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REQUEST FOR PROPOSALS 

 

The Town of Palm Beach Shores requests proposals from qualified certified public accounting 
firms to provide auditing services.  The Request for Proposals (RFP) provides guidelines for 
submission and outlines the services desired.  The RFP will be available on the Town’s website 
or at Town Hall beginning October 1, 2020.  http://www.palmbeachshoresfl.us/  

Sealed proposals for auditing services must be received by the Town of Palm Beach Shores in the 
Town Hall, 247 Edwards Lane, Palm Beach Shores, FL  33404, on or by 2:00 p.m. on October 
20, 2020.  All sealed proposals that are timely received will be publicly opened at Town Hall at 
that time.  Proposals received after the cut-off date and time will not be considered.   
 
Any questions relative to any items or portions of this Request for Proposal should be directed to 
Wendy Wells, Town Administrator, at (561) 844-3457 or wwells@pbstownhall.org.  
 
 
Publish:   October 5, 2020 
  Palm Beach Post   
  Town website:  www.palmbeachshoresfl.us 
  



I. INTRODUCTION 
 
The Town of Palm Beach Shores requests proposals from qualified certified public accounting 
firms to audit its annual financial statements for a term of five (5) beginning with the fiscal year 
ending September 30, 2020.  Optional renewals may extend the term an additional five years.  
The audits are to be performed in accordance with generally accepted auditing standards, 
including Section 218.39, Florida Statutes; Rules of the Florida Department of Financial 
Services; Rules of the Florida Auditor General, Chapter 10.550 Local Government Entity Audits; 
AICPA Audit and Accounting Guide, Audits of State and Local Governmental Units; Federal 
and Florida Single Audit Acts, if applicable; Governmental Auditing Standards issued by the 
comptroller General of the United States; and Circular A-133, Executive Office of the President, 
Office of Management and Budget, if applicable. 
 
Sealed proposals for auditing services must be received by the Town of Palm Beach Shores in 
the Town Hall, 247 Edwards Lane, Palm Beach Shores, FL  33404, on or by 2:00 p.m. on 
October 20, 2020.  All sealed proposals that are timely received will be publicly opened in the 
meeting room or administrative offices at Town Hall at that time.  Proposals received after the 
cut-off date and time will not be considered.  The Town is not responsible for the U.S. Mail or 
private couriers in regard to mail being delivered by a specified time so that a proposal can be 
considered. 
 
 

Timeline for Auditor Selection 
 
September 30, 2020  Auditor Selection Committee Meeting - approve RFP 
 
October 1, 2020  RFP Issued 
 
October 20, 2020  Proposals Due by 2:00 p.m. 
 
October 22, 2020  Auditor Selection Committee Meeting at 3 p.m. 
 
October 26, 2020  Commission Meeting – Approval of Audit Contract 
 
 
 

II. BACKGROUND  
 
The Town of Palm Beach Shores has a population of 1,193 living within an area of less than a 
square mile.  The Town is a municipal corporation organized pursuant to Chapter 24792, 1947 
Laws of Florida.  The Town operates under a modified Commissioner/Mayor form of 
government.  The Town Commission is comprised of five members, including an elected Mayor 
and a Vice Mayor who is appointed annually.  The Town’s major operations include general 



government, public safety, streets, sanitation, and culture/recreation.  The Town has a contract 
with the Palm Beach County Sheriff to provide law enforcement services for the Town.  The 
Town has a six year agreement with the City of Riviera Beach for emergency medical service 
and backup fire service.  The Town also has a contract for solid waste collection and disposal. 
 
The Town uses fund accounting.  Daily activities are recorded in the General Fund. The Town 
has a special revenue fund to account for the underground utilities project.  The Town also has 
four capital project funds to account for impact fees, as required by Town ordinance.  All 
governmental funds are accounted for using the modified accrual basis of accounting.  The Town 
participates in the Florida Retirement System for its employees’ pension benefits.  The Town has 
no component units. 
 
The Town uses Asyst for its accounting software.  The software modules used by the Town are 
general ledger, cash receipts, accounts payable, and business tax receipts.  The Town uses ADP 
for payroll processing and tax filing. 
 
For the fiscal year ending September 30, 2020, the Town has an annual budget of approximately 
$5.575 million.  Ad valorem taxes are the Town’s main source of revenue representing 
approximately 75% of total revenue.  There was no single audit requirement for FY 2019 and 
none is anticipated for FY 2020. 
 
The Town does not have a separate finance department.  The Town Administrator and Treasurer, 
Wendy Wells, CPA, is responsible for financial statement preparation and overseeing the general 
ledger.  The Office Manager is responsible for cash receipts.  The Building Department 
Supervisor is responsible for accounts payable.   
 
The Town will have a final trial balance ready for audit by mid to late November.  The Town 
Administrator provides supporting schedules for all material account balances.  Audit field work 
should take place in November and December after receipt of the trial balance.  The Town 
prepares draft financial statements.  The audit should be presented to the Town Commission no 
later than its February meeting each year. 
 
 
III. SCOPE OF SERVICES REQUIRED 
 

1. An audit and an opinion on the basic financial statements of the Town.  The auditor is not 
required to audit the Management’s Discussion and Analysis. 
 

2. The audits are to be performed in accordance with generally accepted auditing standards, 
including Section 218.39, Florida Statutes; Rules of the Florida Department of Financial 
Services; Rules of the Florida Auditor General, Chapter 10.550 Local Government Entity 
Audits; AICPA Audit and Accounting Guide, Audits of State and Local Governmental 
Units; Federal and Florida Single Audit Acts, if applicable; Governmental Auditing 



Standards issued by the comptroller General of the United States; and Circular A-133, 
Executive Office of the President, Office of Management and Budget, if applicable. 
 

3. Following completion of the audit for each fiscal year’s financial statements, the auditor 
shall issue: 

a. A report on the fair presentation of the financial statements in conformity with 
generally accepted accounting principles. 

b. A report on compliance and on internal control over financial reporting. 
c. Reports on compliance with specific requirements applicable to Federal awards 

and State financial assistance programs (if applicable). 
d. The auditor shall communicate in a letter to management any significant 

deficiencies or material weaknesses found during the audit. 
 

4. The auditor will prepare one electronic copy (required in pdf) and 12 bound copies of the 
Annual Financial Report. 
 

5. The auditor will provide assistance and guidance on implementing changes in 
governmental accounting standards. 
 

6. The auditors shall be required to make an immediate written report of all irregularities 
and/or illegal acts of which they become aware to the Town Administrator, Mayor, the 
Town Commission, and the Town Attorney. 

 
 
IV. PROPOSAL REQUIREMENTS 
 
In a sealed envelope clearly identified as a proposal, please provide one printed copy and one 
electronic copy (required in pdf) on a USB flash drive of the proposal.  The proposal for audit 
services must include the following information: 
 

1. Introduction 
 

2. Audit Firm Qualifications 
a. An affirmative statement that the firm and all assigned key professional staff are 

properly licensed to practice as a certified public accountant in the State of 
Florida. 

b. An affirmative statement that the firm is independent of the Town of Palm Beach 
Shores as defined by generally accepted auditing standards. 

c. Experience of the firm with municipalities and other local governments within the 
last five years. 



d. Indicate the size of the firm, the size of the firm’s governmental audit staff, and 
the location of the office from which the engagement is to be performed. 

e. A copy of the report on the firm’s most recent peer review, the letter of 
comments, and a statement as to whether any governmental engagements were 
included.  

f. Indicate any disciplinary actions that have been instituted or proposed during the 
last three calendar years against the firm or any of the firm’s professionals 
assigned to the audit. 

g. Describe the results of any State or Federal reviews during the past three calendar 
years of the firm’s governmental client audit work.  

h. Willingness and ability to complete the audit within the time constraints, 
considering the firm’s current and projected workload. 

 
3. Technical Qualifications: 

a. Information describing personnel with training and experience appropriate to the 
nature of the audit.  Include the following information: 

i. Names and positions of each professional to be assigned to this audit, 
including number of years of local government audit experience. 

ii. Estimated involvement in the audit expressed as a percentage of time of 
each staff member. 

iii. Resumes of those assigned to this audit reflecting academic training and 
employment in applicable fields. 

iv. Copies of professional licenses. 
v. References, including contact names and phone numbers, for experience 

on similar audits. 
b. List of significant engagements performed in the last five years that are similar to 

the engagement described in the RFP. 
c. List of references, including contact names and phone numbers. 

 
4. Audit Approach Qualifications: 

a. Proposed segmentation of the engagement. 
b. Level of staff and number of hours to be assigned to each proposed segment of 

the engagement. 
c. Sample size and extent to which statistical sampling is to be used in the 

engagement. 
d. Type and extent of analytical procedures to be used in the engagement. 
e. Approach to be taken to gain and document an understanding of the internal 

control structure. 
f. Approach to be taken in determining laws and regulations that will be subject to 

audit work. 



g. Approach to be taken in drawing audit samples for purposes of tests of 
compliance. 

 
5. Audit Fees: 

a. Total all-inclusive maximum price shall be provided for five years beginning with 
fiscal year ending September 30, 2020.  The fee proposed for each year should be 
separately stated for each fiscal year. 

b. A schedule of professional fees and expenses that supports the total all-inclusive 
maximum price.  The schedule should be detailed by rate and hours for each level 
of staff (partner, specialist, supervisory, and staff). 

c. Rates for additional professional services. 
d. Progress payments will be made on the basis of hours of work completed during 

the course of the engagement. 
 
 

V. EVALUATION PROCEDURES 
 
The proposals will be evaluated by the Auditor Selection Committee using the criteria listed 
below.  Firms meeting the mandatory criteria will have their proposals evaluated and scored on 
technical qualifications, cost of services, and references.  Cost will not be the sole factor in 
selection of an audit firm. 
 

1. Mandatory Elements: 
a. The audit firm must be independent and licensed under Chapter 473, Florida 

Statutes, to practice in Florida.  
b. The audit firm must submit a copy of its last external quality control review report 

and has a record of quality audit work. 
c. The audit firm’s professional personnel have received adequate continuing 

professional education within the preceding two years. 
d. The audit firm must adhere to the instructions in this RFP on preparing and 

submitting the proposal.  
 

2. Technical Elements: (65 points) 
a. Local government audit experience. 
b. Municipal audit experience. 
c. Qualifications of professional personnel to be assigned to the audit. 
d. Size and organizational structure of the audit firm. 
e. Demonstrated understanding of the Town’s audit requirements. 
f. Audit approach. 

 
3. Cost Elements: (20 points) 



a. Total all-inclusive price. 
b. Rates for each level of staff and anticipated hours. 

 
 

4. References: (15 points) 
References for each audit firm will be contacted and inquiries made regarding how 
the audit firms handle the following: 
a. Client relations. 
b. Time management/meeting deadlines. 
c. Unanticipated audit issues. 

 
After evaluation and scoring of each proposal, the scores will be tallied from each committee 
member.  The audit firms will be ranked based on their total scores.  These rankings and the 
Auditor Selection Committee’s recommendation of the highest ranked audit firm will be 
forwarded to the Town Commission. 
 


