
 
 

 

TO: Interested Independent Certified Public Accounting Firms 

FROM: Shelley Hobbs, Business Administrator 

SUBJECT: Request for Auditing Services 

DATE: March 25, 2020 

Upper Adams School District (the “District”) is soliciting proposals from interested 
independent certified public accounting firms known to provide audit services to 
Pennsylvania School Districts.  Firms wishing to be considered should send a letter of 
interest, a history of their firm and resumes of the personnel that would be responsible 
for providing audit services to the District, a list of school district references, information 
that addresses the items used a selection criteria (as found under that heading on page 
2), and page 6 of this document via email to Shelley Hobbs, Business Administrator, at 
s.hobbs@upperadams.org.  
 
Any questions regarding the RFP should be directed via email to the Business 
Administrator, Shelley Hobbs at s.hobbs@upperadams.org.  All questions regarding this 
proposal must be received by 2:00 pm EST on April 9, 2020. Only emailed questions will 
be answered.  Either the answers, or an addendum, will be posted on the website by 
2:00 pm EST on April 17, 2020. 
 
Proposals must be emailed to Shelley Hobbs at s.hobbs@upperadams.org.  Proposals 
shall have “AUDIT SERVICES PROPOSAL” in the subject line of the e-mail. All 
proposals are due April 22, 2020 by 2:00 pm EST, no exceptions.  The District 
reserves the right to reject any and/or all proposals and to waive, at its discretion, any 
irregularities, mistakes, omissions, or informalities.  
 
Proposals will not be opened publicly.  
  

 



AUDITING SERVICES RFP 
UPPER ADAMS SCHOOL DISTRICT 

 
SECTION I – INTRODUCTION 
 
District Background 
 
The Upper Adams School District is located in Adams County in South Central 
Pennsylvania, approximately 30 miles south west of Harrisburg and 10 miles north of 
Gettysburg.  The District comprises Arendtsville Borough, Bendersville Borough, 
Biglerville Borough, Butler Township, Mennallen Township and Tyrone Township.  Local 
revenues are generated by a 15.3167 mill real estate tax, a 1.1% earned income tax and 
a .5% real estate transfer tax.  The student population number is in excess of 1800 and 
is supported by a budget of $29,656,759 for 2019-2020 school year.  More information is 
available at https://www.upperadams.org/Page/2667. 
 
TERMS OF AGREEMENT 
 
The District is seeking a proposal for auditing services for a five-year period, including 
fiscal year 2019-2020, 2020-2021, 2021-2022, 2022-2023 and 2023-2024, subject to 
annual termination if notification is provided at least ninety (90) days prior to the fiscal 
year end.  Services for up to an additional five years beyond 2023-2024 may be 
negotiated without a subsequent request of proposal.  
 
SELECTION CRITERIA 
 
The District will evaluate firms based on the following criteria: 
▪ Firm’s history and related experience with Pennsylvania school districts 
▪ Firm’s personnel and qualifications; and identification of those individuals who 
 will be responsible for handling/servicing the account 
▪ Proposed fees annually and throughout the proposed engagement period 
▪ References 
▪ Other supportive considerations as documented by the firm submitting the 
proposal 
 
TERMS AND CONDITIONS 
 
Please be aware that this is a request for professional services, and not a competitive 
bid. The District is not required to conduct its request for professional services in 
accordance with competitive bidding laws.  The District will not be liable for any cost(s) 
incurred by firms prior to the issuance of a signed engagement letter. 
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AUDITING SERVICES RFP 
UPPER ADAMS SCHOOL DISTRICT 

 
SECTION II – SCOPE OF AUDITING SERVICES 
 
This section describes the services the District is soliciting from an auditing firm.  Please 
note that the District expects the audit to be substantially conducted between September 
1 and October 31 each year.  Timing of the audit work must be coordinated, in advance, 
with the District Business Administrator. Please detail the anticipated field work dates 
when responding to this proposal.  Information necessary for the District to complete its 
filing of the Annual Financial Report with PDE must be available at least ten (10) days 
prior to the filing deadline.  The District will consult with the firm on the completion date 
for draft copies of the audit report based upon the District’s board and committee 
calendars.  
 
GENERAL AUDIT SERVICES 
The firm will provide the following services relative to the annual audit of the District’s 
financial operations: 
▪ Audit of all funds of the District, including the General Fund, Capital Projects Fund 
 (including Capital Reserve Fund in accordance with Municipal Code Section 1431  

and any Construction Funds), Debt Service Fund, Food Service Fund and Student  
Activities Fund. 

▪ Prepare an auditor’s opinion letter of the financial statements and internal control 
over financial reporting. 

▪ Compile all financial statements required by PDE and governmental auditing 
 standards, including required supplementary information that is not otherwise  

prepared by the District.  
▪ Compile required notes to the financial statements and required supplementary 

information 
▪ Incorporate the District-prepared Management’s Discussion and Analysis into the 

final bound audit report. The District will determine the number of bound copies 
 of the report that will be required. The firm will provide all requested PDF and 
 printed copies.  

▪ Prepare a Management Letter detailing recommendations for improvements in 
District operations and/or procedures.  The information provided in the 
Management Letter should be written with consideration given to staffing and 
 resource constraints of the District.  

▪ Provide a listing of District responsibilities (e.g. working paper to be prepared and 
information to be gathered) no later than June 15th of each year.  Audit 
confirmation will be prepared by the auditor in final form and mailing cost will be 
borne by the auditor.  Prompt communication is expected during the audit period 
regarding additional information that is needed. Adequate time must be provided 
for the District to gather such information.  

 
The District shall reserve the right to request copies of any of the working papers 
prepared in conjunction with the audit engagement at no additional cost to the District. 
Such working papers shall be provided on a timely basis, regarding the status of any 
current agreements between the District and the audit firm.  
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AUDITING SERVICES RFP 
UPPER ADAMS SCHOOL DISTRICT 

 
FEDERAL PROGRAMS AUDIT SERVICES 
 
The firm will also provide the following services relative to the District’s federal grant 
programs, as needed: 
▪ Determine the need for audit work in accordance with Uniform Grant Guidance 

and proved such audit work as part of the annual audit of the District’s financial 
statements. 

▪ Compile all reports and schedules required by Uniform Grant Guidance, including 
 the Schedule of Expenditures of Federal Awards. 
▪ Complete the auditor portion of the Single Audit filing with the Federal Audit 
 Clearinghouse and assist with transmission of any other Single Audit filing with 

oversight agencies. 
 
 
 
SECTION III – PROPOSAL 
 
RESPONSE TO PROPOSAL 
 
A complete response to this request for proposal is required.  A valid response will 
consist of: 
▪ Completed transmittal form found on page 6 of this document. 
▪ A letter of interest describing the firm’s understanding of the scope of work and 
 commitment to completion of work within the District’s timetable. 
▪ A history of the firm noting its experience with Pennsylvania school district, size,  

and structure. 
▪ Resumes of the personnel that would be responsible for servicing the District 
▪ Detail of the firm’s approach to performing the audit, including the type of audit 

program used; use of statistical sampling; organization of the audit team and 
estimate of total job hours; presence of the audit partner on the engagement; 
information provided in any required audit communication; coordination of the 
audit work completed by District staff; and timeline for completion of audit. 

▪ Fixed fee quote for the engagement found on page 7 of this document.  The fee 
 structure should include the cost performing the services outlined in this request 

for the years 2019-2020, 2020-2021, 2021-2022, 2022-2023, and 2023-2024. 
 
It should be noted that this solicitation process may not necessarily result in a change of 
auditors.  After Upper Adams School District has reviewed all responses, the School 
Board may request a formal proposal be made.  
 
SECTION IV – OTHER INFORMATION 
 
COSTS RELATED TO A RESPONSE TO THIS PROPOSAL 
 
The District will not be liable for any cost incurred in preparation of a response to this 
proposal.  The District reserves the right to conduct interviews of any or all firms 
submitting proposals prior to selection.  The District will not be liable for any costs 
incurred by the firm in connection with such an interview.  
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AUDITING SERVICES RFP 
UPPER ADAMS SCHOOL DISTRICT 

 
 
FEE NEGOTIATION 
 
The District reserves the right to conduct pre-contract negotiations with any potential 
firms that have submitted proposals. 
 
 
 
DISTRICT’S RIGHTS IN SOLICITATION 
 
The District reserves the right to reject any and all proposals.  The District retains sole 
discretion to accept the proposal it considers most favorable to its interests, and the right 
to waive minor irregularities in the proposals.  The District further reserves the right to 
reject all proposals and seek new proposals when such process is in the best interest of 
the District.  
 
 
 
 
NO ADDITIONAL FEES 
 
The District will not be liable and will not pay for any costs related to the audit that are 
not included in the proposal.  The audit firm will be responsive to the District’s request for 
miscellaneous payroll tax from processing information and other general accounting and 
tax matter throughout the year at no additional costs to the District. 
 
SUMMARY OF IMPORTANT DATES 

Event Due Date 
RFP Released March 25, 2020 
Questions about the RFP April 9, 2020 
Answers from the District April 17, 2020 
RFP’s due to the District April 22, 2020 
Approval by School Board May 19, 2020 

 
Both the questions and RFP will need to be emailed to s.hobbs@upperadams.org.  The 
answers to the questions from the District will be posted on the website under 
departments, business and finance office, RFP listings. 
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AUDITING SERVICES RFP 
UPPER ADAMS SCHOOL DISTRICT 

 
UPPER ADAMS SCHOOL DISTRICT 

 
 

Request for Proposal Auditing Services 
For the fiscal years 

2019-2020, 2020-2021, 2021-2022, 2022-2023, and 2023-2024 
 

(Return this form as the Cover Page of your Auditing Services Proposal) 
 
 

Name of Audit Firm _________________________________________ 
 

Address _________________________________________  
 

Contact Person _________________________________________ 
 

Telephone Number _________________________________________ 
 

E-mail Address _________________________________________ 
 

Web site Address _________________________________________ 
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AUDITING SERVICES RFP 
UPPER ADAMS SCHOOL DISTRICT 

 
 
 

Request for Proposal Auditing Services 
 
Regular Auditing Services for 2019-2020  $________________________________ 
 
Regular Auditing Services for 2020-2021  $________________________________ 
 
Regular Auditing Services for 2021-2022  $________________________________ 
 
Regular Auditing Services for 2022-2023  $________________________________ 
 
Regular Auditing Services for 2023-2024  $________________________________ 
 
 
The audit firm’s staffing fee structure, hourly rates and other costs will be as follows: 
 
__________________________________________________________________ 
 
___________________________________________________________________ 
 
__________________________________________________________________ 
 
___________________________________________________________________ 
 
__________________________________________________________________ 
 
___________________________________________________________________ 
 
 
Signature _____________________________________________ 

Title _____________________________________________ 

Date _______________ 
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