAO) at
least two days prior to the deadline for submitting proposals.

8 Errors and Omissions in Proposal

The City will not be liable for any error in the proposal. Proposer will not be allowed to alter
proposal documents after the deadline for proposal submission, except under the following
condition: The City reserves the right to make corrections or clarifications due to patent errors
identified in proposals by the City or the Proposer. The City, at its option, has the right {o
request clarification or additional information from the Proposer.

9 Proposal Guarantee

Proposal guarantees shall be subject to forfeiture for failure on the part of the selected proposer
to execute a contract within seven (7) days after such contract is submitted to proposer in
conformance with the terms, conditions, and specifications of this solicitation.

10 Changes, Addenda, Withdrawals

The City reserves the right to change the Schedule of Events or issue Addenda to the RFP at
any time. The City also reserves the right to cancel or reissue the RFP.

If the proposer needs to submit changes or addenda, such shall be submitted in writing, signed
by an authorized representative of the proposer, cross-referenced clearly to the relevant
proposal section, prior to the proposal opening, and should be submitted in a sealed envelope.
Such shall meet all requirements for the proposal.

11 Withdrawal of Proposal

A proposer may withdraw a proposal that has been submitted at any time up to the proposal
closing date and time. To accomplish this, a written request signed by the authorized
representative of the proposer must be submitted to the City of Covington.

After the bid opening, bids may be withdrawn by the bidder only if done by affidavit within 48
hours, but only for “patently obvious, unintentional, and substantial mechanical, clerical or
mathematical errors.” Any bidder who does not fulfill their bid, will be responsible for paying the
difference between his/her bid and the next Iowest bidder.

12 Material in the RFP

Proposals shall be based only on the material contained in this RFP. The RFP includes official

responses 1o questions, addenda, and other material, which may be provided by the City

pursuant to the RFP. The specific details shown herein shall be considered minimum unless otherwise
noted. The specifications, terms and conditions included with this RFP shall govern in and resulting
contract(s) unless approved otherwise in writing by the City. Proposer consents to personal jurisdiction
and venue in a state court of competent jurisdiction with the City of Covington, Louisiana.



13 ‘Waiver of Administrative Informalities

The City reserves the right, at its sole discretion, to waive administrative informalities contained
in any proposal.

14 Proposal Rejection

Issuance of this RFP in no way constitutes a commitment by the City to award a contract. The
City reserves the right to accept or reject any or all proposals submitted or to cancel this RFP if
it 1s in the best interest of the City to do so.

In accordance with the provisions of R.S. 39:2192, in awarding contracts after August 15, 2010,
any public entity is authorized to reject a proposal or bid from, or not award the contract to, a
business in which any individual with an ownership interest of five percent or more, has been
convicted of, or has entered a plea of guilty or nolo contendere to any state felony or equivalent
federal felony crime committed in the solicitation or execution of a contract or bid awarded under
the laws governing public contracts under the provisions of Chapter 10 of Title 38 of the
Louisiana Revised Statutes of 1950, professional, personal, consulting, and social services
procurement under the provisions of Chapter 16 of this Title, or the Louisiana Procurement

Code under the provisions of Chapter 17 of this Title.

15 Ownership of Proposal

All materials (paper content only) submitted in response to this request become the property of
the City. Selection or rejection of a response does not affect this right. All proposals submitted
will be retained by the City and not returned to proposers. Any copyrighted materials in the
response are not transferred to the City.

16  Cost of Offer Preparation

The City 1s not liable for any costs incurred by prospective Proposers or Contractors prior to
issuance of or entering into a Contract. Costs associated with developing the proposal,
preparing for oral presentations, and any other expenses incurred by the Proposer in
responding to the RIP are entirely the responsibility of the Proposer, and shall not be
reimbursed in any manner by the City of Covington.

17 Proposal Validity

All proposals shall be considered valid for acceptance until such time an award is made, unless

the Proposer provides for a different time period within its proposal response. However, the City
reserves the right to reject a proposal if the Proposer’s acceptance period is unacceptable and

the Proposer is unwilling to extend the validity of its proposal. Failure to respond to any requirements
outlined in this RFP or failure to enclose copies of the required documents may disqualify the bid.

18  Prime Contractor Responsibilities

The selected Proposer shall be required to assume responsibility for all items and services
offered in his proposal whether or not he produces or provides them. The City shall consider
the selected Proposer to be the sole point of contact with regard to contractual matters,
including payment of any and all charges resulting from the contract



19 Acceptance of Proposal Content

The mandatory RFP requirements shall become contractual obligations if a contract ensues.
Failure of the successful Proposer to accept these obligations shall result in the rejection of the
proposal.

20 Evaluation and Selection

All responses received as a result of this RFP are subject to evaluation by the Evaluation Committee for
the purpose of ranking respondents, negotiating rates with ranked respondents, and selecting the Proposer
with whom the City shall contract.

To evaluate all proposals, a committee whose members have expertise in various areas will be selected.
This committee will deterrnine which proposals are reasonably susceptible of being selected for award. If
required, written or oral discussions may be conducted with any or all of the Proposers to make this
determination. Any such written or oral discussions shall be initiated by the Evaluation Committee.

Results of the evaluations will be provided by the Evaluation Committee to the Chief Administration
Officer (CAO). Written recommendation for award shall be made by the Chief Administration Officer
(CAO). to the Mayor for the Proposer whose proposal, conforming to the RFP, will be the most
advantageous to the City, price and other factors considered. The City reserves the right to negotiate
pricing and/or other terms with any or all Proposers in order to reach the most advantageous arrangement.

The committee may reject any or all proposals if none is considered in the best interest of the City.
21 Evaluation and Criteria

The evaluation committee shall assign points to its evaluation of each proposal as follows:

Evaluation Criteria Pogsible Points
Demonstrated Competence (Scope of Services & Approach) 10%
Experience in performance of comparable government engagements 10%
Conformance with the terms of the RFP (envelope marked “Response to
RFP for 2021 Audit Services, original & 4 copies, table of contents, financial

roposals separately seale, etc.) 5%
Firm expertise & availability of key personnel 10%
Extra services & additional data 5%
Financial Proposal 60%
Total 160%

The top three Proposers with the highest overall score will be selected based on the criteria above. Next
the financial proposal will be opened and evaluated by the committee. The evaluation committee will then
recommend one or more Proposers to the Mayor from the top three proposals and the Mayor will make the
final selection.

22 Contract Negotiations
If for any reason the Proposer whose proposal is most responsive to the City's needs, price and other

evaluation factors set forth in the RFP considered, does not agree to a contract, that proposal shall be
rejected, and the City may negotiate with the next most responsive Proposer. Negotiation may include

10



revision of non-mandatory terms, conditions, and requirements. City must approve the final contract form
and issue a purchase order, if applicable, to complete the process.

23 Contract Award and Execution

The City reserves the right to enter into a contract without further discussion of the proposal
submitted based on the initial offers received. The RFP, including any addenda, and the
proposal of the selected Contractor will become part of any contract initiated by the City.

If the contract negotiation period exceeds thirty (30) days or if the selected Proposer fails to sign
the contract within seven calendar days of delivery, the City may elect to cancel the award
and award the contract to the next-highest-ranked Proposer.

24 Notice of Intent to Award

Upon review and approval of the evaluation committee’s and agency’s recommendation for award, the
Chief Administration Officer. will issue a “Notice of Intent to Award” letter to the apparent successful
Proposer. A coniract (engagement letter) shall be completed and signed by all parties concerned on or
before the date indicated in the “Schedule of Events.” If this date is not met, through no fault of the City,
the City may elect to cancel the “Notice of Intent to Award™ letter and make the award to the next most
advantageous Proposer.

The Chief Administration Officer will also notify all unsuccessful Proposers as to the outcome of the
evaluation process. The evaluation factors, points, and the completed evaluation summary and
recommendation report will be made available to all interested parties after the “Notice of Intent to
Award” letter has been issued. Any person aggrieved by the proposed award has the right to submit a
protest in writing, in accordance with R.S.:39:1671, to the Chief Administrative Officer, within fourteen
days of the award/intent to award.

25 Payment

The City shall pay the Contractor in accordance with the fees set forth in the proposal. Invoices should be
submitted containing detail of all fees charged. The Contractor may invoice the City monthly at the billing
address designated by the City. Payments will be made by the City within approximately thirty (30) days
after receipt of a properly executed invoice, and approval by the City.

26 Termination
26.1 Termination of the Contract for Cause

The City may terminate the contract for cause based upon the failure of the Contractor to
comply with the terms and/or conditions of the contract, or failure to fulfill its performance
obligations pursuant to the contract, provided that the City shall give the Contractor written
notice specifying the Contractor’s failure. If within thirty (30) days after receipt of such notice,
the Contractor shall not have corrected such failure or, in the case of failure which cannot be
corrected in thirty (30) days, begun in good faith to correct such failure and thereafter proceeded
diligently to complete such correction, then the City may, at its option, place the Contractor in
default and the contract shall terminate on the date specified in such notice.

The Contractor may exercise any rights available to it under Louisiana law to terminate for

11



cause upon the failure of the City to comply with the terms and conditions of the contract,
provided that the Contractor shall give the City written notice specifying the City’s failure and a
reasonable opportunity for the City to cure the defect.

26.2 Termination of the Contract for Convenience

The City may terminate the contract at any time by giving thirty (30) days written notice to the

Contractor of such termination or negotiating with the Contractor an effective date. The

Contractor shall be entitled to payment for deliverables in progress to the extent the work has been
performed satisfactorily.

26.3 Termination for Non-Appropriation of Funds

The continuance of the contract is contingent upon the appropriation of funds to fulfill the
requirements of the contract by the council. If the council fails to appropriate sufficient monies to
provide for the continuation of the contract, or if such appropriation is reduced by the veto of the
Mayor or by any means provided in the appropriations act or Title 39 of the Louisiana Revised
Statutes of 1950 to prevent the total appropriation for the year from exceeding revenues for that
year, or for any other lawful purpose, and the effect of such reduction is to provide insufficient
monies for the continuation of the contract, the contract shall terminate on the date of the
beginning of the first fiscal year for which funds are not appropriated.

27 Assignment

The Contractor shall not assign any interest in the contract by assignment, transfer, or novation,
without prior written consent of the City. This provision shall not be construed to prohibit the
contractor from assigning his bank, trust company, or other financia) institution any money due
or to become due from approved contracts without such prior written consent. Notice of any
such assignment or transfer shall be furnished promptly to the City.

28 No Guarantee of Quantities

The City does not obligate itself to contract for or accept more than the actual requirements
during the period of the contract, as determined by actual needs and availability of appropriated
funds.

29 Audit of Records

The City shall have the option to audit all accounts directly pertaining to the resulting contract for
a period of five (5) years after project acceptance or as required by applicable City and Federal
faw. Records shall be made available during normal working hours for this purpose.

30 Civil Rights Compliance

The Contractor agrees to abide by the requirements of the following as applicable: Title VI and
Title VII of the Civil Rights Act of 1964, as amended by the Equal Opportunity Act of 1972,
Federal Executive Order 11246, the Federal Rehabilitation Act of 1973, as amended, the
Vietnam Era Veteran’s Readjustment Assistance Act of 1974, Title IX of the Education
Amendments of 1972, the Age Act of 1975, and Contractor agrees to abide by the requirements
of the Americans with Disabilities Act of 1990. Contractor agrees not to discriminate i its
employment practices, and will render services under the contract and any contract without

iz



regard to race, color, religion, sex, national origin, veteran status, political affiliation, or
disabilities. Any act of discrimination committed by Contractor, or failure to comply with these
statutory obligations when applicable shall be grounds for termination of the contract.

31 Record Retention

The Contractor shall maintain all records in relation to the contract for a period of at least five (5)
vears after final payment,

32 Record Ownership

All records, reports, documents, or other material related to any contract resulting from this REP
and/or obtained or prepared by Contractor in connection with the contract herein shall become
the property of the City and shall, upon request, be returned by Contractor to the City, at
Contractor’s expense, at termination or expiration of the contract.

33 Content of Contract/ Order of Precedence

In the event of an inconsistency between the contract, the RFP and/or the Contractor's
Proposal, the inconsistency shall be resolved by giving precedence first to the final contract,
then to the RFP and subsequent addenda (if any) and finally, the Contractor's Proposal.

34 Contract Changes

No additional changes, enhancements, or modifications to any contract resulting from this RFP
shall be made without the prior approval of City. Changes to the contract include any change in:
compensation; beginning/ ending date of the contract; and/or Contractor change through the
Assignment of Contract process. Any such changes, once approved, will result in the issuance
of an amendment to the contract,

35 Governing Law

All activities associated with this RFP process shall be interpreted under Louisiana Law. All
proposals and contracts submitted are subject to provisions of the laws of the City of Covington
including but not limited to L.R.S. 39:1551-1736; purchasing rules and regulations; executive
orders; standard terms and conditions; special terms and conditions; and specifications listed in
this RFP.

36 Claims or Controversies

Any claims or controversies shall be resolved in accordance with the Louisiana Procurement
Code, RS539:1673.

37 Anti-Kickback Clause

The Contractor hereby agrees to adhere to the mandate dictated by the Copeland "AntiKickback" Act which
provides that each Contractor shall be prohibited from inducing, by any

means, any person employed in the completion of work, to give up any part of the compensation

to which he is otherwise entitled.



38 Anti-Lobbying and Debarment Act

The Contractor will be expected to comply with Federal statutes required in the Anti-Lobbying
Act and the Debarment Act,

39 Period of Agreement

The City intends to continue the relationship with the Auditor for no less that five (5) years, starting with
the Fiscal year ending December 31, 2021. Continuation after the first year will be based on an annual
review and recommendation by the Director of Finance. Annual extensions may be granted by the City
based on the above mentioned criteria for four additional years or until a determination is made to request
new proposal. An annual contract requesting bids for a five-year (5) period covering the periods January
1, 2021, through December 31, 2025

QUESTIONS AND CLARIFICATIONS

All communication during the RFP period should be submitted by email and directed to Nina Sweeney,
Director of Finance, asweeney@covla.com

14



Scope of Work

The services to be rendered under the contract shall include internal control, financial, and compliance
audits and the preparation of the City's Annual Comprehensive Financial Report (ACFR). The financial
and compliance audits will cover Federal, State and local funding sources. All services shall be performed
in accordance with and must satisfy the requirements of applicable laws and regulations, generally
accepted auditing standards, and generally accepted accounting principles.

Requirements

The audit must be conducted in accordance with U.S. generally accepted auditing standards; Government
Auditing Standards, issued by the Comptroller General of the United States; the provisions of the Office
of Management and Budget Circular A-133, Audits of States, Local Governments, and Non-Profit
Organizations; the State Single Audit Implementation Act; any other applicable procedures for the audit
of a government's financial statements prepared in accordance with generally accepted accounting
principles; and the laws and regulations of the State of Louisiana.

1. The audit will begin with a planning meeting between the Auditor and the City to determine the
information that is to be provided by the City and to establish due dates for information to be
exchanged between the Auditor and the City. This schedule of information and dates will be
recorded in writing, and each party will be expected to adhere to it. If the City fails to provide
information to the Auditor by an agreed upon date, the Auditor's deadline may be extended;
accordingly, if the Auditor fails to meet a deadline, the City may consider the failure sufficient
grounds for not continuing the contract into subsequent years.

2. The audit must be completed, including all single audit compliance work, and all reports provided
no later than five months following the fiscal year end (May).

3. The Auditor will be responsible for preparing most year-end adjusting journal entries and the
cortesponding reversing journal entries in the subsequent year's ledger.

4. The Auditor will prepare all financial statements (basic, combining, and individual, notes to the
financial statements, and supplemental schedules presented in the Annual Comprehensive
Financial Report (ACFR) each fiscal year. These statements and notes must meet all
Governmental Accounting Standards Board (GASB) pronouncements and rulings. Supporting
work papers, such as grouping sheeting and an adjusted trial balance, shall also be prepared by
the Auditor for at least the first five yvears of the contract.

5. The financial audit opinion will cover the basic financial statements, consisting of the financial
statements for the governmental activities, business-type activities, each major fund, and
remaining fund information. The opinion shall indicate whether the statements are accurate in all
material respects and reported in such a manner that the financial position and results of the City's
activities are presented fairly. The combining and individual {inancial statements, related '
information, and supplemental schedules are not necessary for fair presentation but will be
included for analytical purposes. As required by GASB 34, they will be subjected to the same
tests and other auditing procedures applied in the examination of the basic financial statements,
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10.

Tl

12.

and an opinion will be given as to whether they are fairly stated in all material respects in relation
to the financial statements taken as a whole. The Auditor will also express an opinion on the
budgetary comparison information for the general fund, the major funds, and any annually
budgeted special revenue funds.

The Auditor must submit a preliminary draft of the ACFR and required journal entries, if any, to
the Director of Finance by May 1% for proofing and reconciliation with the City's records. The
Director of Finance will return the draft with proposed revisions within ten (10) working days.

The Auditor will issue a management letter to the Chief Administrative Officer (CAO), Mayor,
and the City Council reporting audit findings and recommending corrective action, if needed. In
addition, the Auditor will prepare a letter disclosing and discussing informal/non-material
comments not included in the management letter.

The Auditor must provide ten copies of the ACFR and Report on Compliance to the Director of
Finance by May 31st and a pdf copy of the ACFR. If additional copies are needed, the City's
Finance Team will prepare them.

The Auditor will make a presentation of the financial statements to the City Finance Committee
no later than the third Tuesday in June.

The Auditor shall retain all working papers and supporting documentation related to the City's
audit for no less than five years from the date of the audit report and shall make all such
information available to the City upon request.

The Auditor may perform interim audit work, as deemed necessary, at the time during the periods
covered by the contract.

If circumstances arise during the audit that require work to be performed that is beyond the scope
of the original contract, any additional fees will be negotiated prior to the commencement of the
work, and an amended contract will be submitted for approval by the Mayor and Chief
Administrative Office (CAQ).

Other Services

1.

The City's Finance Team may periodically request the Auditor's advice on accounting procedures
and/or seek guidance on the completion of certain schedules/documents to assure that financial
information is determined correctly and reported properly.

The Auditor will be responsible for advising the City of new GASB rulings and other reporting
requirements that may affect the City's financial reporting and for offering guidance to the City
on complying with new regulations in effect on December 31st year end.

If the cost of providing these services is not included in your base cost estimates, please specify in

Section II of your proposal how these fees will be determined and charged.

16



Confidentiality

The Auditor agrees to keep the information related to all contracts in strict confidence. Other than the
reports submitted to the City, the Auditor agrees not to publish, reproduce or otherwise divulge such
information in whole or in part, in any manner or form or authorize or permit others to do s0, taking such
reasonable measures as are necessary to restrict access to the information, while in the Auditor's
possession, to the employees on the Auditor's staff who may have the information on a "need-to-know"
basis. The Auditor agrees to immediately notify, in writing, the City's authorized representative, the Chief
Administrative Officer (CAO), in the event the Auditor determines or has reason to suspect a breach of
this requirement.

New Pronouncements

The scope of the audit and the cost estimates presented should include all approved pronouncements at
the date of this mailing. Although some pronouncements will not be in effect until after the first year of
the audit, estimates for future years should include pronouncements that will become effective during the
conifract period.

Scope of Services

Clearly describe the scope of services offered to the City. The scope should be defined in terms of an
explanation of the financial records and statements, a compliance examination for Federal and/or State
funds, and preparation of statements, notes, and supplemental information presented in the ACFR and
Report on Compliance. Comment on the type of information presented in the Management I etter.

Audit Approach

Clearly describe your firm's approach to conducting the examination, including use of statistical sampling
and automated processes. Indicate what type of audit program is used (tailor-made, standard govemment,
or standard commercial). Provide a tentative schedule for completing the audit within the deadlines
specified in this RFP and delineate the assistance expected from the City's staff, if other than that outlined
in the RFP. '

Profile of the Firm

1. State whether your firm is regional, national or international.

2. Give the location of the office responsible for the proposed services and the number of partners,
supervisory staff, seniors and other professional staff employed at that office.

3. Specify the number of people (by level) that will conduct the audit. Describe the organization of
the audit team and estimate the percentage of time each senior and higher-level personnel will be
on site during the audit.

4. Describe your firm's participation in American Institute of Certified Public Accountants (AICPA)
sponsored or comparable quality control programs. Provide a copy of the firm's current peer
review.

5. Provide confirmation that the Auditor is licensed to perform the audit according to the applicable

laws of Louisiana and is considered independent as defined by the Ethical Rules of the AICPA.
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8.

Note if your firm is an equal opportunity employer.

Describe any regulatory action taken by and oversight body against the proposing audit firm in
the past 20 years.

Describe liability insurance coverage arrangements.

Governmental Experience

1.

2.

Provide information on your firm’s background and experience auditing governmental units.

Describe the range of services, provided by the local office in the governmental area, such as
audit, accounting or management advisory services. You should include activities which
demonstrates your commitment to governmental practice.

List the local office’s current and prior (up to five years) governmental clients indicating the
type(s) of services performed and number of years served for each.

Provide names, addresses, and telephone numbers of personnel of current and prior governmental
clients who may be contacted as references.

Identify the persons (minimally, the contact partner and manager) who will work on the City’s
Audit and designate the individual who will be the City’s primary contact with the firm. Describe
the specific governmental experience and relevant educational background of each person who
may be assigned to the audit. Include any seminars and coursed attended within the past three
years, especially those related to governmental accounting and auditing. Since staff continuity is
a priority for the City, the firm must notify the City of changes in key audit personnel prior to
annual renewal of the contract within the multi-year period so that the City may assess continuity
concerns.

Note how many local staff are members of GFOA and if they attend and GFOA professional
development opportunities.

Additional Data

Give any additional information considered pertinent to this proposal, including involvement in national,
state, and other organizations. Publications of your firm, such as directories, articles, or sample
newsletters, may be included but should not be voluminous.

The City plans to evaluate the qualifications of all firms submitting proposals before

considering the Cost Estimation.

The Second sections should be in a separate sealed envelope marked “Sealed Dollar Cost Bid*.

1.

Total All-Inclusive Maximmum Price
The sealed dollar cost bid should contain all pricing information relative to performing the

contract as described in the RFP. 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 will not be responsible
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for expenses incurred in preparing and submitting the technical proposal or the sealed dollar cost
bid. Such cost should not be included in the proposal.

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

a. Name of the firm

b. Certification that the person sighing the proposal is a representative of the firm,
empowered to submit the bid and authorized to sign the contract with the City.

¢. A total all-inclusive maximum price for each of the five (5) fiscal years of this contract.

2. Itemization of Total All-Inclusive Maximum Price

The second page of the sealed dollar cost bid should include a schedule of professional fees and
expenses, by each of the five (5) fiscal years, (including out-of-pocket expenses such as travel,
lodging, subsistence) itemized by each individual to be assigned to the contract that supports the
total all-inclusive maximum price. The schedule should also list the number of hours and the
hourly rate for each individual assigned to the contract. The cost of special services should be
disclosed as separate components of the total all-inclusive maximum price. All expense
reimbursements will be charges against the total all-inclusive price submitted by the firm.

3. Manner of Payment

Progress payments will be made on the basis of hours of work completed during the course of the
contract and out-of-pocket expenses incurred in accordance with the firm’s dollar cost bid
proposal. Interim billing shall cover a period of not less that a calendar month. The percent
(10%) of the total all-inclusive maximum price will be withheld pending, completion of the audit
and delivery and acceptance by the City of all final reports.

4. Allocations of Total Cost to Federal Programs

The proposers should specify the percentage of the total all-inclusive maximum price for each
year to be allocated to the audit of federal programs of the City.

Description of the Government Entity and its Accounting System

Entity

Covington City is located in Southeastern Louisiana, covers approximately a seven square mile area and
has a population of 11,564. For FY 21 the original approved budget for the General Fund was
approximately $16.5 million. The City is governed by a Mayor and a seven-member City Council.
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Funds
The City maintains eighteen (18) fund types, the funds are:

General Fund

Payroll

FHA Fund

1957 Sales Tax Fund

1982 Sales Tax Fund

Annex Area Sales Tax Fund
Grant Fund

Drug Forfeiture Fund

9. Tree Mitigation Fund

10. Employee Special Benefits
11. Water Capacity Fund

12. Wastewater Capacity Fund
13. General Obligation Bond Fund
14. 1990 Sales Tax Sinking Fund
15. Utility Fund

16. Garden of Pines Trust Fund
17. Ad Valorem Fund

18. OPEB Trust

Rl RNl ol el

Budgetary Controls

Appropriations are made at the functional, departmental, or object levels within each individual fund. The
City also utilizes an encumbrance system, and both the budgetary and encumbrance systems are
integrated with the accounting system to allow easy comparison with actual expenditures.

Accounting Records

Covington City stores its most recent (current+ one year) accounting records at the City's Finance Office
located at 317 North Jefferson Avenue, Covington, Louisiana. Older records are retained off site.

Assistance Available to Auditor

L. The City will make available to the Auditor sufficient assistance to provide records and issue all
necessary confirmations.

2. During the initial planning meeting to be held each year, the Auditor and the City will determine
the information that the City will be responsible for providing and the due dates for said
information. The necessary accounting procedures will be completed and agreed at the planning
meeting. City’s Finance Team will provide, at a minimumi, the following:

General

¢ Copy of the final budget ordinance, the original budget ordinance, and amendments

* Copy of all project ordinances and all amendments to active projects during the audit period

* General ledger financial statement for revenues, expenditures, and transfers, including budgeted
amounts for all funds as year-end cut-off date, if requested

* General ledger transaction detail report for each account as of year-end cut-off date
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Cash and Investments

* List of bank accounts with a description of the account type and statement balance

o All bank reconciliations for each month

» List of outstanding checks showing check number, issue date and amount

* Schedule of all investments for all funds showing book value and estimated market value at the
statement date

Receivables

s Aged trial balance of accounts, taxes, and miscellaneous receivables as of the audit date
* Reconciliation of subsidiary receivables ledger with the general ledger control accounts

Capital Assets

Listing of capital assets by type, department, and fund

Schedule of all capital outlays during the audit period

Schedule of all capital depositions during the audit period

Schedule of depreciation for capital assets by asset type, department, and fund

Current Liabilities

* Schedule of accounts payable
* Report of encumbrances outstanding at year-end

Long-term Debt

» Schedule of current balances and principal and interest payments due on each long-term debt

Size and Complexity of City of Covingten

1. 2020 Property Tax:
¢ Number of bills issued;

Real & personal property 7019
Utility 8
» Tax Collections as of 12/31/2020 $3,181,380
e Tax Levy $3,277.430
2. Personnel/Payroll:
e Frequency of payroll Bi-Weekly
¢ Number of permanent employees 151

3. Water & Waste Receivables:
¢ Average number of statements/month 5491

4. Purchasing:
¢  Average number of PQ’s issued/month 200



5. Accounts Payable:
* Frequency of payables Weekly
* Average number of checks/week 80

6. Bank Accounts:
* Number of Accounts

Checking 8
* Monthly Activity in Checking Accounts

Checks 263

Deposits 228

7. City Departments:

* There are eight (8) different functions within the City, as shown in the organizational
chart included in the ACFR. A number of the functions contain multiple departments.

8. Information Technology/Computer Resources:

* The City has an Information Technology department with a staff of three (3). In addition
to maintaining the City's website, Intranet, and e-government capabilities; the department
manages the infrastructure and hardware required to operate and secure the City's
network and the software used by different departments.

¢ The City's Finance Team uses Tyler Tech ERP, for the following applications:
* @General Ledger
= Budgets
* Accounts Receivable
= Accounts Pavable
= Payroll
® Requisitions
*  Purchasing
= Utility Billings
* Solid Waste Billings
*  Work Order System
= (eneral Billing
* Liquor License Billings
*  Permit Billings
= (apital Assets

Other departments within the City are authorized to view financial information pertinent to their
functions.
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APPENDIX A

PROPOSAL FOR AUDITING SERVICES

Name of
Firm:

Address:

Phone
Number:
Fax
Number:

Email:

Location of office staffing the Audit:

Professional audit staff assigned to Covington (number):

Yrs.
Name Classification Education Certifications Experience

Louisiana Municipal Audit Clients:
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PROPOSED FEES

For each contract period:

Staff Classification Hours Assigned Hourly Rate Totals
XXX XXX XXX
£9.0.0.¢ FXXX FRXX
XXX $3K{X $3X
830 A XXX XXX

Total Hours

k30,04
Qut-of-Pocket Expenses

XXX B
Total All-Inclusive Maximum Fee

XXX

Average Billing Rate (B/A)

For the entire contract period:

XXX C

Total All-Inclusive Maximum Fee

XXXD

Total Hours

$3OXX

Average Billing Rate (C/D)
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Signature of Official:

Name {typed):

Titie:

Firm:

Date:

APPENDIX B
AUDITOR GUARANTEES AND WARRANTIES

The Auditor certifies it can and will provide and make available, at a minimum, all services set
forth in Section IV, Nature of Services Required.

Auditor warrants that it is willing and able to comply with the State of Louisiana laws with
respect to foreign (non-state of Louisiana) corporations

Auditor warrants that it is willing and able to obtain as errors and omissions msurance policy
providing a prudent amount of coverage for the willful or negligent acts, or omissions of ant
officers, employees, or agents thereof.

Auditor warrants that it will not delegate or subcontract its responsibilities under an agreement
without the express prior written permission f the City of Covington.

Auditor warrants that all information provided by it in connection with this proposal is true and
accurate.
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APPENDIX C

Insurance Exhibit — Financial Auditing Service

The Auditor shall procure insurance coverage against claims that may arise from, or in connection with
the performance of the work hereunder by the Auditor, his agents, representatives, employees or
subcontractors. The Auditor shall keep all the required insurance in force continuously pursuant to their
responsibility described in this contract, including ant and all extensions. The Auditor shall pay all costs,
premiums, and audit charges earned and payable under the required insurance. For the purpose of this
exhibit: the term “Auditor” shall also include their respective agents, representatives, employees or
subcontractors; and the term “City of Covington” (hereinafter called the City) shall include their
respective officers, agents, officials, employees, volunteers, boards and commissions.

A. Minimum Scope and Limits of Insurance:
The Insurance required shall be written for not less that the scope and limits of insurance
specified in this exhibit, or required by applicable federal, state and/or municipal law, regulations
or requirement, whichever coverage is greater. It is agreed that the scope and limits of insurance
coverage specified in this exhibit are minimum requirements and shall no way limit or exclude
the City from additional limits and coverage provided under the Auditor’s policies.

1. Commercial General Liability: $1,000,000 combined single limit per occurrence for
bodily injury, personal injury, property damage, contractual liability and products
/completed operations and $2,000,000 annual aggregate.

2. Automobile Liability and Physical Damage Coverage: $1,000,000 combined single
limit per occurrence for any auto, including statutory uninsured/underinsured motorists’
coverage and $1,000 medical payments for the purpose of this contract

3. Workers’ Compensation: Coverage A / Workers’ Compensation: statutory limits as
required by the Labor Code of the State of Louisiana. Coverage B/ Employer’s
Liability: limits of %500,00 disease/policy limit, $500,000 djsease/each employee. The
Auditor agrees to hold the City of Covington, the Mayor, and the City Council, their
respective boards and commissions, officers, agents, officials, employees, servants,
volunteers, contractors and representatives harmless from any and all suits, claims, and
actions arising from personal injuries sustained by the Auditor or Auditor’s employees,
during the course of the performance of this contract, however caused.

4. Crime & Fidelity:
Coverage A - $1,000,000 Employee Theft
Coverage B - $1,000,000 Forgery & Alteration
Coverage C - $1,000,000 Theft of Monies & Securities
Coverage D - $1,000,000 Robbery & Safe Burglary

The Auditor shall Provide that the bonding of this contract.
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5. Professional Liability: $1,000,000 per occurrence, $2,000,000 aggregate each claim.

6. Personal Property: “All-risk” insurance on a replacement cost basis to cover the value
of personal property belonging to the Auditor and others (including but not limited to the
personal property of subcontractors) located on City property while in use or in storage
for the duration of the contract. Deductible not to exceed $1,000. The Auditor agrees
that the City will not assurne any responsibility for the Auditor’s personal property.

. Additional Insured Endorsement: All liability policies (with the exception of
Worker’s Compensation and Professional Liability) shall have the City of Covington,
the Mayor, the City Council, and their respective officers, agents, officials, employees,
volunteers, boards and commissions endorsed as an Additional Tnsured with respect to
liability arising out of or in connection with the activities performed by or on behalf of the
Engineer; products and completed operations of the Engineer; premises owned, leased, or
used by the Engineer; or automobiles owned, leased, hired or borrowed by the Engineer.
The coverage shall contain no special limitations on the scope of protection afforded to the
City.

- Acceptability of Insurers: Auditor’s policies shall be written by insurance companies licensed to

do business in the State of Louisiana, with Best’s rating of no less that A:VII, or otherwise
deemed acceptable by the City ‘s Chief Administrative Officer (CAQ).

- Subecontractors: Auditor shall include all subcontractors as insured under its policies or shall
furnish separate certificates and endorsements for each subcontractor. All coverage for
subcontractors shall be subject to all of the requirements stated herein.

- Waiver of Subrogation: Auditor shall provide that all insurance policies include a waiver of
subrogation clause that states that it is agreed that in no event shall the insurance company have
any right of recovery against the City. When the Auditor is self-insured, it is agreed that in no
event shall the Engineer have any right of recovery against the City.

Claims-Made Form: If the insurance coverage is underwritten on a claims-made basis, the
retroactive date shall be prior to or coincident with the date of the contract. The certificate of
insurance shall state the retroactive date and that the coverage is claims-made. The Auditor shall
maintain coverage for the duration of the contract and for the two (2) years following the
completion of the contract. Evidence of such coverage shall be provided to the City thirty (30)
days prior to each policy expiration.

. Aggregate Limits: if a general aggregate is used, the general aggregate limit shall apply
separately to the project or shall be twice the occurrence limit. All aggregate limits must be
declared to the City. It is agreed that the Auditor shall notify the City with reasonable promptness
with information concerning the erosion of limits due to clajms paid under the general aggregate
during the contract term. [If the aggregate limit is eroded, the Auditor agrees to reinstate or
purchase additional limits to meet the minimum limit requircments stated herein. The Auditor
shall pay the premium.

. Deductibles and Self-Insured Retentions: Auditor must declare any deductibles or seif-insured
retentions to the City. All deductibles or self-insured retentions are the sole responsibility of the
Auditor to pay and/or to indemnify.
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. Notice of Cancellation or Nonrenewal: For other than non-payment of premium, each insurance
policy required by this shall be endorsed to state that coverage shall not be suspended, voided,
cancelled, or reduced in coverage or in limits except after thirty (30) days prior written notice to
the City. Ten (10) days prior written notice has been given to the City. Ten (10) days prior
written notice shall be given for non-payment of premium.

J. Other Insurance Provisions: The policies are to contain, or be endorsed to contain, the
following provisions:

1. Liability Coverage

The Auditor’s insurance coverage shall be primary insurance with respect to the
City. Any insurance or self-insurance maintained by the City shall be excess of the
Auditor’s insurance and shall not contribute with it.

Coverage shall state that the Auditor’s insurance shall apply separately to each
insured against whom a claim is made, or a suit is brought.

Any failure to comply with the claim reporting provisions of the policy shall not
affect coverage provided by the City.

K. Verification of Coverage: The Auditor shall provide the City with certification of
insurance, declaration pages, policy endorsements, or provisions confirming compliance
with this exhibit before work commences. The certifications and endorsements for each
insurance policy are to be signed by a person authorized by the insurer or bind coverage on
its behalf. Renewal of expiring certificates shall be filed (30) days prior to expiration. The
City reserves the right to require complete, certified copies of all required policies, at ant
time. All insurance documents required by this exhibit should be mailed to:

City of Covington
Chief Administrative Officer — Erin S. Bivona
317 N. Jefferson Avenue
Covington, La. 70433

L. Failure to Purchase or Maintain Insurance: If the City or the Auditor is damaged by failure of
the Auditor to purchase or maintain insurance required by this exhibit, the Auditor shall bear all
reasonable costs including, but not limited to, attorney's fees and costs of litigation, properly

attributable thereto.
Initials / Auditor Date
Initials / City of Covington Date
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APPENDIX D

Ms. Erin S. Bivona

Chief Administrative Officer
City of Covington

317 N. Jefferson Avenue
Covington, La 70433

Dear Ms. Bivona,

We have read the Request for Proposal and fully understand its intent and contents. We certify that we
have adequate personnel, insurance, equipment, and facilities to fulfill the specified requirements. We
understand that our ability to meet the criteria and provide the required serviced shall be judged solely by
the selection personnel.

It is further understood and agreed that all information included in, aftached to, or required by the Request
for Proposal shall be public record upon delivery to the City of Covington.

Submitted by:

Firm

Authorized Signature and Title
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